WEST SENECA YOUTH & RECREATION OFFICE SUPPLY REQUEST FORM

THE RECREATION DEPARTMENT PLACES AN OFFICE SUPPLY ORDER (IF NEEDED) AT THE END OF EACH MONTH, FOR THE FOLLOWING MONTH. SUPPLIES TAKE 2-4 WEEKS TO BE DELIVERED AND DISTRIBUTED. PLEASE SUBMIT THIS FORM TO LAUREN J. MASSET, RECREATION SUPERVISOR PRIOR TO THE THIRD MONDAY OF THE MONTH, IN ORDER FOR YOUR SUPPLIES TO BE ORDERED FOR THE FOLLOWING MONTH. KEEP IN MIND THIS IS A REQUEST FORM, REQUESTS ARE NOT GUARANTEED TO BE GRANTED. IF YOU DO NOT COMPLETE ALL SECTIONS OF THIS FORM, YOUR REQUEST MAY NOT BE CONSIDERED. HAND WRITTEN REQUESTS WILL NOT BE ACCEPTED. THIS FORM MUST BE COMPLETED AND EMAILED TO LMASSET@TWSNY.ORG AS A .DOC. A BLANK COPY OF THIS FORM CAN BE FOUND ON OUR WEBSITE.

HTTP://WWW.EATONOFFICESUPPLY.COM/

EMPLOYEE TO COMPLETE

	YOUR NAME:
	

	PRODUCT REQUESTING
	

	EATON SKU
	

	REASON FOR REQUEST
	



	SUPPLIER

	

	QUANTITY

	

	UNIT OF MEASURE (LIKE (10 TOOLS BITS IN ONE PACKAGE)

	

	PRICE

	

	WHAT IT WILL BE USED FOR OR IS IT AN INVENTORIES ITEM SUCH AS A MAINTENANCE AND REPAIR INVENTORY ITEM FOR STOCK

	

	EQUIPMENT TO CHARGE AGAINST

	

	JOB THAT YOU ARE WORKING ON

	

	LOCATION WHERE IT WILL BE KEPT

	



LM TO COMPLETE:
	DATE RECEIVED
	

	APPROVED OR DENIED
	



FINANCE DEPARTMENT:
CHARGE TO: 01167000.50419 THE CENTRAL SUPPLLY LINE

