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EMPLOYEE OWNED TOOL REPAIR / REPLACEMENT REQUEST

EMPLOYEE NAME:							
DATE:									
CURRENT TOOL:							
TYPE:									
MAKE:									
MODEL:								
DATE PURCHASED:							
REASON FOR REPAIR / REPLACEMENT:
													
													
													
PROPOSED REPAIR / REPLACEMENT COST AND DESCRIPTION:
													
													
													

IF REPLACEMENT IS BEING REQUESTED, THE CURRENT TOOL SHALL BE TURNED IN WITH THIS REQUEST FORM.

SENIOR PM APPROVAL:							DATE:			

Once approved, the employee shall purchase the tool on their own and request reimbursement via expense sheet with the receipt attached.

Employee Tool Repair / Replacement costs shall never be billed to a job cost. Costs shall be coded to G&A Acct #7570 (Small Tools).
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