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                              St. George’s University of London Purchase Requisition Form

	Request date:

Requisitioner:
Deliver Goods to: (if different from above)
	
	Supplier: 

Tel:                                      

Email: 
	

	
	Name:
Room No: 

Ext:
	
	

	
	Name:

Room:
	
	


Please use a separate form for each supplier
	Item
	Product Code/ Catalogue No
	Description
	Qty
	Sub Project Code
	VAT Exempt
Yes/No?
	Unit Price
(Excluding VAT)


	1

	
	
	
	
	
	

	2

	
	
	
	
	
	

	3

	
	
	
	
	
	

	4

	
	
	
	
	
	

	
	
	Delivery/Shipping Charge
	1
	
	
	


	Special Instructions for Supplier:
(e.g. Quotation No, Lot No, Urgent please etc.)


	Special instructions for purchasing office:
(e.g. PO only, Blanket PO, Consignment stock etc.)


Please ensure that you attach all relevant quotations, website links etc. 
When complete please email the form to: orders@sgul.ac.uk 
Please note requests for Special Gases should be sent to site.services@sgul.ac.uk 
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