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CUSLLC

Custom Ink, LLC

2910 District Ave. Suite 100
Fairfax, VA 22031

800-293-4232

10-29-19

11-12-19
Kristen Robinson, advisor

4976 CC-153

[Document text is the WHY as well as any additional instructions:] ASMC-branded t-shirts to give away as prizes to students 

throughout the year. Please email P.O. to service@customink.com and cc' krobinson@vcccd.edu. Order name asmcshirt.

[Item Text is the WHAT, and it has to be very specific! Include item #s or SKUs.]

Hanes Tagless T-Shirt, White with Screen Printing; 25 S; 30 M; 30 L; 15 XL 100 Each $8.79 $879.00

Tax (7.25%) [We pay tax, even if they don't charge it, so account for it.] $63.73

Vendor provides free shipping = $942.73 total

[Advisor signs and dates here]

[Student on trust form signs here] [Student Activities signs here after funds are verified and order is input]

[Division Dean signs here, and then we forward it to DAC]

 8    1     1  1    3     X    X    X  4    8    0     1  6    9    6     0     0    0 100%
The 811 means 
"MC student club"

This 5-digit number is 
unique to your club

Type of expense 696000 = Student and 
Co-Curricular Activities

Means your club is 
paying all of it

[Included with your requisition should be any supplemental documentation that

shows what it is you would like to buy and how you got to the dollar amount

indicated on the requisition. For instance, did a vendor provide you a quote? If

so, include a copy of the quote with your requisition.]
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