YELLOW & PINK HIGHLIGHTED COPY – ORDERING   :    WHITE COPY – RETAIN

	GENERAL MESSAGE

	TO:
	ORDERING / CC:ITSS
	POSITION
	 

	FROM
	Your Name
	POSITION
	ITSS

	SUBJECT
	Please Order and Deliver the Following
	DATE
	12/9/2015
	TIME
	15:39

	MESSAGE:
	
	Needed by:
	

	1)
	Date/Time:
	

	2)
	Deliver Location:
	ICP / ITSS Office Space

	
	Phone Contact:
	222-333-4444

	

	

	Include An Example From Internet If At All Possible

	Describe the NUMBER NEEDED, General Description, Part Number

	Include As Much Info As Possible

	

	THANKS - Mike

	.

	Suggested Source:
	
	Phone

Contact:
	
	Total

Cost Estimate:
	$

	

	SIGNATURE/POSITION
	
	Section Head 

	REPLY
	

	

	

	

	

	

	DATE
	TIME
	SIGNATURE/POSITION


FIRE NUMBER: ___________________________ BOC:  2630 / 261A

F
IRE NAME: ______________________________   

