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1.0 Purpose

To provide instructions for filling out General Requisitions.

2.0 Scope

Applies to all individuals filling out and using General Requisitions.

3.0 Departments Affected

All

4.0 Definitions

N/A

5.0 Procedure

5.1 Requisitions must be completely filled out and approved before submitting to the Purchasing Department.

5.2 See instructions attached.

6.0
Attachments

6.1 Memo and instructions dated 042600 to all Requisition users.

6.2 Example Requisition.

6.3 Accounting description of “New” vs. “Replacement”
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