
1. Received:
------ PURCHASE 

3. Approved: _____ _

2. Reviewed: _____ _ 4. Assigned: _____ _
Preapproval required. Please Read Instructions. 

Section 1: 

Name: Project Index#: 

UNM Email: Today's Date: 

Section 2: 

Business Purpose: Please Answer ALL SWs

Section 3: 

Vendor Name: 

Quantity Item Description, Catalog Number, Model Number, Part Number, etc. Unit Cost 





Business Purpose must include the 5W's: 

Who: 

When: 

Where: 

What: 

Why: Detailed business purpose including name of 

project and why purchase is needed. 

Revised 10/21/2025 VA 
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