Test Scoring Scantron Purchase Request
How to order:
Please complete the following information.  An authorized expenditure approver needs to sign at the bottom of the form. Scan/email the completed, signed form to Kaleigh Shorb (shorbks@jmu.edu). Once submitted, the requestor and the individual responsible for picking up the order (indicated below) will receive an email within 1-2 business days letting you know the Scantrons are ready at the IT Help Desk (SSC 4th Floor).

Information Technology will process an ATV for the expenditure and send a copy of the completed ATV to the requesting department for record keeping. 

	Date: 
	

	Requestor Name:
(Person who is to receive copy of ATV)
	

	Requestor eID (not employee #):
	

	 Requestor Phone #:
	

	Requestor Department & MSC:
	

	Department Head Name:
(Or person with expenditure approval)
	

	Organization Code (DeptID) to be Charged:
	

	Account Code to be Charged:
	

	
Form F-165 (100 Questions)
	Number of Packs
	Price per Pack
	Total 

	
	
	x$20
	

	Form F-166 (300 Questions)
	
	x$40
	

	Form F-8063 (200 Questions)
	
	x$40
	

	Form F-2637 (100 Questions)
	
	x$40
	

	

	Total Number of Packs
	
	

	
	
	
	

	Total Cost:
	



	Please provide the name and eID of the individual responsible for picking up your order at the IT Help Desk.

	Full Name
	eID or JMU email

	
	

	Comments:


	Authorized Signature:
	Printed Name:
	Date:
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