

DCP WORKSHEET FOR SERVICES/PURCHASES
Please check appropriate box:

  Professional Services

  On-Line Market Requisition (use when service is over $3,000)


DATE SUBMITTED:  
[Date Submitted]


PREPARED BY: [Prepared by]



 

INITIATOR: 
[Initiator]




BLDG/ROOM/PHONE#: [Bldg/Room/Phone#]


BRANCH: [Branch]





CAN#: [Can#]

  CC:  

  O.C.:  

NAME: <Name>



  SSN#: [SSN#]
  DAYTIME PHONE#: <Business Phone Number>
COMPANY NAME: <Organization>

REIMBURSEMENT ADDRESS: <Address>

CITY: <City>


  STATE: <State>

  ZIP:<ZIP Code>

PURPOSE/S.O.W.: [Purpose/S.O.W.]


LOCATION: [Location of meeting]

   DATES OF SERVICE  FROM: [Date of service from]  TO:    [Date of service to]
METHOD OF TRANSPORTATION:    [Transprotation method (eg., car, plane)]

PLEASE INDICATE BELOW THE EXPENSES TO BE PROVIDED:
	
	EXPENSES
	
PER DAY TOTAL
	
TOTAL

	HONORARIUM 
  FEE 


	

	PER DAY FOR 
0

  DAY(S)
	            $0.00

	PER DIEM




	

	PER DAY FOR 
0

  DAY(S)
	$0.00

	TRAVEL




	

	
	$0.00

	GROUND TRANSPORTATION

	

	
	$0.00

	
	
	
GRAND TOTAL:
	$0.00


	APPROVAL

ACTION:
	All Professional Services Contracts Must be submitted in advance and approved by the Associate Director and the Administrative Officer prior to entering it into the DELPRO System.  All spaces must be completed.  Attach additional information.


	
NAME AND TITLE
	
SIGNATURE
	
DATE

	Initiator
	
	

	Branch Chief
	
	

	Associate Director
	
	

	Program Admin. Officer
	
	



(mbe 07/09/97)
�You should reformat your computer before you try to print this document as follows:





Justification:  Left





Font:           Tm Rmn (25 in one)





L/R Margins:    Both should be set to .80





T/B Margins:    Both should be set to .25


�


Here you are to put your Honorarium amount or your fee amout!


�If the traveler is not on a per day basis, you MUST leave a zero in this field.


�


Here place your per diem rate!


�If the traveler is not on a per day basis, you MUST leave a zero in this field.


�


Here put your airline ticket, train ticket, etc.....!


�


Here put any other ground transportation (i.e. taxi, metro, bus, etc...)!





