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Supply Requisition 
 Instructions: 
          1. Click on the "Supply Requisition Categories" drop-down arrow.
          2. Choose a supply category and click on the "Display Requisition Form" button.
          3. Choose an item from the list and enter the Quantity (Qty).
          4. Click "Update." The items are automatically added to the "Total Items Requested" form. 
          5. Repeat steps 1- 4 to order items from additional supply categories.          6. Print completed form. Sign your name (Requested By) and obtain Supervisor (Appoved By) signature.  
          7. Bring the form to Administrative Services, Room 1021 for fulfillment. 
 
 Tips:         To change a Quantity (Qty): Delete original number, replace, and click "Done."  
        To delete  all selections and start over: Click the "Reset" button at the top of each page. 
        To remove a form: Click the "Remove" button under the form.
        
                 Supply Requisition Categories            
 
 
 
Qty.
Unit
Adhesives
Qty.
         Unit
Clips, Pins & Accessories
Qty.
Unit
Filing Supplies
Qty.
Unit
Rulers
Qty.
Unit
Rubber Bands 
Qty.
Unit
Tapes & Accessories
Qty.
Unit
Fastening & Cutting Supplies
Qty.
Unit
Labels & Accessories
Qty.
Unit
Binders, Portfolios, Supplies
Qty.
Unit
Markers, Highlighters & Felt Tip Pens
Qty.
Unit
Pens, Pencils
Qty.
Unit
 Stamps Pads
Qty.
Unit
Ribbons, Diskettes, Correction Tape
Qty.
Unit
Computer Supplies - Cosignee OA0018
Qty.
Unit
Misc
Qty.
Unit
Additional Items (Not Listed) 
Qty.
Unit
TOTAL ITEMS REQUESTED
Requested By:
 
Approved By: 
When an order is complete, please print form, sign, and request Supervisor approval. Bring the form to Administrative Services, Room 1021 for fulfillment. 
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