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ADMINISTRATIVE FACI LI TI ES AND SERVI CES
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

CENTRAL STORES

A. Purpose and Scope: The University operates a central supply service in Service
Bui | di ng, Room 1.102, ext. 2318, Ml Station SB11, which mmintains an inventory of
office supplies, lab supplies, as well as UTD, U T. System and State of Texas
forns.

A UTD Central Stores Catalog with price list is available at the Central Stores Wb
site: http://ww. utdall as. edu/ utdgeneral /busi ness/central stores/. Supplies my
only be purchased through UTD budget accounts.

B. Procedure for Cbtaining Supplies:
1. Conplete Central Stores Requisition form (see Exhibit F4).
NOTE: Aut horized signature nmust appear on the requisition.
2. Hand carry the requisition, or forward via interdepartnmental nail, to Central
St ores.
NOTE: Orders nay be picked up; delivery nmay be requested.




