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UNBUDGETED EXPENSE REQUEST FORM 
PROJECT:
Brief description of project, need, and cost summary

RECOMMENDATION:
1. Describe exactly what cost needs to be approved

2. Include vendor name and contact information where applicable

3. Include any additional information required for Administrative Board members to make their decision

TIMING: 
Target start and completion dates
URGENCY:
High, medium, or low (choose one)
ALTERNATIVES:
List options – what action is required if the request is denied
NOTES:
Include any additional information regarding this project or related future projects that will assist board members in their decision making process

