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	STATE OF HAWAI‘I

DEPARTMENT OF EDUCATION

Office of Business Services

Operations and Maintenance Section

1037 So. Beretania Street

Honolulu, Hawai‘i  96814
	REQUISITION AND DELIVERY INVOICE

(Custodial Equipment and Repair, Safety Supplies, Safety Shoes, etc.)

	School

Moanalua High School
Principal

Date


(Signature)

INSTRUCTIONS:
1. SUBMIT A SEPARATE REQUISITION FOR EACH CATEGORY.

2. CHECK ON BOX ONLY.
 FORMCHECKBOX 

CATEGORY I – Repair of Equipment

1. Call DOE Shop (594-0595) and keep requisition and equipment together at time of pick up.

2. Complete equipment information below.


Prepare separate requisition for each piece of equipment – keep intact.

Type of Equipment

     
Make & Model No.

     
Serial or Decal No.

     
Describe Problem

     
     
* * * * * * * * *

Operations and Maintenance:  Pick up equipment; sign and give school Pending Copy.

Name

Date

CATEGORIES II, III, and IV:

Complete form and send first 3 copies to Operations and Maintenance Section.  List as many names/items as possible for each form.

 FORMCHECKBOX 

CATEGORY II – Safety Supplies

Indicate below items, names of custodians, sizes, male or female.  (e.g. rubber boots, gloves, goggles, face shields, rain jackets, dust masks, aprons, etc.)

 FORMCHECKBOX 

CATEGORY III – Safety Shoes
Indicate below names of custodians, position numbers, sizes, replacement or new, male or female.

 FORMCHECKBOX 

CATEGORY IV - Others

Specify below.  (e.g. furniture and equipment moves, additional new custodial equipment, etc.)



	Quantity

Unit

Item

Unit Price

Amount

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
APPROVED:

Operations and Maintenance

     
Date:

     
Delivered by:

     
Date:

     
Received by:

     
Date:

     
DISTRIBUTION: WHITE – Operations and Maintenance  CANARY – DOE Shop  GOLDENROD – (pending school)
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