




Cost Center:

Date:

Item No. Item/Service Description (Primary) Item/Service Description (Alternate) Quantity

For (Name of Event if 

Applicable):

Budgeted 

Amount Account Number

Needed By/Travelling 

On (Please insert in 

projected date):

Example Dell Desktop Computer HP Desktop Computer 3

Replace Old 

equipments $5,000 10-20200-5603 January 15, 2015
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PLANNED PURCHASES & TRAVEL 

Department/Division:

FISCAL YEAR:  2015
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