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1. PURCHASE ORDER NUMBER MUST BE MARKED ON EACH
PACKAGE, SHIPPING RECEIPT AND INVOICE. SHIPPING

2. ALL INVOICES MUST BE MAILED OR EMAILED OTHER

EMAIL: VAL $ 9241713

Make sure that the purchase order is properly approved and signed by the Department Chair or Division Director and that all of the
copies (white and yellow) have both the account number and the account name on them. The P.O. cannot be processed without this
information. (If amounts are unavailable, you must make a near estimate in order to obtain signed approval.)
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