arizona western college

Hazmat Purchase request

Hazardous Material Purchasing Procedures:

Only one potentially hazardous material per form.

Employees must complete this form and have it reviewed and approved by the Director of Risk Management before the preparation of a requisition to purchase any potentially hazardous material, whether new or substitute, that has a Material Safety Data Sheet (MSDS).  (Most companies can fax an MSDS upon request or they have them available on their web sites.)  The completed form, along with the MSDS, must be forwarded to the Director of Risk Management who will identify any special storage or personal protective equipment needs prior to ordering, thus precluding any OSHA or EPA violations.  

Unused portions of Salesmen’s samples of potentially hazardous materials that you won’t be purchasing must be given back to the salesperson.  

If you plan to purchase the material, the sample and an MSDS should be attached to the completed form and given to the Director of Risk Management for review and approval as stated above.  

Employee Requesting Material: 

Division/Department: 

Phone: 

MSDS Attached: 

Requirements for PPE, handling and storage: 

Intended Use: 

Quantity being Purchased: 

Reviewed by Director of Risk Management/Date: 

Approval/Comments: 

After approval, the form will be sent back to the originator who will then process an electronic requisition, write the requisition number on the approved form and forward it to the Purchasing Department for processing.

Date request due back to initiator: 

Requisition No. 
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