Community Transition Program

Staff Request for Materials and Supplies
Staff Name: 





Date: 






Classroom or Work Site: 




_________________________
Use this form for supplies needed for special purposes, work-site materials, and instructional curriculum/equipment being purchased with classroom funds.

	
Item Description

Please provide as much information as possible. If from a catalog please attach.
	Quantity
	Vendor
	Account
	Approval

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The following office supplies should be in stock in the office at CTC-SE.  Please see Pam when you run out of an item in your classroom:

	AAA Battery
	Pencils 
	Letter file folders
	Small gloves

	AA Battery
	Pens
	Legal file folders
	Medium gloves 

	C Battery
	
	
	Large gloves

	D Battery
	Lined paper
	Hanging folder letter
	X Large gloves

	Rechargeable
	Copy paper
	Hanging folder legal
	

	
	Roll Butcher paper
	Hanging folder tabs
	Dish Soap

	Card stock
	
	
	Bleach

	Colored Paper
	Tape
	Post it notes small
	

	
	Elmers glue
	Post it notes medium
	Kleenex

	Dry markers
	Glue stick
	Post it notes large
	

	Wet erase
	Staples
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