Miscellaneous Request

(NOTE:  This form is not to be used for equipment or furniture requests.)

When you have completed filling out the form, you will need to send it to a recipient:

1. Complete the form.

2. Send the form electronically to your supervisor:

· You must first save the form as a Word document.  Click on File, Save As…
· Select a folder (or the Desktop) to save the document.
(The document will now be a Word document.)

· Open the document in Word.

· On the Menu Bar, click on File.

· From the drop-down menu, click on Send to and Mail Recipient (as Attachment).
(If you do not have Mail Recipient (as Attachment), select Mail Recipient.)

· Outlook opens.  Select the person to whom you wish to send this and send as usual.

	Item Description:

Type the description of the item requesting.
	     

	Quantity:

Enter an amount.
	     

	Unit Cost: 

Enter a Unit Cost, if known.  Do not type a $ sign.  (E.g. if it is $100.00, type 100.  If it is $25.75, type 25.75.)
	     

	Priority: 

Select an option from the drop-down menu.
	 FORMDROPDOWN 


	Initiative: 

Select an option from the drop-down menu.
	 FORMDROPDOWN 


	Comments:
	     









