
	

	

DEPARTMENT USE ONLY: 
 
APPROVED BY:   EDP CHAIR COE DEAN      PROVOST                      OTHER: 
                    N/A    N/A           N/A 
	

MEMO INSTRUCTIONS: Complete, sign and submit to EDP Administrative Assistant (Julie 
Nguyen) via email at jnguyen@austin.utexas.edu. 

 
 
MEMO: Approval Requested for Late Purchase / Service / Travel Request  
 
TODAY’S DATE:  
 
PLEASE DETAIL REASON(S) FOR LATE REQUEST: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NAME:  
TITLE: 
SIGNATURE:  
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