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	 Name of Office, Department or Organization











(Insert Date)


Dear Anup/Kris,

[bookmark: _GoBack]I would like to request a Staples-Business Supplies Advantage Account.  Please find below the required information.

	Requesters Name:
	

	E-mail Address:
	

	Department Name:
	

	Bldg. & Room #:
	

	Phone #:
	

	Fax #:
	



Chartfields:

	Fund
	Description
	Class
	DeptID
	Program
	Prj/Grt
	Acct #

	
	
	
	
	
	
	

	
	
	
	
	
	
	










Thank You,

(Insert Name)

[image: ]PO Box 7718 Ewing, NJ 08628-0718	609.771.xxxx	fax: 609.637.xxxx	email@tcnj.edu
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