
 Administrative Services - Standard Forms Requisition PS-AD ea.
 Envelopes, Standard NEISD Letterhead #10 (Broadway)  500
 Envelopes, Standard NEISD Letterhead #10 (Tesoro)  500
 Job Estimate Form PS-JE ea.
 Letterhead Stationery, Standard NEISD 8 1/2 X 11 (Broadway)  ea.
 Letterhead Stationery, Standard NEISD 8 1/2 X 11 (Tesoro)  ea.
 Mailing Labels (Broadway) AL-B ea.
 Mailing Labels (Tesoro) AL-T ea.
 Memo 5 1/2 x 8 1/2 MFCS 100
 Name Badge w/Logo  ea.
 Name Tag Order Form PS-NB ea.
 Notification of Employee Surplus Status  ea.
 Paper / Transparencies Request Form  ea.
 Personnel Leave Request (Discretionary) - INTRANET PG-1795 ea.
 Petty Cash - INTRANET ACCT0101-9808 ea.
 Phone Memo 10” (Bundle) PM 2,000
 Postage Charge Form PC ea.
 Printing Request Form PR ea.
 Punch Change/Absence From Duty Report - INTRANET PCAFD ea.
 Request for Payment District Fund - INTRANET ACC ea.
 Special Supplies Requisition PS-SS ea.

SEND VIA COURIER:   DEPT./CAMPUS: ______________________________ ATTN: __________________________________

FOR PICK-UP CALL: NAME _______________________________________ PHONE ______________________ EXT _______
**Please write in ACTUAL AMOUNT NEEDED, but stay within UNIT PACKAGE (i.e. if unit package is 100 write 100, 1000, 2000, etc.)
PLEASE KEEP YELLOW COPY OR MAKE A COPY FOR YOUR RECORDS

 ** ORD. DEL BACK DESCRIPTION FORM NO. ** UNIT * PRICE
   ORD.   PACKAGE UNIT EXTENSION

PS-8/04AD

  
TOTAL $

CHARGE TO: (Department, School, or Organization) ACCOUNT NUMBER DATE OF REQUEST DATE NEEDED

SUBMITTED BY: PHONE NO. AND EXT. FAX NO. BUDGET MANAGER’S SIGNATURE
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