  DOE F 4250.2
U.S. DEPARTMENT OF ENERGY
        (7-83)

(Formerly AD-H34)
Instructional Form Only
    EFG (08-89)

REQUISITION FOR SUPPLIES, EQUIPMENT, OR SERVICE
	Send to:
	Name and Room Number
	Date:
	

	
	(Room No.)
	
	


	Complete if different than Golden
	Req. No.
	XX-01GOXXXXX for PO Only

	(Office, branch, or section)
	
	


	
	Project No.
	


	Requested by:
	Person needing item/service
	
	

	
	(Person to be contacted)
	
	(Phone No.)


	PLEASE FURNISH THE FOLLOWING
	
	Person authorized to approve requisition

	ITEMS WHICH ARE NECESSARY FOR
	
	(Requisitioning Officer)

	OFFICIAL USE
	
	

	
	(Title)


	ITEM OR STOCK NO.
	DESCRIPTION
	QUANTITY
	UNIT
	DO NOT WRITE IN THIS COLUMN

	
	
	
	
	

	
	Give a complete description of what you want, and quantity, etc., and give the
	
	
	

	
	Estimated price.  You may give suggested source or sources, even get pricing
	
	
	

	
	From one or more sources, if you wish, but Cardholder or Procurement will do this.
	
	
	

	
	Place this, along with a Statement of Work if for services, a sole source 
	
	
	

	
	Justification (>$2,500), if appropriate, in a red folder and attach a route sheet, 
	
	
	

	
	GO-PF4a, to the front.  If you are using Program Funds, include you Program 
	
	
	

	
	Authorization Letter.
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Suggested Source:
	
	
	
	

	
	TOTAL:
	
	
	
	

	
	CID:
	
	Fund Type:
	
	Fin Plan:
	
	
	
	

	
	B&R:
	
	Allotment:
	
	Obj Cl:
	
	
	
	

	
	Funds Avail:
	$
	Appropriation:
	
	
	
	

	
	XID:
	
	Signature
	
	Date:
	
	
	

	DO NOT WRITE BELOW THIS LINE


	
	THE MATERIAL AND/OR SERVICES ITEMIZED ABOVE HAVE BEEN RECEIVED IN THE QUANTITY AND QUALITY SPECIFIED, EXCEPT AS OTHERWISE NOTED.

	FILLED BY
	
	Date
	
	

	DELIVERED BY
	
	Date
	
	
	
	
	

	POSTED BY
	
	Date
	
	
	(Signature)
	
	(Date)


