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Corporate Services Approval Form

This form should only be used for NON-STANDARD- FURNISHINGS, AUDIO VISUAL EQUIPMENT, PUBLIC ADDRESS SYSTEMS, BUSINESS / OFFICE EQUIPMENT AND TELECOMMUNICATIONS in accordance to District Policy Reference: 4600; 4600.3

Requisition Number:










Date:








Brief Description of Item or Services Required:













Is the product or service to be supported by the Corporate Services department?

( Yes 
( No
( Do Not Know

What internal communication have you completed and with whom?








Reason for requesting a non-standard product: 

Endorsement of Request:
Principal:








 Date: 






(Printed Name)






















Comment:























Site#/School Name/Department: 

















	Corporate Services Department Review/Comments:

( Request Supported

( Request Not Supported 

Corporate Services Manager:









Date:







Purchasing Manager:











Date:







Comment:























Note: This form is to remain attached to the Purchasing Requisition for Audit purposes.  The Purchasing Manager or designate will notify the “originator” as to the course of action for this request if NOT approved by Corporate Services.


Form: #5010.6, Approved: 2003-11-12, Reference:  Policy #4600, Regulation #4600.3 / hd
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