AM-508-1-1

SECTION
Administrative Central Services

Manual SUBOECT

PR OCED URE ORDERING STATIONERY

To order stationery, follow the detailed instructions below.

Petty cash funds {AM-401-1) or DIRECT PAYMENT ORDERS (28-
1428-5035) {AM-303-1) may not be used to obtain stationery; such
methods of payment will not be honored.

PAPER
Letterhead. Memo, Continuation, & Copy Sheets

. ND. OF
TYPE OF HHAT TO CATALOG ORDER SHEETS
SHEETS SIZE COLOR SUBMIT NURBERS UNIT PER UNIT
Prepare P.R. =
Letterhead 8 172" x 11" bhite P.R. in accordance with - -
standards cited
in AM-508-1.
Standard Nemo 8 1/2" x 11* Hhite H.R. xw 28-1418-5007 Pkg 500
Standard Memo
for Laser Printers| 8 172" x 11" Mhite H.R. ¥» | 28-1418-5017 Pkg 250
50 per
Transmittal Memo 4 174" x 7 3/8'] White H.R. = | 28-1418-5008 Pkg pad; 10
pads per
pkg .
Continuation
Sheets for:
Letterhouds 8 172" x 11* White W.R. = | 23-6816-0811 Pkg 500
Memos 8 172 x 11" Khite R.R. #» | 23-6820-0811 Phyg 500
Tissve 8 1/2° x 11*" White N.R. #¢ | 23-6890-08]11 Pkg 500
Copy \ Onionskin 8 172" x 16% White W.R. *=» 23~6890-0814 Pkg 500
etc.

# P.R. -~ PURCHASE REQUISITION (28-1448-5123) {AM-301-1-1).

% H.R. -- WHAREHOUSE REQUISITION (28-1458-5129) (AM-302-1-1).
Specify Narshouse Division (Storeroom! 02.
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AM-508-1-1

SECTION SUBJECT
Central Services ORDERING STATIONERY

BLANK PAPER FOR GENERAL TYPING USE

Prepare a WAREHOUSE REQUISITION (28-1458-5129) {AM-302-1-1}
specifying Warehouse Division (Storeroom) 02, and citing the
appropriate information from the chart below.

™. oF

o= oz | smeers

cum| mm TR Toepmen) Of |
e (SN2 x 1" | 23-6820-0811 23-6890-0811 _ Mg | s00
8 1/2° x 4" | 23-6820-0814 23-6890-0814 g 500

BLARK PAPER FOR REPRODUCTION/DUPLICATION

Prepare a WAREHOUSE REQUISITION (28-1458-5129) {AM-302-1-1}
specifying Warehouse Division (Storeroom) 02, and citing the
appropriate information from the chart below.

Do/ svee 7 T T e
—is syrsu® | pane| numen | s . " s00
2 VT s A 5 neo-os | 23-sam-ons . o %
p—— suUr s - Dee-mn | Deaosm . ™ 30
i sUrsn® - Frer——w— T gy . = ™
Galdeared | S WT 2 11 g T-6570-5801 3 0 e 0
e TUFs z Fre——wr— 2 . = =
Slee sy s1” - 25-6870-1811 2-6870-1012 L] ng 90
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AM-508-1-1

l SECTION SUBJECT

[

Central Services ORDERING STATIONERY

CITY OF BALTIMORE LOGO ENVELOPES
Prepare a WAREHOUSE REQUISITION (28-1458-5129) {AM-302-1-1}
and citing the

specifying Warehouse Division (Storeroom) 02,

appropriate information from the chart below.

n. or
TTeE or owm | memores
s1ze sz rAPER CATALOG O, warr | e
s s S — e M e
"
2 7/8" x 5 18" e g B Browo kraft | 23-3489-3515 mom 300
R TL e X 3 7T Bl o S Ml (4 Wite 23-3489-5608 | Box 300
L]
a9 1H2 Vit 23-3489-5312 | Box 300
41/8" x 9 1/2* e
c—u‘m‘::pm s White 23-3489-3412 Box 500
5" x 111/ Se=sdiflepiencil a/2% White 23-3489-8971 e 500
7™ x10v eyl flemjon T" Brows kraft | 23-3a89-1221 Box 500
20° x 13" esifltw/en 10" Brova kraft | 2-389-10%0 | Box 500
10" x 15" Jumnediflayica 15" Brova kraft | 23-3469-9030 | Each 1

SPECIAL LOGO ENVELOPES

Prepare a PURCHASE REQUISITION (28-1448-5123) ({AM-301-1-1]
in accordance with the envelope standards described in AM-508-1.

: INTERDEPARTMENTAL ENVELOPES
All surplus used envelopes are stored at the Municipal Post
Office, and are issued to requesting agencies at no charge.
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AM-508-1-1

SECTION

Central Services

SUBJECT

ORDERING STATIONERY

To obtain these free envelopes, telephone the Municipal Post
Office. If the Municipal Post 0ffice cannot fill the order, new
envelopes may be purchased by preparing a WAREHOUSE REQUISITION

(28-1458-5129)
(Storeroom) 02,

envelope chart below.

Agencies which have

{AM-302-1-1}
and citing the appropriate information from the

specifying

Warehouse

Division

surplus envelopes should bundle the

envelopes neatly and return then to the Municipal Post Office for

re-issue.
¥o. OF
TYPE OF oRDER INVELOPES
SIZE SITLE PAPER CATALOG WO. ONIT PER UNIT
“Tuck-In" flsp on 5"
5* = 11 1/27 dimension; sultiple Brown kraft 23-3489-7512 Box 500
addressee epacss.
Button & String closure;
10" x 15" flap on 15" dimension; Browm kraft 23-3489-7560 Each 1
mltiple sddresses
spaces.,

~ 2107
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