DEPARTMENT OF SOCIOLOGY Memorandum


	DATE:
	January 29, 2013
	

	
	
	

	TO:
	Michele. L. Conrad, Administrator

	
	
	

	FROM:
	«PIFirstName»     «PILastName»

	
	
	

	RE:
	Authorization of Expenditures on 

	
	

	
	«Budget_Name»
	
	«Budget_»
	

	
	 Title of Project
	
	Budget #,
	

	
	

	This form represents authorization for the personnel listed below to initiate/approve requisitions for expenditures on my grant named above, consistent with criteria indicated in Grants Information Memorandum #14 (GIM 14).  

The individuals identified below are authorized to initiate/approve acquisition of goods/and or services related to the type of actions listed.

	
	
	

	This form allows various levels of authority for purchasing.  Purchase authority is placed at the lowest level to assure ease of ordering routine items associated with a grant, and assures that major fund commitments are reviewed and authorized by the Principal Investigator.  Personnel are authorized to initiate purchase orders from outside vendors as well as internal University goods and service providers.  Persons signing at the various levels are accountable to assure that purchases are allotted to the correct grant in compliance with OMB Circular A-21 c.4.d.(3) and C.4.b.


	
	
	Please Place an X in boxes to indicate types of actions each person is authorized to do.

	Printed Name
	Signature
	Petty Cash, Field Advance
	Dept Xerox
	Campus Stores & Services
	Purchase Requests
	Sign Invoices, Receiving Reports


	Purchases < $2500


	Purchases

between

$2500 &

$5000
	Purchases

> $5000

	Robert D. Crutchfield
	
	X
	X
	X
	X
	X
	X
	X
	X

	Edgar V.  Kiser
	
	X
	X
	X
	X
	X
	X
	X
	X

	Michele L. Conrad
	
	X
	X
	X
	X
	X
	X
	X
	X

	Janice Clarke
	
	X
	X
	X
	X
	X
	X
	X
	X

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Petty Cash:
Authorized to submit petty cash/field advance vouchers

Xerox:
Authorized to be given User number for making copies for the project

Campus Stores:
Authorized to make purchases from Central Stores & other campus services

Purchase Request:
Authorized to initiate purchase with outside vendors


Sign Invoices
Authorized to approve invoices and receiving reports with charges exceeding $2,500.00 per purchase.
	Signed:
	
	Date:
	

	
	Principal Investigator
	
	



Department of Sociology

University of Washington

202 Savery Hall, Box 353340

Seattle, WA  98195-3340

Phone:  206-543-5882       Fax:  206-543-2516


