Procurement Document Authorization
Form

The procurement document authorization form sample is designed to streamline approval
processes, ensuring all purchasing requests are validated by the appropriate personnel. This
standardized form helps maintain compliance and accountability within procurement
operations. Using a clear and concise authorization form reduces errors and expedites
financial approvals.

Request Details

Requestor Name
Department
Date of Request

Contact Email

Procurement Information

Vendor/Supplier
Iltem(s) Description
Quantity
Estimated Cost

Reason for Purchase

Authorization

Authorized By
Position/Title
Signature

Date

Note: Submit this completed form along with supporting quotes or documentation to the
Procurement Office for further processing.
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