Student Success - General Purchase Request Form

Department Number and Name:

Requestor Name/Email:

Purchase Type: Payment Request Document

Purchase Request Description:

What is being purchased: (Select One)

Vendor Name and # (If known):
Amount: $ Date of Purchase:

Cost Center to Charge:

Business Purpose for Requested Purchase:

Purchase Order (Contracts,

PunchOut Catalogs*) *These are vendors

like Dell, soon to be Amazon, who we shop through
using a UK specific shopping system

(Please note a detailed business purpose includes the Who, What, When, Where and Why related to the purchase.)

Please check off the relevant boxes below:

| have received approval for this request from:

If applicable, | have attached the relevant quote/invoice/contract.

For a student payment | have include the student's ID, mailing address and a Payment on Behalf of Student form.
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