Extension Service Office Supplies Order Form

VW&StVlrgitﬂaUniversity.

Office
Date

Requests for office supplies can be made using this form. Only items listed are available at no charge.
Submit this form to your Program Center, who will forward the order to the WVVU Extension Service
Mail Room, Knapp Hall, Morgantown, WV 26506-6031 to be filled.

# of Packages Quantity Office Supplies

500 Envelopes, 4x9 white-plain, no return address

500 Envelopes, 4x9 white-with (Morgantown) return address

500 Envelopes, 6x10 manila-with (Morgantown) return address

500 Envelopes, 9x12 manila-with (Morgantown) return address

500 White Penalty Mail Labels (Gummed)

500 Postcards-with (Morgantown) return address

1000 Extension Letterhead (Mimeograph)

50 Request for In-State Travel Authorization Forms (Internal Records)
50 Travel Expense Record Forms

1 Travel Accounting Encumbrance/Payment Request Form
1 Travel Authorization Form

1 Certificate of Service for Program Aides and Secretaries
1 Publication Order Forms — General

1 County Office Supply Order Form

County Program Coordinator Mail to:
(Signature)

Approved County Name:

(Program Center)

Note: Items Marked Out of Stock Must be Reordered



