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Date:

Office of Business and Financial Services
Purchasing Division
212 Illini Plaza, MC-602
1817 South Neil Street
Champaign, IL 61820

Subject: Rush Order – “Enter Vendor Name”

To University Purchasing,

Please explain the conditions and circumstances requiring a Rush for this purchase, including the reason for selection of the particular contractor.


Sincerely,


Requestor Name
Facilities & Services
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