Item Description: Always begin with a noun for the
item, followed by the Make, Model, Color, Size, Part
Number, and any other details that describe exactly
what you are ordering. Include number of titles or

Unit of Measure:
Choose appropriate
unit. Most comman
one is EA for Each

items in a set/kit. Be as specific as you can. \ (individually
packaged items).
Price: Enter the price Special Requests (= Due Date:
N 5 l-"“-. Enter informat on atout the non-catalog tem vau Yyould like to order: '
per unit without tax
or shipping. Itern Datal For Goods, the date
“Mem Descrpiiom. |20 okease Virco 427 H s 967 Wi 12D Steel Three Shelf, Putly, SKU # VR 1741 you want delivery.
e “Price 41.11 T redl O s a,
ﬂuar:lty.fEnt_er the o T R For Services, enter
“luaniry ¥ asure |EA .
number of units you F—— . Due Date | 04152014 |3} the date the service
want of the item “Category =03 450 “ .
' will be completed by.
Example: If the item Supplior
comeas packaged in “suppliepdD |0 D0000EER @,
F’airﬂ, and You want 4 Supper Mame  |Virco Manufacturin g Conp S, Buggest Mew Suppliar
items, then enter 2,
for 2 pairs.
Addifional Information
lohn Doe (819) B55-121 2 ABC Elemenialy School. Bookcase neadad for dassroom 204, Deliver to Building 200 [EL:S
Cﬂteg{]w: Enter the / Send to Supplier Show al Receipt =] Sk
correct Category for
this item. If you aren’t Reaues, Haw lfem
i [ Request Hew ttem &0 @mail natifictaion will be sentto a buper regarding tis neviem request
sure, look it up. Refer
to the Job Aid entitled \ \
How ta-Fmd . Vendor: Choose the vendor you want, Additional Information: Always enter your Name, Phone
Categories for Special , ) ,
or else suggest a new vendor. Without MNumber, and Site where you work. Then, enter details about
Request Items”.

a vendor stated here, our Buyers won't

know who to order from.

the order that justifies the purchase, and, when necessary,
provide any notes you want the Buyer to see. DO NOT include
description or Part Number here.




