Software is no longer purchased through Office Depot.  We now order software through Zones and an item number is not required.  If you send the information with how many licenses you need and the exact name of the software, a request will be submitted to Zones for a quote.  Also, please note that we do not use your credit card but instead we use your account classification code.  Orders will not be placed without a complete account classification code.

When ordering restricted items or software, please fill out the appropriate requesting restricted items form below and receive approval from your manager.  That form is submitted to "officedepotadmin@nisource.com" and we place the order for you.  When requesting approval from your manager, please copy "officedepotadmin@nisource.com" on the email and have your manager "reply to all" with their approval. Attached below is a copy of the most updated requesting restricted items form.  
Restricted Items Request Form

Please complete the table below to request that a Super User place an order for restricted items from the Office Depot Catalog and Zones for software.

When complete, please send the form via email to your financial approver, and copy Supply Chain at officedepotadmin@nisource.com.  The financial approver should then “reply to all” and approve the purchase. 

When the completed form and approval is received, the order will be placed by the Super User and the requestor’s account classification code will be charged.  

If you would like to order a printer, fax, or scanner.  Please refer to the Office Equipment Exception Request Form located at the following link: http://my.nisource.net/supplychain/Purchasing/Office%20Equipment%20Exception%20Request%20Form.doc
If you have any questions about this form, call the Office Depot Admin at (614) 460-6334 OPT 4.

	Required Fields from Requestor
	

	Name
	

	Phone Number
	

	Email Address
	

	Desired Ship To Address
	

	Account Classification Code(See Below for example)
	

	Company Code
	

	Cost Center
	

	Name of Manager Approving Request
	

	Title of Manager Approving Request 
	

	Phone Number of Manager Approving Request
	

	If OD-Office Depot SKU#’s 

(example 151-496)                         


	                 Item Description
	If OD-Unit Price (from catalog)


	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Add lines as needed for multiple SKUs Thank you!

NCS: Bus Unit-Acct Number-Res Type-Dept.-Chg Code; 

CDC: CO-Charged Dept.-Cost Element-Acct; 

Gulf: Bus Unit-Acct. Number-Res Type-Dept;

TCO: Bus Unit-Acct. Number-Res Type-Dept;

NIPSCO: ABM-NOE-HRI; 

CMA: Bus Unit-Charged Dept.-Cost Element-Acct;
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