ADMINISTRATIVE REGULATIONS BUS-5
SECTION: Business Operations
SUBJECT: Warehouse Orders 11-01-15

Warehouse Order: a request for the purchase of materials as listed in the
warehouse catalog.

SECTION 1 WAREHOUSE CATALOG

1.1 The warehouse catalog can be found in E-finance under Warehouse
Inventory in Cognos Reporting listing descriptions and prices of all items
kept in warehouse stock. Any item available in the warehouse should be
ordered from the warehouse instead of a vendor.

SECTION 2 WAREHOUSE ORDERS

2.1 Items ordered from the warehouse must be entered into the system and
approved at the campus level for the purchase of materials from the
warehouse. After the order is placed and approved at the campus level
the warehouse will process the order and usually deliver it to the campus
the next day. The warehouse order will indicate if an item is on back
order.



