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What Is A Material Requisition?

Why This Form Matters In Procurement And Supply Chain Management

A material requisition, also known as a materials requisition form, or a material
request, is a document used by the production department to request materials
they need to complete a manufacturing process.

It is used to authorize and keep a record of the components used so that an
appropriate inventory can be stocked to keep production moving.

Information on the requisition is used to update the stores record card, also
known as the bin card, and the stores ledger.

It’s also used to determine the direct materials used on various jobs or products,
along with the indirect materials used by various cost centers.

The bin card is a paper or computer record used to keep track of inventory for
each stock item held in storage.

The card details the amount of stock received and issued, the amount of stock
reserved to meet current production orders, and any residual balance free for
future use.

The production manager generally fills out the materials requisition form and
delivers it to either the materials or storage department where all the raw
materials are located.
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Then, the materials manager approves the request and has the raw materials
moved from the storage area to the production floor.

The person who is requesting the materials will keep a copy of the form, as will
the warehouse staff. An additional copy goes along with the picked goods to
their eventual destination.

If any items listed on the form are not in stock, another copy may go to
the purchasing department so they can create a purchase requisition
and purchase order to obtain the necessary materials.

What Information Does the Materials
Requisition Form Contain?

Typically, this form has the job number, the date of the request, the date the
items are needed by, material description, item number, quantity, and proper
management signatures for approval.

Depending on the size of the organization, these forms may be filled out daily,
weekly, or even hourly.

Example Materials Requisition Usage

Because the form lists the items to picked from inventory and used in either the
production process or in the provision of a service to a customer for a specific job,
the form generally has three purposes:

= To pick items from stock.
= To relieve inventory records of the items picked
» To charge the targeted job the cost of items requisitioned

You can also use it as a basis for ordering any inventory items that are currently
out of stock.

For example, when your company orders goods, they are delivered to your
warehouse or storage facility, where the appropriate forms are filled out.

This provides an audit trail that shows both when goods were purchased and
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when they were received.

When the production floor needs more materials, it can request them from the
storage area with the material request form.

This adds to the audit trail because it shows when the goods were moved from
your warehouse to production and gives managers the documentation, they need
to support ordering more materials to prevent them from running out of stock.

If managers see goods sitting in the warehouse for months before making it into
production, they know they can order less often, or fewer quantities when they do
place an order.

If managers notice stock is moving more quickly than usual, they can start to
place orders more frequently, or look for volume discounts and place larger
orders.

The requisition form is also used to allocate production costs to goods in process,
since not all inventories in process will finish in the current year.

As you’ll always have goods in the production process, the forms help allocate
costs and values to these materials so you can keep an eye on your bottom line.

You, however, will not see a material requisition form used in a computerized
planning production environment.

That’s because the picking information is sent to the warehouse as an electronic
message in the system rather than making use of the form.

Some organizations may refer to a material requisition form as a purchase
requisition form, however, there are some differences.

A purchase requisition form can be used for any type of purchase, while the
material form is only used throughout the production process.

What'’s your goal today?



1. Use PLANERGY to manage purchasing and accounts
payable
We’ve helped save billions of dollars for our clients through better spend

management, process automation in purchasing and finance, and reducing
financial risks. To discover how we can help grow your business:

= Read our case studies, client success stories, and testimonials.

= Visit our “Solutions” page to see the areas of your business we can help
improve to see if we're a good fit for each other.

= Learn about us, and our long history of helping companies just like yours.

Book a Live Demo

2. Download our guide “Preparing Your AP Department For
The Future”

Download a free copy of our guide to future proofing your accounts payable
department. You'll also be subscribed to our email newsletter and notified about
new articles or if have something interesting to share.

download a free copy of our guide

3. Learn best practices for purchasing, finance, and more

Browse hundreds of articles, containing an amazing number of useful tools,
techniques, and best practices. Many readers tell us they would have paid
consultants for the advice in these articles.
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