
VENDOR NO.:

PURCHASED FROM (VENDOR): Vendor name & address SHIP TO:

MARK FOR:

ITEM 
NO.
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DATE NEEDED:
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REQUISITION TEMPLATE
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	Dept/CC: ABXXX/ACXXX
	DateNeeded: 
	Requestor: YOUR NAME
	GenDesc: SUPPLY ORDER
	ReqENum: YOUR eNUMBER
	VendorNo: 09312
	VendorInfo: OFFICE DEPOT (eSchoolMall)
	ShipTo: YOUR SCHOOL NAME AND ADDRESS

	MarkFor: YOUR NAME / LIBRARY
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	Desc: 
	0: 
	0: 
	0: ORDER TOTAL
	1: VENDOR NOTE: AS PER BID #: 2008-158  ACCOUNT # 88547680
	2: 
	3: INSTRUCTIONS:
	4: GO TO ONLINE OFFICE DEPOT SITE, ENTER ITEMS USING 6 DIGIT
	5: ORDER CODE, LOAD TO CART, PRINT OUT AND ATTACH TO 
	6: REQUISITION TEMPLATE. GIVE TO BOOKEEPER.
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