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UCSD STOREHOUSE REQUISITION INSTRUCTIONS 
 
The UCSD Storehouse Requisition, Stock Number FO2107, is a four part NCR form for use when 
ordering supplies and materials from Central Stores.  Requisitions are urged to either type or use pen 
when preparing the Requisition so all copies are neat and legible. 
 
Distribution of Copies: 
 

1. White  Storehouse Copy Retained by Central Stores 
 

2. Yellow  Packing Slip  Returned to ordering department with material 
 

3. Pink  Acknowledgement Returned to ordering department on buy out transactions 
 

4. Green  Department  Retained by ordering department 
 
Instructions: 
 
When preparing a Requisition, include the entire stock number and a brief description including basic item 
name, size, and/or color.  The entire description in the catalog will assist you in locating and identifying an 
item. 
 
Please use a separate Requisition for special orders (buy-outs) of compressed gases, and furniture. 
When placing special orders (buy-outs), leave the stock number column blank.  Do not mix stock items 
and special order items on the same Requisition. 
 


