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To:

Ms. Teresa A. Atkinson



Vice Provost for Academic Finance and Administration
From:


Date:



Subject:
Request to purchase food/beverages for VCU event
This memo requests approval for the purchase of food, non-alcoholic beverages, or catering services for {event name and purpose as related to VCU mission}.
Event date(s):  
Approximate number of attendees:  
Total cost estimate:  
To be paid from Banner index #:  
VCU employee attendee list:  
Non-VCU employee attendee list:  
Please contact _________ at _________ if you have any questions or concerns.  Thank you for your consideration of this request.

Approvals:
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Date

Department head






Date

Dean/designee, College of Humanities and Sciences

Date

Vice provost for academic finance and administration

Date

