
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

NORTH EAST INDEPENDENT SCHOOL DISTRICT

Special Supplies Requisition
Printing Services Department   •   3736 Perrin Central, Bldg. 3   •   Phone: 637-4964   •   Fax: 637-4969

__ __ __ __ — __ __ — 6295. __ __ — __ __ __ — __ __

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

FOR PICK-UP CALL: NAME ___________________________________________ PHONE __________________ EXT _______
**USE THIS FORM WHEN ORDERING SUPPLIES NOT LISTED ON ANY OTHER PRINTING SERVICE FORMS

PLEASE KEEP YELLOW COPY OR MAKE A COPY FOR YOUR RECORDS PS-12/04SS

  
TOTAL $

Please use the spaces below to
TYPE or PRINT

the information for each name plate.
The maximum number of characters per line is 16.

Name Plate Orders:
Standard name plates are 2” x 10”:

Other Size: ________________________ 

PLATE COLORS
 black

 brown

 maroon

 wood grain

 red

 navy blue

 royal blue

 silver

 green

 gray marble

HOLDERS
 2” x 10” Single .........qty _____

 2” x 10” Double .......qty _____

 2” x 10” Wallmount ..qty _____

 2” Wall Brackets ......qty _____

 4” Wall Brackets ......qty _____

 2 Sided Tape ...........qty _____

Special Instructions __________

__________________________

__________________________

___________________________________________

___________________________________________

Please attach sheet with additional names.

Example

NAME / JOB TITLE / DEPARTMENT OR SCHOOL NAME

  QUANTITY UNIT OF MEASURE DESCRIPTION UNIT PRICE EXTENSION
  (Bx, Ea, etc.)  PRICE PRICE

 Bx (100) Transparencies PP-2410

  VIEW BINDERS:

 ea. Black Size:    ½”      1”      1½”      2”      2½”
 ea. Blue Size:    ½”      1”      1½”      2”      2½”
 ea. Green Size:    ½”      1”      1½”      2”      2½”
 ea. White Size:    ½”      1”      1½”      2”      2½”
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