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DEPARTMENTAL CORRESPONDENCE

For Purchasing

The attached is part of the requisition (number listed below) electronically entered and is being forwarded under separate cover. 

SEND TO:

PURCHASING DEPARTMENT




COENEN HALL 140
FROM:

                                 


                        

NAME
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                                                               DEPARTMENT

DATE:

         
REQUISITION  NO.
                                                          
CHECK THE APPROPRIATE ATTACHMENT:

 FORMCHECKBOX 
Subscription/Membership Notice

 FORMCHECKBOX 
Order Form and/or Copy of Catalog Sheet
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Vendor Information
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Attachment for Bid Specifications
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Other                                                       
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