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

Thi s docunent requires you to obtain docunent nunbers
before processing the form Docunent nunbers will be

gi ven out in m ninmm bl ocks of 50 nunbers or nultiple

bl ocks of 50 at a tinme. Blocks of nunbers may be obtai ned
by contacting Stores at (859) 257-6116.

Pl ease insure you do not exceed the bl ock of nunbers you
are assigned in order to avoid duplications.

You will need to keep a separate | og for docunent nunbers
as they are assigned and used. This can be separate Wrd
docunents or a notebook. A Wrd docunent listing the
docunent nunber, vendor or departnent sent to and the
date issued is provided for your use (brrlog.doc).





