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Understanding Requisitions

	1.  
	Here is a diagram of the 4 parts of a Requisition.

1. Header

2. Lines

3. Schedule

4. Distributions

	2.  
	

	3.  
	The Lines house the information regarding what the Requester would like to purchase, how many, and at what price. 

	4.  
	The Schedule determines where the goods should be delivered and the date that the items are needed. 

	5.  
	The Distribution drives which Fund(s), Program(s), Department(s), Account(s) and Project(s) will be charged. 

	6.  
	End of Procedure.
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