Purchase Requisition (P-Req) — Authorization for One-Time Purchase of Goods and/or Services Exceeding Department Head Limit

Town of Saratoga
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Purchase Authorized By
** Signature Title Date Comments
Mayor Davis
Council Member Beck

Council Member Cooley

Council Member Jerry Fluty

Council Member Jacob Fluty

Department Head

Treasurer

Fill out form in black or blue ink.

* Purchase Requisition Number is required for remote/email authorization,

** For remote Council Rep authorization:

Email from Council Rep stating the purchase is approved with VendorName; amount; P-Req# xxxxx.
Dept head - Insert See Email in the signature line of the Purchase Requisition and attach print-out of entire email chain

otherwise it is not required. The number is assigned by Department Head using: date-dept-P-Req #. (Example: 09122022-REC-1)




