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Construction and Buildings Section--Property Purchase Procedures
- ~ A% Flow Chart :

NEkEEEEE Download and complete a Property Request Form

AR PR A E N EGEIS R - frlieimE s S BALGRSITHREAVEE - sR4HEE -
Download a Purchase Request Form from General Affairs Division website and complete in

accordance with approved budget.
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A2 2% Signed and Approved
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WALEBER B |
State clearly the funding source, budget page number and item, and delivery address (where the

item will be stored).
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3%AZ  Submit Property Disposal Form

AR - B T E SRR - AR -
Submit Purchase Request Form to the Construction and Buildings Section after it is signed by the

applicant and unit director.

= ~ WP Explanation :

1. P HixRypid @2 AP > FwE B E & 4§ & o Clearly fill in each column in the
Purchase Request Form in accordance with approved budget items.

2. ARGFHIETER KRR -FRET /IR ~ FEp BRI (FEP ki
PAA T FEd BL) IR E ,%‘ ""{ | State clearly funding source, budget number/item, and delivery
address (where the item will be stored).





