
***All purchases must adhere to State, BOR and KSU policies for allowable use of state funds. State funds are any 
funds that the university holds title to (i.e. student activity fees, auxiliary funds, departmental sales and service, 
indirects, etc). Gifts for faculty/employees are prohib�J�U�F�E�����'�P�S�N���N�V�T�U���C�F���G�J�M�M�F�E���P�V�U���D�P�N�Q�M�F�U�F�M�Z���U�P���C�F���W�B�M�J�E��

General description of �N�B�U�F�S�J�B�M�T���U�P���C�F���Q�S�J�O�U�F�E:

DEPARTMENT REQUISITION
FOR �1�3�*�/�5�&�%���.�"�5�&�3�*�"�-�4

What is the business purpose (i.e. how does it support the mission of KSU)?

List of recipients – if applicable (recipients must sign acknowledging receipt. Please forward signatures to 

budget charged, date, and amount of purchase)

Department Name Extension

Employee Making Purchase (Please Print) Signature Date
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