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CBO Document Transmittal (CDT)
	Department
	
	

	Sender name
	Responsible for follow up information if Required

	Transaction Type (please circle or mark appropriate box)

	Inv/Personal Reimb
· Project/Phase*

· PA number 

· Justification*

· AP106/AP107

· W-9/ACH faxed to 513-4797
	WEX Rcpt

· Proj/phase*
· TA number

	Travel
· Worksheet complete*
· Project/Phase*

· AP106/Invitation*

· Agenda*
· Receipts attached

· W-9/ACH faxed 513-4797
	Req (PO)
· Sole Source Just

· Quote


	JV/IDJ/IDS/Billing 

· Forms completed*

· Documentation included*

Can be submit through online form




Reminder to Shop Marketplace 1st  for your supply purchases 
Does your justification cover Who, When, Where and Why the financial transaction took place. Will a 3rd party reviewer understand the need for the purchase?

Each transaction must be sent separately with a transmittal cover, identifying the appropriate transaction type.  
*Required information to process                                                                       CDT effective 10/1/17
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