DMVA Standard Requisition Instructions.
1. Division/Requisition No./SFY: Leave blank. Will be completed by procurement.
2. Division Name and Address: Enter physical and mailing address.
3. Standard Requisition Date: Date form is prepared.
4. Date/Time Received in Procurement: Leave blank. Will be completed by procurement.
5. Requested Delivery Date: Only enter a date is there is a need date. 
6. F.O.B. Point: Leave blank.
7. Shaded Blocks: Leave blank.
8. Contact Name and Phone Number: Division point of contact name and telephone number for this request.
9.  Suggested Contractors: Include name, phone, and email address of any suggested vendors. Alaska Vendors must be solicited first.
10. Comments: Self-explanatory. Can be used for specific delivery location.
11. Item No.: Sequential number for each item on form.
12. Commodity Code: If known, otherwise leave blank.
13. Quantity Required: Self-explanatory.
14. Unit of Measure: Self-explanatory.
15. Description, Performance Required, Intended Usage: Be specific. If necessary attach specifications, scope of work, etc. Shipping/Handling charges must be entered here.
16. Estimated Unit Price: Cost per item.
17. Estimated Extended Price: Quantity x the unit price.
18. Estimated Total All: Sum of all Estimated Extended Price.
19. Not to Exceed: Total dollar of budgeted or expected spend on purchase or full contract terms.
20. Are Federal Funds Involved?: Self-explanatory.
21. Invoice Mailing Address: Self-explanatory.
[bookmark: _GoBack]22. Event Type, Appr Unit, Fund, Acct. Template, Activity, Program, Object to be completed by Certifying Officer. 
23. IT Approval: Request for any IT type commodities must have IT approval. To include but not limited to software, keyboards, hard drives, etc. 
23. Requestor Name and Title: Completed by requestor.
