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Step One: 
From the Strategic Procurement website, click the Forms and Support header.  
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Step Two: 
Under Forms, choose Purchasing Requisition subheading and click on the Purchasing 
Requisition Form. The form will open in a new tab on your browser. 
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Step Three: 
Once the form opens in the new browser tab, download the form as a PDF File to your 
desktop.  
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Step Four: 
Once the PDF file has been saved to your desktop, close the previously opened browser tab. 
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Step Five: 
Open the newly saved PDF file from your desktop. 
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Step Six: 
*Once opened, the Date and Requisition Number will automatically be generated each time 
the form is opened. This is for tracking and auditing purposes and is required for all Purchasing 
Requisition forms that are submitted. 

Fill out the Purchasing Requisition form completely: 

 

  

 Suggested Supplier section (Vendor information) 
 Ship To Information section (York Contact information) 
 Purchasing Information section (if you are filling out a Change Order, please also 
include the Purchase Order Number under ‘Existing PO’).  
 Currency Details 
 Quantity, Description of Item(s), Unit Price and the full Account/Fund/Cost Centre 
information for each line. Once these fields have been filled out, the Extended Price and 
Subtotal will automatically be generated. 
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On Page 2 of the Purchasing Requisition form, fill out the ‘Additional Requirements for this 
Order’ and ‘Additional Information for Change Orders’ sections. 

Once complete, the form must be signed and dated by an authorized cost centre signee 
(under the ‘Department Authorization’ section at the bottom of the form). 

AND (if applicable): 

If the purchase request falls under the $50,000-$199,999 threshold: 
The Director/Executive Officer of the cost centre must sign. 

If the purchase request falls under the $200,000-$499,999 threshold: 
The Associate/Assistant Vice President or Dean must sign. 

If the purchase request falls under the $500,000-$999,999 threshold: 
The Divisional VP must sign. 

If the purchase request falls under the $1,000,000-$4,999,999 threshold: 
The President or Vice President Finance and Administration must sign. 
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Step Seven: 
Once complete, please save a PDF copy and submit to purchase@yorku.ca along with any 
associated documents (quotes, email conversations, approvals, etc.) for processing. 

mailto:purchase@yorku.ca
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