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MEMORANDUM

10 M1EMSS STAlF ,(

FROM: James L. Roa-.
Associate D; or Anc;llary
and General SGerCBb

Bttached please f{ind the new MIEMSS PURCHASE REQUISITION
form. Beginning January 4, 1982 it will be the only accept-
able means of requesting supplies and materials through MIEMSS.
We will no longer honor verbal requests, speedletters, or scrap
paper as documentation to place orders.

The form is to be used as follows:

1. The Product Information section (vendor, catalog number,
manufacturer, etc.) must be completely filled ocut. If,
for example, there is some uncertainty as to the address
of a vendor or price of an item, or if the information
is unavailable, one af the Ascount Cleock:s tn Sandy Allents
office will assist you i1n obLaining thal inlormation.
However, the information should b retained on your
[iles for future orders

HS]

. The bepartment secrion of tne romm must bwar, on the
"Approved By" line, the signature of the phrson respon-
sible for the area ordering supplies. Additionally,
the order status musl be chechked oll. (r.e. emergency,
stock replacement, ete.)

3. 1Initially, the pink copy is to be raetained by the andividual
placing the order. The white and yellow copies are to
be submitted to the Clinical Administration Office. After
the requistion has been processed, the yellow copy will
be returned to the reguestor by Sandy Allen's office.
Please keep the yellow copy for follow up purposes,
varification that your order has been processed, and
future reference when placing like orders.
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Tis new form has been designed to streamline the
requisitioning process. with the cooperation of the staff,
we are sure that we can accomplish this goal. 1If there are
any questions regarding this form or how to complete it,
please contact Sandy Allen, x7406.

JER/SAA/yma,

Attachment




AdOD NOILVYLSINIWAY

SINIWWOO _

9109¢€Y

L0T1T ONVTANVIN ‘FHOWILIVA

e

ao3y | soo | uNn |
 NVNO | TvioL | ASOD |

T R T T o
i S L TR N G R

H3AHO vI03dS INIW3DV1d3d ¥D01S

#'0d

INNODJV

# NOILISIND3d

a3dAl 31va

AON3IDHINWA

‘A9 d30d33N

‘A8 @3A0OHddY

‘A8 d343aHO

INIWLHVYd3d

NOILISINO3Y 3SYHOHNd SSW3IN

‘INOHdI3L /.

€

@

1y

‘SS3dAav/HOAaNIA

31va \ ‘



