
FY19 

Purchase Request 
Fill out the form below completely. Please include any additional 
details for you request in accompaniment with this request. 
All requests should be emailed to: katherine.fields@hccs.edu and 
jeremy.tidwell1@hccs.edu or sent via office mail to mail code 1585.

Request Date: 

Submitted By:  

Expense Type: 

Need By Date: 

Campus: 

Delivery Address: 

Preferred Vendor: 

Description of Purchase (please provide ITEM/SKU info)    Amount 

(Tax‐Free) TOTAL:    $ 

Visual Arts Office Use Only 

Log Number  Amount  Date 

Budget Category  College 


