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	Staples

Office Supply
Order Form

	Name: ____________________

	Date:  

	Phone: 
Email: 
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	SHIP TO
	


	
	Request Date
	DELIVERY DATE

	
	
	 


	qty
	item #
	ITEM description
	unit price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	*Please Note: Requested items may be substituted for similar “under contract” items.
NOTES:  

	

	

	1. Email all orders to:
lillian.jerry@ecmindustries.com
2. Questions? Call Lillian Jerry at ext. 8708
3. Please allow 1-2 business days for delivery.

Commonly used office supply items will be kept in stock and will not require an order form.


	

	4. 
	Authorized by:
	Date:


