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Capital Expenditure Request (CER)

	Project Number
	Department
	Cost Center Code
	Date




Requested By:
____________________________________

Project Title:

____________________________________

This expenditure is / is not included in the Current Budget (circle one)
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Total Appropriation

Capital 
Expense
Shipping
Tax
Class(es)


Description of Project (attach additional sheets if necessary)


Vendor Name and Address







Description

Cost Basis





Expenditure Schedule
Accumulated Depreciation



1st Quarter

Net Book Value





2nd Quarter

Recovery Value





3rd Quarter

Gain/(Loss) on Retirement



4th Quarter

Estimated Useful Life:

DCF/ROI:

Legal Contract Review completed by:










Details

Order Date:





Installation Date:

Delivery Date:





Completion Date:

Location:


Required Approvals

Level 1

$0 to $500

Department Manager


Level 2

$500 to $10,000           IT Director





Level 3

$10,000 to $50,000
VP IT






