DWD POLICY 2024-12, ATTACHMENT B:
DWD REQUEST FORM FOR ASSETS OVER $10,000

DWD Grant Number: Click or tap here to enter text. 	Date of Request: Click or tap to enter a date.
Name of Grant and/or Department:  Click or tap here to enter text.
Authorized Staff Requesting Approval: Click or tap here to enter text.
Address where the Asset will be Located: Click or tap here to enter text.
Description of Item to Purchase: Click or tap here to enter text.
Description of How the Item will be Used: Click or tap here to enter text.
Prior Approval per Grant or Budget: Yes ☐ 	No ☐
Verify procurement procedures and adhere to the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, 2 CFR 200: Yes ☐	No ☐
Capital Expenditures/Equipment Cost: Click or tap here to enter text.
Continuing Cost: Click or tap here to enter text.
DWD Project Code or Grant Project Code: Click or tap here to enter text.
Please attach the following information along with your request:

· A brief narrative from the project director explaining why the purchase is necessary;
· A reference to the Original Activity section and budget within the grant contract; and
· An Account Expenditure Report (AER) form documenting what funds have been drawn down to date, if any.

The completed request and attachments must be submitted to mgmtsvc@dwd.in.gov and to the appropriate DWD grant manager to begin the approval process.




Agency Use Only - DWD Approval
Grant/Department Approval: 					Date: Click or tap to enter a date.
Agency Approval: 						Date: Click or tap to enter a date.
