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Supply Requistion

Name: Room #: Date Ordered:

Principals Signature Date:

Please follow the instructions listed below for requistioning supplies from closed supply or to be ordered
from the list of supplies.

1. Items 1 - 258 must be purchased from this list
2 All information must be completed
3. Prices must be included in the costcolumn, or it may delay delivery
4 Do not total cost. Items may not be in supply
Item Quantity Description and Information Color Size Cost Office Use
No. Only
Date Delivered TOTAL .

In the event that your request is not filled, please refer to the following explanations.
Please check and/or clarify item numbers

Item number and description do not correspond
Out if stock, reorder in weeks

Incomplete information

Explanations:

* BUDGET BALANCE

Budget No.

Filled by Date
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