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[bookmark: _GoBack]Clothing Purchase for Staff Use Approval Form
Date:__________________     Employee(s) ID: _______________________________________________

Employee(s) Name(s):___________________________________________________________________

Dollar amount spent per employee: _______________________________________________________

Please select one of the following:
The clothing is a uniform. To qualify as a uniform, these conditions must be met:
· Specifically required as a condition of their employment.
· The clothing is not worn or adaptable to general usage as ordinary clothing.
· The purchase has been reported and accounted for by Business Services.

The clothing being purchased is safety equipment. Such as a hardhat or safety shoes.

The employee paid for their own clothing, but the University of Wisconsin Extension is paying for a logo to be embroidered on the clothing for a value of less than $10.

The employee paid for their own clothing, but the University of Wisconsin Extension is paying for a logo to be embroidered on the clothing for a value of more than $10. (Tax Reportable)

The clothing is being provided with a logo on it so an employee can be identified as part of the department or University. (Tax Reportable)

**Please be sure to use account code 3760 for all employee clothing purchases**
Employee Signature: ____________________________________________ Date: ________________

Dept. Chairperson Signature: _____________________________________  Date: ________________

Dean/Director Signature: ________________________________________  Date: ________________

We do need both an employee ID number and Employee name completed on this form.  Once this form is completed and signed, please turn one copy into accounting via e-mail at uwexaccounting@uwex.edu, and submit another copy with your pcard log if paying via pcard, or invoice if paying via direct bill.
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