
Bergen Community College 
Request Form for Paper 

 
Instructions: The initiator must fill out this form completely.  Please 
provide detailed information on the Delivery Location column, such as the 
room number and the name of the building. The form needs to be signed by 
the Department Head and brought to A-243 or emailed to Central Supply 
room at centralsupply@bergen.edu. Ext.7059. Incomplete form will be sent 
back to the initiator. The maximum quantity of copy paper to order is one 
(1) case.   

Item # 
Description 

Delivery location (Room # and 
name of the building) 

  

    

  

    

  

    

  

    

 
   

 
 
Initiator Name (Print) ____________________Department _______________ 
Extension__________ 

   Dept. Head Approval (Print)___________________________ 
Extension_________________ 

   Dept. Head Approval (Sign)______________________  Date______________________ 

   Delivered to/Picked up by (Sign) ___________________________ 
Date_______________________ 
 
Delivered by/Picked up by (print)_____________________________________ 


