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Office Products Online User 
Authorization / Agreement Form
	ONLINE USER INFORMATION


	

	 FULL USER NAME:
	 BLDG, ROOM #:

	 DEPARTMENT:
	 PHONE#:

	 E-MAIL:
	 FAX#:

	 (I understand that non-adherence to any responsibilities or procedures outlined in the Office Supply Operations Guide may result in revocation of my online user’s privileges.) 

  _____________________________________________                    ____________
          SIGNATURE OF AUTHORIZED USER                                                    DATE


The user accepts the authority and responsibility to utilize the office products website for the purpose of procuring office supplies and related products.  
	APPROVING OFFICIAL

 

	CHART FIELD STRING (25-DIGITS)  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I understand that non-adherence to any responsibilities or procedures as outlined in the Office Supply Operations Guide may result in revocation of the online user’s privileges.

____________________________________________                        __________

      SIGNATURE OF APPROVING OFFICIAL                                             DATE

               (Dean, Director, Manager, Chair)


The website is to be utilized only for authorized purchases for University use.  User names and passwords are not to be loaned to other employees.  No personal purchases are allowed.  Should a user terminate employment with the University, the user’s department is obligated to notify Procurement & Support Services prior to the employee’s termination date.
PLEASE RETURN COMPLETED FORM TO PROCUREMENT & SUPPORT SERVICES, BUILDING 75.
Fax to x5475 Attn: Joan Horn






