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Enter your grant/research name
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Comments appear in these colored boxes. Mouse over a speech bubble to learn more about a particular field.
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Print/type and sign your name
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And grant number
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Print/type your name or name of a recipient
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Note
The term "Budget Title" refers to the budget category you will be charging your expense to. Items should be charged to a logical budget category and one that exists in your grant agreement and spreadsheet. For example, our sample purchase of classroom supplies should be charged to Educational Supplies, both under our Budget Title and to the Educational Supplies sheet in our grant spreadsheet. 
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The building to be delivered to
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And room
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Enter the current date
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When you have finished filling out the requisition, send to the Office of Research and Grants Administration. We will review it for allowability and forward it to Purchasing.
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Example item
Off-white, size large
Model # 00-123456WH
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$20.00
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$100.00
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Example textbook
"A Statistical Study on the Need for Statistics"
ISBN # 1-23456-789-0
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$30.00
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$600.00
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$700.00
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Example Book Outfitters
170 Somewhere St.
Place, RI 02900

FAX #: (401) 555-2932

MPA # 3943-34354-45
FEIN # 05-0230232

W-9 attached
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Note
Some requisition tips:
1) Do not put vastly different items (items of different budget categories) or items from multiple vendors on one requisition.
2) Do not go over the three-bid purchasing limit without attaching three faxed or written quotes! Your requisition will be returned unless you ensure that you are purchasing an exempted item, such as textbooks, purchase from an MPA vendor, or attach a sole-source letter if applicable.
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EXAMPLE FORM




