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Standard Operating Procedure 

 

Subject:  Project Resource Request (PRR) Effective Date:  July 2019 
Responsibility:  Headquarters Revision Date: 

To: Project Managers, CBS, HR, Accounting SOP No.:   KRA-SOP-ADMIN-005 
 

Purpose:  

The Project Resource Request (PRR) is the process through which Program Managers (1) purchase 

equipment that exceeds $200, for project or office use, e.g. a copy machine or (2) request an IT related 

service, e.g. Internet Service Provider, Network Switch, etc. 

Procedure: 

Follow these steps to submit a PRR:  

1. Retrieve the PRR form from E-Cabinet. 

2. Complete the first section of the form. 

3. Complete the second section of the form, as applicable. 

a. Equipment Needed  

i. Select, or write in, the equipment being requested, and provide the quantity. 

ii. Provide a complete shipping address and phone number. 

iii. Provide the required specifics of the equipment.  If a specific item/model has 

been identified, provide the vendor name, model number, and/or link in the 

Other Comments section. 

b. Services Needed 

i. Select, or write in, the services being requested.  

ii. Provide a complete address, including a contact person’s name, if necessary, 

where the services will be performed.   

iii. Provide any additional instructions in the Other Comments section. 

4. Sign and date the form at the bottom. 

5. E-mail the completed PRR to the appropriate CBS representative. 

a. CBS will confirm that the requested equipment is an allowable expense and ensure the 

availability of funds in the appropriate budget.  When approved, CBS will sign the PRR and 

e-mail it to IT and ADMIN.   

b. ADMIN will make the purchase using recommendations and three estimates provided 

by IT.  All equipment will be delivered to IT for review and documentation before being 
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shipped to the project.  The requester will be notified with an estimated delivery date  

when the equipment has shipped. 

6. Upon receipt of the equipment, complete a Property Receipt Acknowledgement (PRA) form, and 

submit to the appropriate CBS representative. 

Timing: Projects should anticipate an estimated 30-day turnaround for receipt of equipment after 

submitting the PRR to CBS. 

 

*  * * 

 

 

 


