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Senior Design
Purchase Request
Instructions: This form is to be completed for all equipment, documentation and/or software that is not donated to the project (nb: “donated” means we keep it). Items used in the project may not be borrowed by or purchased by team members. All items ordered through the department, as well as all items donated, remain property of the department at the completion of the project. Purchases by team members will not be reimbursed.


	Item Needed 
	Identify item full, including what it is and its stock number.



	Quantity Needed
	


	Reason Needed
	Why are you ordering this? What will be its use in the project?




	Estimated Cost
	


	Sources ())
	Supply URL to the page level if a website. Attach web or catalog pages as appropriate.








	Needed By
	Be sure to allow up to three (3) weeks to allow for slow shipping and out of stock possibilities. The date should appear as a milestone on your schedule.




	Approvals:
	Printed Name
	Signature
	Date

	Requestor
	
	
	

	Project Lead
	
	
	


Do not write below this line
____________________________________________________________________________________________

Tracking

	Request Received
	
	
	

	Approved
	
	Team Confirmation of Receipt

	Ordered
	
	Received by (print name)
	

	Expected Delivery
	
	Received Signature
	

	Actual Delivery
	
	Received Date
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