
INTER-OFFICE REQUISITION 
(Purchasing) 

From:  Supervisor’s Signature:  
     

Department:  Date:  
       

EA PK BX CS QUANTITY ITEM NO. DESCRIPTION 

       
       
       
       
       
       
       
       
       
       
       

 
Justification: 

 

 
Estimated Cost $  Suggested Vendor(s): 

  
  

Date Received Requisition:  
Date Received Items:  

Received By:  
Administrative Approval:  

Date Processed:  
  

 

TOM SCHEDLER 
SECRETARY OF STATE 

STATE OF LOUISIANA 

Inter-Office Requisition  3/14 
 

RPiha-Paul
Sticky Note
This form can only be used if the Purchase Order System is down and it is an emergency order.
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