CONTRACT 04411 OFFICE SUPPLIES

FREQUENTLY ASKED QUESTIONS

	QUESTION
	ANSWER

	How do I get started?
	How do you get started?
Contact the vendors to obtain web access and/or receive training as follows:
· Office Depot - Office Supplies and Paper

(Note: existing user log-ins and passwords will remain in place)
Contact: Larry Golden    Phone: (253) 872-1751

                  Don Rudolph        (206) 390-1315

Fax:       (253) 872-5640   

Email: larry.golden@officedepot.com 

Don.rudolph@officedepot.com 

To register online:  http://business.officedepot.com 



	How do I purchase items not on contract?
	Be sure you have checked the contract product listing first. If not found, look to see if they are covered under other state contracts by doing a search on the contracts search page. If they are not covered by any of the contracts, you should follow your delegated authority as per the Washington Purchasing Manual

	Can I purchase them from the contract vendors?
	Yes, if you follow the process above and find the items are not within any other contract scope and you are following the Washington Purchasing Manual guidelines. However, you may not use this contract as the tool or as a reference to do so, and the items cannot be included on the same order as the contract items

	How do I get an item added?
	By submitting  the “Item Additions Request” Template on the contract webpage to the Procurement Coordinator (sample imbedded below)


[image: image1.emf]AddItemform.doc



	Why are so many items missing that I used to get from Office Depot? 

	They’re either available on other stand-alone contracts (please reference the CCI for a crosswalk) or were not considered high enough usage to be included
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ITEM ADDITIONS REQUEST

Name:_____________________________
Agency:_____________________________


Email:______________________________
Date:_______________________________


		Product Description

		Stock *# or SKU

		Unit of Measure

		Estimated Annual Usage

		(This column for OSP use only)


Comments



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		






