
 
                                                   Request for Purchase 
 

 
Date:_____________________________________________________    Requestor:_______________________________________________ 
 
Shipments to be addressed as follows: 
 

Complete name and address of vendor: 

Area:__________________________________________________ 
 

___________________________________________________________ 

Deliver to:____________________________________________ 
 

___________________________________________________________ 

Attention:_____________________________________________ 
 

Ordering Method:______________________________________ 

 
Purpose/description of purchase:__________________________________________________________________________________ 
 
 

 
 
Phone:_________________________________Fax:_______________________________Website:__________________________________ 
 
Item # Description Quantity Unit Price Total 
      
      
      
      
      
      
      
      
      
      
    Total  
 
 
Name of individual actually making purchase:____________________________________________________________________ 
 
Departmental Visa:_____________ Art Matters:________________ 
 
Area Coordinator’s Approval:_______________________________________________________Date:__________________________ 
 
 
Chair’s Approval:_____________________________________________________________________Date:__________________________ 
 

 
A Tennessee Board of Regents Institution. An Equal Opportunity/ Affirmative Action University 
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