
Purchase Record Form - Office Supplies
Use this purchase record form sample to efficiently track office supplies acquisition. It helps maintain organized documentation for budgeting and
inventory management. Streamline your procurement process with this easy-to-use template.

1. Purchase Information

Purchase Date

Purchased By Employee Name

Department Department Name

Supplier/Vendor Supplier Name

Invoice Number Invoice #

2. Item Details

# Item Description Item Code Quantity Unit Price Total Price

1 e.g., Printer Paper e.g., PP-001

2

3. Approval & Remarks

Approved By Approver Name

Remarks
Comments or observations

Submit Purchase Record
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