
IT HARDWARE PURCHASE LOG & EXPENSE TEMPLATE

DEPARTM EN T / COST CEN TER

PREPARED BY

DATE RAN GE / PERIOD

REPORT STATUS

ALLOCATED BUDGET

TOTAL SPENT

REMAINING BALANCE

TOTAL ASSETS LOGGED

Date Item Description Category Specifications /
Model

Serial
No. /
Tag

Qty Unit
Price

Total
Price

Assignee
/ Dept Status

GRAND TOTAL



PREPARED BY (SIGNATURE / DATE)

AUTHORIZED APPROVED BY (SIGNATURE / DATE)


	IT HARDWARE PURCHASE LOG & EXPENSE TEMPLATE

