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Contract & Procurement Management

Phone 594-5243, MC: 1616

Office Supplies Web Account Application

· Requesting New Account

· Change Existing Account
Upon receipt of this application by Contract & Procurement Management (CPM), your new (or revised) account will be set up in SDSU’s office supplies online Web ordering system. Participation enables you to order office supplies directly via the Web for orders up to $1,500 (orders exceeding this amount must be submitted via Oracle requisition to CPM).  Submit completed application to CPM, MC 1616. We will notify you when your username and password are ready. Questions?  First refer to our Frequently Asked Questions Page.  If you require additional assistance, please contact Jill Oelze at 594-8648, oelze@mail.sdsu.edu. 
User Profile Information

Full Name (First, MI, Last)

________________________________________________

Department


________________________________________________

Campus Phone    

________________________________________________

Campus E-mail Address

________________________________________________

Billing Information

Enter the full Oracle account number you charge your office supply orders to – please include all variations of your account to be used (e.g., various funds, activities, etc.). If there is not enough room provided here, you may attach a separate document. 

_____________________________________________

_____________________________________________


_____________________________________________

_____________________________________________



Online Order Placement 
►Your Vice President, Associate Vice President or Dean must endorse this form below.

· Check here if you will create and approve your own orders. 
· Check here if the order you create will require additional electronic approval.  The approver of your orders must sign below.  Note: Your approver must also have an account in order to approve your order.
Approver’s Name (print)
________________________________________________
Approver’s Signature
________________________________________________

Applicant’s Signature
The undersigned understands and accepts the responsibility to ensure purchases are made in strict adherence to State and University policies and procedures.  Failure to do so may result in reimbursement to the University for unauthorized purchases and cancellation of the office supply account.
Applicant’s Signature

________________________________________________

Date ____________

Vice President, Associate Vice President or Dean’s Signature
By this signature applicant is delegated authority to approve office supply orders, not to exceed $1,500 per order for the accounts listed above. 
Dean, VP or AVP’s Name (print)
________________________________________________


Dean, VP or AVP’s Signature
________________________________________________

Date ____________

Contract & Procurement Management Application Approval
Cathy Garcia
________________________________________________
Date _______________

Manager, Contract & Procurement Management                                                                             
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