                                    Non-Stock Purchase Requisition
Complete all *required fields and pass to your Delegated Purchaser

See “Purchasing” on Genie for more information

	*Requester’s Name (Print)
	A.N. Other 
	* Requester’s Telephone No
	01443 866123

	*Requester’s Department
	Global Purchasing
	* Cost Centre  (that goods / services should be charged to)
	UK01XX01

	  Supplier (if known)
	

	Special Instructions to   Delegated Purchaser 
	
	Fixed Asset No.

(if required)
	

	  Special Instructions to the Supplier
	Please deliver before 15:00 to Hengoed Reception.



	Line
	* Description(s) of Goods / Service   

(include suppliers item/Catalogue number or quote reference if applicable)

NOTE:  If the value of the PO is high and this description is too brief or ambiguous, approval of the PO may be rejected by senior Approvers.
	* Quantity
	* Unit Cost
	* Requested

Delivery Date
	 * Object Account

(if unknown - obtain from Finance)

	001
	17” monitor antiglare filter – supplier’s cat no 9412/0021 

 
	1
	53.25
	23 Nov 07

See note above
	532100

	002
	Logitec  Infra Red Mouse – supplier’s cat no 3281/0001
	1
	21.34
	23 Nov 07

See note above
	532100

	003
	
	
	
	
	

	004
	
	
	
	
	

	005
	
	
	
	
	

	006
	
	
	
	
	

	007
	
	
	
	
	

	008
	
	
	
	
	

	009
	
	
	
	
	

	010
	
	
	
	
	

	Line
	* Description(s) of Goods / Service   

(include suppliers item/Catalogue number or quote reference if applicable)
NOTE:  If the value of the PO is high and this description is too brief or ambiguous, approval of the PO may be rejected by senior Approvers.
	* Quantity
	* Unit Cost
	* Requested

Delivery Date
	* Object Account

(if unknown - obtain from Finance)

	011
	
	
	
	
	

	012
	
	
	
	
	

	013
	
	
	
	
	

	014
	
	
	
	
	

	015
	
	
	
	
	

	016
	
	
	
	
	

	017
	
	
	
	
	

	018
	
	
	
	
	

	019
	
	
	
	
	

	020
	
	
	
	
	

	021
	
	
	
	
	

	022
	
	
	
	
	

	023
	
	
	
	
	

	024
	
	
	
	
	

	025
	
	
	
	
	


Non Stock Requisition Form v2    Feb ‘08

