
1. Ordering Instructions 

All orders should contain the following (1) Mandatory language “PO is subject to WSCA Contract 

#MA040 and Washington Contract #03013, (2) Your Name, Address, Contact, and Phone Number (3) 

Purchase Order amount. Orders can be made out to Office Depot. 

Online - If you currently have an Office Depot account under the Office Supplies contract #04411, you 

may order print services online by clicking on the “Copy & Print" tab at the top of the Office Depot home 

screen.  Your account is set up to accept your agencies pre-established method of payment.  Please 

contact your Office Depot account manager with questions about the Copy & Print website. 

At the Store – You may order print services at any Office Depot store in Washington. You will be required 

to present a valid Store Purchasing Card or a linked Procurement Card.  Please contact your Office Depot 

account manager with questions about these forms of payment. 
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