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FORMS REQUISITION
											[image: ]

Account #: 3-4977300
FAX REQUISITION TO: 713-646-8037
OR
CALL 713-853-5418

	COMPANY NUMBER:

	RC:
 
	PRINT NAME OF PERSON ORDERING:
	PHONE NO. (W/ AREA CODE):

(             )


	DATE ORDERED:
	DATE NEEDED:
	FAX NO. (W/ AREA CODE):

(             )



(COMPANY #, RC, ADDRESS, FULL ATTN. LINE & PHONE # MUST BE COMPLETED ON ALL REQS)

SHIP TO ADDRESS:												
												
												
LOCATION (FLOOR & ROOM #): 							
ATTN: 										
PHONE NUMBER: 									

PLEASE SPECIFY ANY SPECIAL DELIVERY INSTRUCTIONS (NEXT DAY AIR, SPECIFIC DATES, ETC.)
														
PLEASE INCLUDE YOUR FEDEX OR OTHER OVERNIGHT CARRIER NUMBER IF NEXT DAY AIR IS SPECIFIED.
FEDEX NUMBER OR OTHER OVERNIGHT CARRIER#: 				

REQUISITIONS RECEIVED BY 12:00 CST WILL BE PROCESSED SAME DAY FOR SHIPMENT NEXT BUSINESS DAY

	**** STOCKED ITEMS ****

	ITEM NUMBER
	ITEM DESCRIPTION
	UNIT OF ISSUE
	QUANTITY
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