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MEMORANDUM

TO:

ESI Copier Point of Contacts
FROM:
Patricia Terrell
DATE:
June 19, 2006
RE:

Staple Orders

Please be advised that a Purchase Order (PO) is required prior to ordering staples for your ESI Copier.  Staples are not included with the supplies provided by ESI for the copier.     Please reference FIN# 541145980 when requesting your PO.  The staples are $68.00 per box.  

 Attached is an order form for your staples, which can be faxed or emailed to Antoinette Royster at (757) 497-7692 or email Antoinette.royster@esi.net.  Also attached is an order form for your ESI Copier Toner.  If you have questions, please contact Patricia Terrell at 823-2351 or plterrell@nsu.edu. 
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