DEPARTMENTAL CORRESPONDENCE

SEND TO:                 PURCHASING DEPARTMENT


              Room 104 -  Elkins Hall
     FROM:

         
                       
     (NAME)

                                        


    
    (DEPARTMENT)

     DATE:                     

RE:                 REQUISITION NUMBER:       
THE ATTACHED:

 FORMCHECKBOX 
      Subscription/Membership Notice

 FORMCHECKBOX 
      Order Form and/or Copy of Catalog Sheet

 FORMCHECKBOX 
      Invoice

 FORMCHECKBOX 
       Delivery Ticket and/or Packing Slip

 FORMCHECKBOX 
       Attachment for Bid Specifications

 FORMCHECKBOX 
      Other      
Is part of the above requisition electronically entered and is being forwarded under separate cover.
