PapErr anadl SUpplies




Ordering Supplies

Shipping and Receiving willkne leng| stock Copler

supplies. To order supplies:

Call 800-462-679¥
Provide: the model and seral Aumbners

Provide a list off reguested supplies; (tener,
staples, developer or drun)

Shipping and handling Is included unless the
department agrees te overnight deliveny,
then the DEPARTMENHTF will be charged a fee.




Ordernng Paper

Department prepares; an “Expenditure lransier”
fierm by entering the FEOAP Where the paperis to
9e charged, signs, and returns the form toe
puUrchasing.

Department places a Work erder Withr phaysical
plant to order and deliver the: paper.

After purchasingl receives, the “Expenditure
Transter™ ferm, physical plant Is notified te
deliver the paper.




Ordering Paper

he purchasing department oraers; paper inklarge
guantities te provide paper at the lewest possible cost
10 the department.

Place a Woerk: order on Sizes, availanle: are
e VAX system under; 8.5x 11”: 8.5 x 14”:

“PID”. - Shipping and and 11 x 177 paper. for
Receving will deliver the same price as

fiver (5) o1 Iessi cases at purchasinglis charged.
a time liimore: than EOI price Infopmation

five (5) are needed; call purchasing = 7434.
then allew’ time: for the

moving Crew: to make
delivery.




Questions

[iFyour have any questiens, please contact
Patricia Eres at 221-7022 or




