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Purchase Approval Request Form
Community-Based Organizations (CBOs) must obtain written approval prior to implementation or purchase of the following:
· Any single purchase exceeding $200; and 
· All promotional materials, marketing, or media activities, regardless of cost. 
Approval of a budget or action plan does not satisfy this requirement. CBOs must submit a written request during the contract term and receive approval before implementing or purchasing the item.
Expenditures for promotional materials, marketing, or media activities must not exceed 10% of the total tobacco prevention contract amount.
All requests must include any applicable draft advertising or promotional materials.
Written approval must be received prior to implementation or purchase. Claims submitted without prior approval may not be reimbursed.
Request Information
	Agency
	

	Staff Name
	

	Description of Item/Activity Requested
	

	Aligned Goal from Action Plan
	

	Total Cost
	

	Quantity
	

	Does this request include promotional, marketing, or media materials?
	If yes, attach draft materials.




470-0210 (07/25)
image1.png
Health and
Human Services

|OWA





image2.svg
                                           


