MEMORANDUM

TO:
Supervisory Official
FROM:
Writer
DATE:
Date of Memorandum
SUBJECT:
Purchase of XXX system
PURPOSE:
To request authorization to purchase XXX system in the amount of $$$ dollars.
RECOMMENDATION:
This space will include a recommendation stamped block to be initialed and dated through the supervisory chain-of -command to the director. (See Sample Below)
	RECOMMENDATION:


Approved:
Director: ________________________________
Date: ___________
Yes
No
Deputy Director:__________________________
Date: ___________
Yes
No
Chief Operations: _________________________
Date: ___________
Yes
No
Chief Security: ___________________________
Date: ___________
Yes
No



DETAILS:
In this area the writer will provide justification for the purchase or activity to be approved. Justification will include a detailed description of the purchase/activity; reason for the purchase/activity; benefit to WOHS; individuals contacted to support the purchase/activity; price quotes or travel arrangements; unusual circumstances; compliance with Executive Orders/statutes; point of contact; other local, state or federal agencies involved, etc. If requesting approval to purchase, please include the budget number and beginning and ending budget balances.
CC:
Copies to other individuals/agencies involved with this matter or to other administrative files within WOHS or other involved agencies.
During the course of the memorandum approval, any signatory who wishes to make further recommendations to the request will attach an addendum to the memorandum with a note on the front page to indicate an addendum is attached. Following the addendum, the approval block stamp will also be included to ensure each signatory has read or agreed to the addendum.
All original memorandums will be given to the director’s executive assistant for appropriate filing.
