
Purchase Inquiry Form
Use this purchase inquiry form sample to streamline procurement requests within your school. It ensures clear
communication between staff and suppliers, speeding up the ordering process. This template is tailored for efficient
school-related purchases.

Date of Request:

Requester Name:

Enter your full name

Department / Grade Level:

E.g., Science, Grade 3

Item(s) Description:

Provide detailed description of items needed

Quantity:

Preferred Supplier (if any):

Supplier name or leave blank

Estimated Budget:

e.g., $150.00

Required Delivery Date:

Reason for Purchase / Justification:

Explain the purpose or necessity

Additional Comments or Notes:

Optional

Submit Inquiry
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