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POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

PURCHASE OF U.S. GOVERNVMVENT DOCUMENTS AND PUBLI CATI ONS

This type of purchase is handl ed via a deposit account which has been established with
t he Superintendent of Docunents, U S. Governnent Printing Ofice.

The requisitioner should subnmt a properly conpleted Purchase Requisition to the
Pur chasi ng Departnent and include in the Description section:

1. Title of the docunent/publication

2. Aut hor of issuing agency

3. U S. CGovernnent document/publication reference nunber
The Purchasing Departnment will issue a purchase order to the agency and the agency
will ship the materials to Central Receiving.

Paynent is based upon a purchase order and the delivery docunent. The two, when
mat ched, will be presented to the Accounts Payable Departnent, who will then debit the
requi sitioning departnment's fund and credit the deposit account accordingly.




