NOTES - ON ORDERING OFFICE SUPPLIES

Items still ordered from PAC through the Staff Web:

All purchases will come from your Branch/department Budget.

Paper (Copier/Printer)
Batteries

Printer Toner Cartridges
Copier Toner Cartridges
Receipt Printer Paper Rolls
Cash Register Paper Rolls
Date Due Stamps

Trodat Ink Pads

Stamps

Deposit Books

Kleenex

. Orders from Office Depot
e All orders under $50 (before tax) will have a $9.95 delivery charge.
e All paperwork needs to be sent to the Finance Department immediately after
receiving & confirmation of order.
e Send in special “Purchasing Envelope”.
e Each order should include:
0 Purchasing Transaction Log - (cover sheet/found on the Staff Web under
Finance/Forms & can be filled out on line. Needs to be signed by receiver
& approver)
o0 Copy of Order - (printed at time of placement)
0 Packing Slip — (comes with each delivery)
o0 Copy of ‘Submit Return’ screens & notes on any problem issues.
(Example: returns, replacements, items not rec’d, etc.)

If you have any questions, contact Vicki Smith at PAC ext 113




