User Guide for Preparation of the User Department Procurement Plans and Annual Procurement and Disposal Plans
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PROCUREMENT REQUISITION FORM (BUDGETED ITEMS)
Date……………              







Department/Section …………..…………………..    
	No.
	Subject of procurement
	Quantity
	Estimated Cost  
	Source of Funds
(Budget Line Code)
	Date when required
	Funds Availability
Yes/No(Accounts)

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	
	
	
	
	
	
	


    Prepared by User:

        Recommended by HOD          Passed by Director Finance         Approved by Line DVC       VC
Name: ………………….…………       Name: ………………………           Signature………………………

 Signature: ………………….   ....…………….                          Signature: ………………………..     Signature: …………………..        Date……………………….….                Date: …………………………    ………………….
    Date: ………………………………….    Date: ……………………………
                      
 Received by Procurement

 Name……………………………..
 Date: ………………………………
Note: This form should be filled at least two weeks before the date when items are required. The line DVC & VC sign after confirmation of funds availability by Accounts and passed by Director Finance. Items that are received for routine office use from stores like stationery, cleaning materials and staff tea items need not to be included on this form. 

                                                                                                     
                    
