
Unbudgeted Purchase Approval Document
Date 

Department/Unit 

Prepared By 

Vendor/Supplier 

Estimated Cost 

Required By (Date) 

Purchase Description

Reason for Unbudgeted Purchase

Alternative Considerations

Items/Services Requested

Item/Service Quantity Unit Price Total

Additional Notes

Approval Signatures

Requested By

Department Head

Finance/Accounts

Management Approval
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