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IX-10. Removing/Canceling a ‘Completed’ Requisition – FPARDEL   
 

Important: This is used by Purchasing ONLY. This is not to be used by the Requisitionor, and is for 
your information only. 

 
A requisition that has been entered into Banner, completed, posted, and completed all departmental 
approvals can only be cancelled by the Purchasing Department.   
 
The Requisition Cancel Form (FPARDEL) is used to cancel requisitions. Canceling a requisition in Banner 
prevents all subsequent purchase order activity, and removes the reservation against the unit’s funds created by 
the original requisition. 

 

 
 
NOTE: A Requisition has to be Completed and Approved before this form can be used. (For Purchasing Use 

ONLY) 
 
For a Department to remove a requisition: 
 

1. If you need to remove a requisition that has not been completed, go to the requestor delivery page of 
requisition and click on Record in the Menu Bar and then Remove in the drop down menu. You will 
have to do this procedure twice in order to remove the requisition. 
 

2. If you completed a requisition and want to remove it, have the approver to disapprove it, and it will put 
the requisition into “In Process” and allow you to complete step 1. 
 

3. If you have completed a requisition and need to remove it before anyone has approved it, you can go to 
FOADOCU and deny it yourself and then the approver will not have to disapprove it.  
 

Important: You cannot cancel a requisition that has an activity associated with it, such as a Purchase 
Order, Change Order, Receiver, or Invoice. Purchasing must delete Change Orders before 
deleting Purchase Orders. Purchasing must delete Purchase Orders before deleting 
Requisitions. 
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