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Please complete all fields of this form. Thank you! 
DEPARTMENT REQUESTING SUPPLIES: 
Department: 
Division: 
Employee Name: Order Date: 
Charge To: 
Account Number to 
Transfer Funds FROM: 

Fund: Dept.: Division: Activity: Object: Project: 

Employee Signature: 

QUANTITY DESCRIPTION UNIT PRICE LINE TOTAL 

Please make sure all fields are completed, including the account 
numbers and signature.  The form WILL NOT be processed if this 
information is missing and returned to the requestor for completion.  
Thank you for your cooperation.  

SUBTOTAL: 
FREIGHT: 
TOTAL: 

DEPARTMENT ISSUING SUPPLIES: 

Department: 

Division: 

Employee Name: Issue Date: 
Account Number to 
Transfer Funds TO: 

Fund: Dept.: Division: Activity: Object: Project: 

Employee Signature: 

City of Cheyenne 
2101 O’Neil Avenue 
Cheyenne, WY 82001 

SUPPLIES REQUISITION 
FORM 
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