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ASTERN

A,
AN WASHINGTON UNIVERSITY

start something big

Office pEPOT
laking Care of Bursirtess

Online Ordering Set Up Form
Return Completed Form To Purchasiné;

Department Name

User Name

User Email Address

User Phone Number

Index Code(s)

Ship-To(s)

Approver’s Name

Approver’s Email Address

Approver’s Phone Number

Approver, please check one of the following options for the user:
User can place and release orders without my online approval. (default)
User can place orders, but will require my online approval to release them.

Please refer to the Purchasing websitel for Office Depot Ordering Information. By typing or signing their
name in the box below, users agree to the terms listed on the purchasing website.

User Signature:

Approver Signature:

Purchasing Department
218 Tawanka Hall o Cheney, WA 99004-2445
509.359.2253 o purchasing@ewu.edu



https://support.ewu.edu/support/catalog/items/168
https://inside.ewu.edu/procurement/
mrasmussen2
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