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	Foundation Goods Purchase Request Form



Use this form to request the purchase of goods using a Buffalo State Foundation account for which the School of Arts and Sciences Dean serves as Project Director.
All purchases must align with the intended purpose and allowable uses of the account being charged. If the vendor accepts credit card payments, the Dean’s Office may purchase the items on your behalf.
Obtain approval before making a purchase. Reimbursement cannot be guaranteed for purchases made without prior approval.

Requestor information
[bookmark: Text28]Requestor name:      
Department:      
Purchase information
Description of items to be purchased:      
Vendor or payee name:      
Website or product URL, if applicable:      
Quantity:                        Total cost: $      
Additional funding sources
If applicable, list other accounts contributing to the total purchase cost.
	Account number
	Amount to charge ($)

	     
	     

	     
	     



Approvals and funding authorization
Department chair electronic signature:                                       Date:      
Dean electronic signature:                                         	         Date:      

Submission instructions
Email the completed form and applicable supporting documentation, such as an invoice or quote, to Amanda Beaton at marzolam@buffalostate.edu.
[Revised 9/15/2026]
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