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MEMORANDUM

RETURN OF CAPITAL EQUIPMENT PURCHASE REQUEST
DATE:  
     




PR #:
     
TO:

                



BLDG:       
FROM:
       


Purchasing Dept., ext.      
The Purchasing Department has received a Purchase Requisition packet for capital equipment that lacks required information.  The PR has been canceled.  Please obtain all requisite information and resubmit a complete packet.  The requirement(s) missing from the initial submission follow:

 FORMCHECKBOX 

No authorization signature
 FORMCHECKBOX 

Approving signature not authorized for capital equipment

 FORMCHECKBOX 

No Building Coordinator Approval Signature

 FORMCHECKBOX 

No justification for requesting equipment model other than standardized 
(currently for Biological Safety Cabinets)

 FORMCHECKBOX 

No EHS (Safety) Approval Signature

 FORMCHECKBOX 

No Finance Approval

 FORMCHECKBOX 

No Justification of Use

 FORMCHECKBOX 

Other:         
