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ASU-100 PROCEDURES FOR ORDERING SUPPLIES
ALL supplies request must be via cc:Mail to Tina and Sharon. Tina will track individual orders and also maintain the worksheet(s). 
GENERAL OFFICE SUPPLIES:
General office supplies i.e., pen, pencils, folders, paper clips, etc. will be ordered on a quarterly basis for those supplies that are low.   For specific needs, such as, pink colored tabs or folders or if you can not locate general supplies, check with either Tina or Sharon for location or re-order.  If you see that the supplies are low or take the last one, let them know.
UNIQUE/SPECIFIC SUPPLIES:

For unique or specific supplies, please review (prior to forwarding request) the supply catalog (GSA, Office Products, etc); and include a brief description, item number, quantity, page # and price, and manager’s approval.  See Tina for catalog(s).

Tina will alert orderer when unique/specific supply comes in.

You will be asked to sign or initial (worksheet) receipt of any UNIQUE/SPECIFIC supplies.  This process is not requested for general office supplies.
FRANKLIN PLANNERS: 

Planner refills will be ordered prior to the various (specific) month and year they are needed.  Unless requested, additional items WILL NOT BE ORDERED.  Please keep in mind – some Franklin refills will be ordered at a later date if your refill begins in JANUARY of the new year.

Please understand that some requests maybe returned for manager’s approval, depending on price and/or quantity.
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