[image: ]REQUEST TO PURCHASE 

	Programme area and project :

	Budget holder :

	
	Contact details 

	Request originator :

	
	Contact details 



	Description of goods services required 
(To include cost estimate, quantity and manufacturer / supplier if known)



	Reason for requirement 



	Budget available for this requirement? If so, how much?



	Procurement method to  be used :
	Start of Procurement 

	
	End of Procurement

	
	Date for delivery of goods /service



	Account code 
	Cost centre 
	Project code 
	Grant Code  
	Activity Code 
	Goal Code 
	Individual Code 

	
	
	
	
	
	
	



	Approval  Budget holder 
	Contact details 

	Approval  Finance 
	Contact details 



VSO Uganda 	Tel 256 414 267008/	Voluntary Service Overseas is 	
PO Box 2831 Kampala 	256 414 269655/	a company limited by guarantee.
Plot 2727 Muyenga Road	256 312 264595	Registered in London number
	Email: vsouga@vsoint.org	    703509. Charity number:
		England and Wales 313757.
		Scotland SCO39117                          
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