
PROCEDURES FOR USE, PREPARATION AND HANDLING OF 
UNIVERSITY OF KENTUCKY REQUISITION 

This document requires you to obtain document numbers 
before processing the form.  Document numbers will be 
given out in minimum blocks of 50 numbers or multiple 
blocks of 50 at a time. Blocks of numbers may be obtained 
by contacting Stores at (859) 257-6116. 

Please insure you do not exceed the block of numbers you 
are assigned in order to avoid duplications. 

You will need to keep a separate log for document numbers 
as they are assigned and used. This can be separate Word 
documents or a notebook. A Word document listing the 
document number, vendor or department sent to and the 
date issued is provided for your use (brrlog.doc). 




