
School of Arts, Media and Engineering

Purchase Request Procedures

1. Complete Purchase Request Form http://ame4.hc.asu.edu/resources/index.php/Main_Page 
2. All purchases will be shipped via ground or the least expensive shipping method available unless otherwise specified on the Purchase Request Form.
3. Obtain the budget manager’s signature if you are not the budget manager (an email will be fine). 

4. Submit form to Accountant Associate.
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