
Supply Request Form
Use this supply request form sample to efficiently organize and track your material needs. The itemized list ensures
clarity by detailing each requested item, quantity, and specifications. Streamline your procurement process and avoid
errors with this well-structured template.

Requestor Name:
Enter your name

Department:
Enter department

Date:

Purpose/Justification:
Briefly describe the need for the supplies

# Item Description Quantity Unit Specifications/Details Remarks

1 e.g. Printer Paper e.g. Reams e.g. A4, 80 gsm Optional

2 e.g. Ballpoint Pens e.g. Packs e.g. Blue ink, 0.7 mm Optional

3

Additional Notes:
Any other information

Requested By:
Enter your name

Signature:
Sign here
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