To:
Staff

From:
M. Aten

Date:
March 15, 2013
Re:
Requisitions

Staff Members,
Listed below are the forms to be utilized for your requisitions for supplies, instructional supplies, equipment, and textbooks.  Kristi has the forms when you need them. Also included is a printout of the balance amounts for supplies and textbooks. The balance is what you can spend on requisitions for the 2013-2014 school year. If you have questions on balances, please see me. Before a request will be considered, please give the full name and address of the company from whom you wish to request items and complete one requisition for each company from whom you wish to request the items. Keep in mind that purchase orders will be typed from the approved requisitions only. Be careful of the amount you are ordering (cases of a product vs. individual items).
Coop Supplies (white paper): Log onto the Coop website (www.necoop.net/COOP/login) go to the Coop link and search for the items you need and then transfer the item number, item name, price, unit, and quantity onto a white paper for office use. We will not be printing the entire Coop list from the web site, you may access this site from here at school or at home. 
Non-Coop Supplies (green):  This category reflects instructional supplies that directly relate to teaching. You should use this form for requests for workbooks, and other instructional teaching aids. Use the separate late requisition form to include supplies that will be purchased throughout the year.

Textbook Requests (buff):  If your department (math) has reviewed curriculum this year, please use this form to recommend the purchases of new texts. If it is not your year to update textbooks, then list only the number of books needed if enrollment projections for next year increase beyond the number of textbooks you have currently in your inventory.
Furniture/Equipment Requests (goldenrod):  Use this form to indicate any requests for specialized equipment or furniture.

Computer Software (cherry):  Use this form for any software request.

Computer Hardware (blue):  Use this form for the purchase of computer equipment. You will be required to bring your request to the technology team for approval first before requisitioning the technology equipment. 
Teacher requisitions are due April 5, 2013.
Thank you,

Mr. M. Aten
