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ENTER EITHER SUPPLY ROOM ORDER ITEMS OR W.B. MASON ITEMS: 
ITEM #
ITEM DESCRIPTION
QTY
UNIT
PRICE
ITEM TOTAL
 Type:
Letter (8.5 X 11)
Letter (3-hole punch)
Legal (8.5 X 14)
B-Size (11 X 17)
# of 
Reams: 
# of 
Boxes:
Click here for the link to the Supply List.
 
Enter items needed below.
W.B. MASON ORDER:
Click here for the link to SciQuest to
browse for W.B. Mason items.
 
Click here for instructions on
how to browse in SciQuest.
 
Enter items needed below.
Yale Law School Office Supplies Order Form
INSTRUCTIONS:
1.  Enter Paper, Supply Room, and W.B. Mason orders on separate forms.
2.  To order paper, select PAPER ORDER and enter quantities.
3.  To order Supply Room items, browse the Supply List from the link below, and enter items in the table.
4.  To order Office Supplies from W.B. Mason, browse using the SciQuest link below. Enter items in the table.  (For instructions on how to browse in SciQuest, click the "Instructions for Browsing the W.B. Mason Catalog" link.)
5.  When the form is complete, click the SUBMIT button. 
6.  A new email message will open, with the order form attached.  Click SEND.
7.  Save a copy of the order electronically for your records or cc yourself on the email (optional).
Orders will be placed three times per week on Monday, Wednesday, and Friday.
 
Orders received by noon will be placed the same day.   
 
Orders received after noon, will be placed the next ordering day.
SUPPLY ROOM ORDER:  
PAPER ORDER:
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	Enter the name of the person that the order is being placed for.: 
	Enter the Net ID of the person placing the order.: 
	Today's Date: 
	Enter the name of the person filling out the form.: 
	Enter the Room Number of the person placing the order.: 
	Enter the Room Number of the person placing the order.: 
	Enter the number of breakfast meals that should be reimbursed.  For example, if travel began in the evening, there may not be a breakfast to reimburse for that day.  Also reduce the # of per diem meals for any business meals that took place that are being reimbursed separately.  For each trip, meals can only be reimbursed either with receipts or with per diem.  The two methods cannot be combined for the same trip.: 
	Enter the name of the person filling out the form.: 
	Explain why the expense is business-related and therefore valid for reimbursement.: 
	EmailSubmitButton1: 



