Core Materials Request
One sheet must be completed for each item requested.   All Core Material Requests must be turned into your supervising Regional Administrator by the following dates:

· Mid September for first purchasing in October.
· Mid January for mid-year purchasing in February.

· Mid April for final purchasing in May.
It is the staff member’s responsibility to make sure this form is filled out completely.  (Incomplete forms will be returned.) Attach additional pages and information as needed or catalog pages.
	Submitted By

	Name:      
	Discipline:      


Vendor Information
	Company Name:      
	Address:      

	Telephone #:      
	

	Web site address if known:      
	Fax #:      


Itemized List

	Title:      
	Catalog number:      

	Type of material (toy, kit, video, evaluation, book, manual, etc.):      

	Special information or key words you would like included on this order:      


	Quantity:      
	Cost: $       
	Shipping/Handling: $     
	Total Cost: $     


	-------------------------- For REGIONAL ADMINISTRATOR Use ONLY ------------------------------

☐ Approved     ☐ Disapproved
Date: ___________


Regional Administrator signature

This request is for:    ☐  Core   ☐ Software      - OR-        ☐  This request is re-directed to the 

                                                                                             Staff Distribution Center.
Identify where this item fits:   ☐ Assessment  ☐  Intervention  ☐ Learning Support

Rationale as to why this item should be added to SDC or Core Material Request:
Associate Administrator/Program Services Administrator  Review: ________
Date: ______

	


The Regional Administrator completes the “box” above. Please forward Core Materials Request forms to Kim Novotny for purchasing. Associate Administrators/Program Services Administrators will review Core Material Requests prior to initiating the purchasing process. 
9/1/09 cg


