Information Technology Services Purchase Request

	Date Prepared
	     

	Your Name
	     

	Your Telephone
	     

	Purchase From

	     

	Items to Purchase


	     


	Justification
	     


	Amount
	     

	BU
	ORG
	FUND
	ACTIVITY
	PROJECT
	ACCOUNT
	AU
	YEAR
	AMOUNT
	Cleared?

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	GRAND TOTAL
	$   0.00
	

	I certify that a legitimate business need exists for these item(s) and that this purchase meets applicable policies/procedures.
__________________________________________________
____________________________

Requestor’s Signature






Date

__________________________________________________
____________________________

Department Head






Date



	INSTRUCTIONS

	 FORMCHECKBOX 

	Who
	Task

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Requestor

Requestor

Director
Director

Requestor
	1. Fill out this form completely and attach quote(s).

2. Provide to your Director for review and so that account information can be added.

3. Submit this document to appropriate individual for creation of procurement documentation (your Admin Services Team). The Admin Services Team will return the procurement documention to the Director.
4. Director will sign the copy that goes to the vendor and provide a copy to you.
5. Provide any invoices that are received to Director for processing.

	TRACKING INFORMATION

	 FORMCHECKBOX 

Purchase Order. Number: ______________

 FORMCHECKBOX 

Check Request. Number: _______________

 FORMCHECKBOX 

Campus Order. Number: _______________

 FORMCHECKBOX 

Journal Entry. Number: _______________

 FORMCHECKBOX 

Hospital Petty Cash. Number: ___________


	Date created: __________________________________

Date item received: _____________________________

Date invoice received: ___________________________

Date sent to A/P: _______________________________


� Note: This form is NOT required for office supplies, reimbursement for mileage or high-speed internet, or pagers or pager programming.


� Attach vendor information and additional documentation if necessary.





Rev: May 25, 2004


