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	Eastern Connecticut State University
Office Supply On-Line Ordering

Account Request
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	Please complete this form, print, obtain the Budget Authority signature and scan back to purchasing@easternct.edu

	PLEASE CHECK ONE:
 FORMCHECKBOX 

This is a new account.  (I have never ordered anything on-line.)
 FORMCHECKBOX 

This is a change to my account.  (I am moving to a different department.)
 FORMCHECKBOX 

This is an addition to my account.  (I will be purchasing supplies for an additional department.)



	1.  Date
	     

	2.  *Requestor first and last Name
	     

	3.  Telephone Extension (5 digits)
	     

	4.  Building & Room #
	Building           Room      

	5.  Street address (if applicable)
	     

	6.  E-Mail Address
	     @easternct.edu

	7.  Department Name
	     

	8.  Banner Index (such as VPFO01)
	     

	9.  Budget Authority
	     


*Requestor:  

It is your responsibility to notify Fiscal Affairs and complete a “Budget Authority Form” if the approver for your Banner Index changes.

	To be completed by the Budget Authority:

	My signature authorizes the requestor listed to order office supplies through the online ordering system utilizing the Banner Index listed in item 8.  I understand that I am responsible for maintaining this budget and I am also responsible for reporting a change in this authorization.

	__________________________________________________________________
	_________________________

	Signature**
	Date

	**Since you are the Budget Authority for the listed Banner Index, your written approval to allow the requestor permission to directly order office supplies from WB Mason and charge such purchases to your Banner index is required.  Although you may be authorizing this person to charge office supplies, as the Budget Authority you are entirely responsible for maintaining expenses within your budget.  In addition, it is your responsibility to notify Fiscal Affairs should this user no longer have your permission to order office supplies through the on-line system or if the Budget Authority for this index changes.


