Bergen Community College

Office Supplies Order Form

Instructions: Complete this requisition form listing the quantity, item number, brief description and unit
of issue from the Office Supplies Inventory List. The initiator should put their name, department and
telephone extension below, and then send to their Department Head for an approval signature. Once
the requisition is approved it can be brought to A-243 to pick up the items where the person must sign

for the items.

Quantity Item # Description Unit of Issue
Initiator Name (Print) Department
Dept. Head Approval (Sign) Date

Dept. Head Approval (Print)

Picked up by (Sign) Date

Picked up by (Print)




