
Purchasing Tip # 2:  Requisitions for Technology Items 

When placing on-line vendors (Office Depot) requisitions for technology items, the standard practice is 

to place these items on a separate requisition in TEAMS.  The ship-to-address for these technology items 

needs to be the District’s Admin-Warehouse, so that the item can be tagged by Technology Department.  

On-line vendors (Office Depot) requisitions that include both technology items and non-technology 

items (supplies), which do not follow the standard practice stated above, will result in the technology 

item being deleted from the requisition before processing.    

 

 

 

*Both procedures can be located in the Fiscal Procedure Manual - Section 04 Purchasing.  


