
OFFICE SUPPLY REQUEST

Instructions 1) Complete this spreadsheet

2) Save to desktop

4) Complete online form, upload  spreadsheet, and click "Submit"
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Name of Requester:  

Date of Request:       

3)Open "Submit Office Supply Request" form on OSR Intranet

Item Number (if 
ordering from 

OfficeMax catalog)



OFFICE SUPPLY REQUEST

Quantity
 Unit of Measure 

(e.g. Dozen, Each, 
Case, Pack, etc.) 



OFFICE SUPPLY REQUEST FORM

Item Description Item Number Page Quantity
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Name of Requester:  

Date of Request:       

Team:     
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 Price 
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