


Workday Help:
o Create Journals
o Host Journal Transfer Sample

REQUISITION
The requestor will complete a Create Requisition in Workday if using an
approved vendor. After the purchase takes place, Receipt in Workday.

Workday Help:
o Create Requisition — Goods or Services

o Receipts

REIMBURSEMENT
If an employee pays for host items out of their own pocket and needs to request
reimbursement,



V. SAMPLE ALCOHOL REQUEST MEMO

MEMORANDUM

Date:



