	
FILL IN ALL SECTIONS (except actual cost) LEGIBLY & IN LAY TERMS
	THE FOLLOWING CATEGORIES BELONG ON SEPARATE ORDERS

	Date:
	     
	CHEMICAL/DRUG
 FORMCHECKBOX 

	EQUIPMENT
 FORMCHECKBOX 


	Investigator’s Name:
	     
	first time use
 FORMCHECKBOX 

	SUPPLIES
 FORMCHECKBOX 


	Person to Contact:
	     
	dry ice/refrig.
 FORMCHECKBOX 

	SERVICES
 FORMCHECKBOX 


	BLDG/Room, phone #:
	     
	unstable/hazardous
 FORMCHECKBOX 

	Is it computer-related?
 FORMCHECKBOX 


	ALL COMPUTER-RELATED ORDERS MUST GO TO VAHQ FOR APPROVAL – IT#
DATE APP:
	ANIMALS
 FORMCHECKBOX 


	UNIQUE VENDOR: 
NAME, ADDRESS,
CITY, ZIP, PHONE 
	CATALOG NO.
	DESCRIPTION: Include amt/unit; other relevant packaging info 
	QUAN-TITY
	UNIT (ea,bx..)
	ESTIMATED UNIT COST
	ACTUAL COST

	Example:  Fisher Scientific…
	XYZ123-a
	25 ml pipettes (100/cs)
	5
	cs
	20.00
	

	     
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	
	     
	     
	     
	     
	     
	

	If calling vendor please ask:
  (if new, THEIR TAX ID)
	     
	
	
	
	
	

	Accept credit card?
	     
	
	
	
	
	

	GSA (Gov) discount?
	     
	
	
	
	
	

	In stock (not backordered)?
	     
	
	
	
	
	

	All office supplies must be ordered from Boise Cascade (unless super justification of other vendor)
	
	
	
	


JUSTIFICATION:       


NOTE: USE SEPARATE SHEET FOR EACH CATEGORY DESCRIBED ABOVE (INCLUDING COMPUTER-RELATED EQUIP, SUPP & SERV) AND FOR EACH VENDOR
Revised 10-01, please discontinue use of older order forms

