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Central Stores Requisition

SAN DIEGO STATE UNIVERSITY • SAN DIEGO, CA  92182-8510

TELEPHONE: 4-5752          FAX: 4-1487


Date


Department


Phone No.


CENTRAL STORE USE ONLY




DELIVER TO: Bldg.

Room No.

Mail Code


S/O #


Date Ordered

Account No.


Ordered

Requester


Authorized Signature



Commodity Group
Please use separate requisition form for each commodity group

Check ( one only:

OFFICE

PAPER

ENVELOPES

CUSTODIAL

STOCK NO.
QTY
U/M
DESCRIPTION
STOCK NO.
QTY
U/M
DESCRIPTION

OFFICE
478-206

BX
Avery Sheet Protector

315-515

BX
Smead File Folders, 1/3 cut
364-364

BX
Avery Laser Printer Labels

314-310

BX
Smead Hanging Folders, 1/5 cut


941-294

EA
Ampad Lined Pad, White
PAPER

701-151

BX
ACCO Paper Clips #1
1377

RM
Paper, Bond, 25% Rag Ltr., White

320-960

BX
Swingline Staples
1385

CS
Paper, Bond, White, Ltr., 20 lb.

908-210

EA
Swingline Stapler



Envelopes

910-406

RL
Highland Transparent Tape, 3/4”
1191

BX
Env., Catalog 9 x 12, Brown Kraft

166-702

EA
Tombow Correction Tape
1199

BX
Env., White, Plain #10

910-208

EA
Avery Glue Stick
CUSTODIAL

653-436

ST
Avery 5-Color Tab Index
1211

CS
Kleenex, 30 boxes

ADDITIONAL ITEMS  (All items must be from commodity group checked above)


STORE’S STOCK NO.
QUANTITY
UNIT
DESCRIPTION
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Orders are subject to a $10.00 minimum.  Applicable sale tax will be added.  Requests for exchanges or returns must be made within five days of delivery and may be subject to restocking charges.

(Additional items may be listed on reverse side)

