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date
MEMORANDUM FOR RECORD

SUBJECT:  Brand Name Justification For   (item being purchased) .

1.  Reference.  See Purchase Request Number:  _____________ dated __________

2.  (Your activity name) requests to purchase the brand name, (enter brand name), for    (item being purchased) .

3.  The essential salient characteristics of this brand name product that must be available on comparable products for them to be considered an equal are listed below. (For example, dimensions, specifications, compatibility information, etc.)


a. ________________________________________


b.________________________________________


c. ________________________________________

4.  The point of contact is the undersigned at (phone number), (fax), or email at (email address).








(Signature of POC)
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