Request #_______
CPE Expenditure Approval Request Form

Amount Requesting                                                        _________________                                                         
Date of this Request:					                                                                             
Originating Department:				                                                                           
Contact information for individual requesting approval:	                                                                          
Divisional Department Approval:			___________________________________
Budget Unit (If different than Originating Department):	                                                                              
Funding Source (FOAP):					                                                                                        
[bookmark: _Hlk101797574]Amount left in budget unit after expenditure:		                                                                                 
If multiple budget units are impacted by the expenditure, please provide confirmation that funding is available in each budget unit to cover the expenditure.  ____________________________________
Payment Method (Check, Procurement Card, EFT):	                                                                              
Payment Due Date (for check requests, procurement card authorization, EFTs):	                                  
Procurement Method (if applicable) (Indicate method below):
	Informal       	Formal       	Master Agreement       
	Other (Describe)                                                                                                                                          
Vendor or Payee:					                                                                               
Contract Number (if applicable):				                                                                               
Requisition Number (if applicable):			                                                                               
Board of Regents Approval Date (if applicable):		                                                                              
Brief description and justification of Requested Expenditure:
[bookmark: _GoBack]


Note here if supporting documentation is attached:	                                                                                    
Approved Chief Financial Officer:	                                                              	Date:	                            
Approved President:			                                                              	Date:	                            
