
Requested by: Location:

Dept/Grade: Function:

Object #:  Use budget object numbers as defined in the Budget Planning Manual

Items Requested:  List items you wish to order.      

Comments:  Explain why these items are needed.

Cost:  Identify actual or estimated cost of item

         The spreadsheet will add an estimated 12.5% for shipping & handling.

Priority:  Prioritize items on a scale of 1-3, with 1 being most needed (critical) to 3 being least needed (wanted)

Insert additional rows, if needed.

OBJ # Item Requested Comments (Reasoning) Priority      1-3 Cost

Subtotal $0.00
Shipping and Handling Manually Enter Estimate (10-15%) $0.00

GRAND TOTAL $0.00
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