AUTHORIZED ORDERING OFFICER PURCHASES

GENERAL SUPPLIES

In order to place an order, the Ordering Officer must have a written requirement by a disinterested unit official, (not the OO) and must keep these requirements to substantiate items purchased with FOO funds

After the purchase, a designated official must sign the Standard Form 44 in the "received by" block.  This signature is required to ensure the integrity of the Ordering Officer system.  This signature authority can not be delegated. 

	Verify all computation.
	Record all purchases.
	Record transactions in U.S. Dollars.

EXAMPLES..... Not inclusive

Bleach				Pine Oil		File Folders		3 X 5 Cards
Brooms				Mops			Dust Pans		Buckets
Butcher Paper			Glass Cleaner		Rope			FAX Paper
Envelopes			Desk Lamps		Hasps			Hooks
Hinges				Hardware		Tie Downs		Mirrors
Lag Bolts			Rivets			Washers		Nuts
Nails				Lumber			Screws			Bolts	
Paint Brushes			Paint			Spray Paint		Wire Brushes
Paper Towels			Markers		Fans			Notebooks
Pens				Pencils			Bug Spray		CPU Disks
Rulers				Paper Clips		Tape			Staples
Scrub Brushes			Scrub Pads		Sponges		Trash Cans
Shovels				Toner			Teflon Tape		Rat Poison
Socket Adapters		Unit Coolers		Bug Coils		Paint Rollers
Staplers				Trash Bags		Calendars		Fly Swatters
Thermos			Thread			Needles			Rakes
Thumb Tacks			Hammers		Hand Saws		Screw Drivers
Wash Basins			Light Bulbs		Cement Sealer		Detergents	
Wire				PVC Pipe		Saw Blades		Drill Bits
Hand Drills (non electric)	First Aid Kits		Toner Cartridges	Ribbons for Printers
Engine Degreaser    		Plumbing Products 	Extension Cords 	Blank Video Tapes
Hand Tools (non electric)	 
				

WHEN IN DOUBT CALL FIRST
