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Request for Office Supplies 
and Request for Service on Equipnent 

A. Request for Offi--c-e Supplies -

1 . These office supplies are those bought at the beginning of the fiscal 

ye r or quarter and stored for gradual use . Administrative accounting charges 

the total cost of the purch ses agairBt the fiscal year or quarter of the 

liquidation. 

But rogram Accounting records only the cost of supplies actually used each 

month and ch rges it to the concerned programs or activities . Hence the need of 

this r quest form. 

2. This request is made e·rly ea.ch month . The using employees have to 

estim te t qu nt•tie of equipment and supplies needed durinu the month and 

enter th m in appropriate columns. 

3. ach office, section, or group - if possible - may use one common 

request . After filling in their names and the required quantities; the using 

employees send the request to the head of the Agency . 

4. Here a. list will be made for all groups, sections , or offices of the 

quantities needed of various types of supplies; this list will be simil r to the 

request form for office suppli es, but the names of groups , sections, or offices 

will b recorded instead of individuals . So will the quantities of supplies ; After 

signing the agency ' s head.will transmit the list to the supplies accounting section. 

5. The Supplies 4ccounting Section (':arehouse Manager) issues the supplies 

according to the list of requests , marks on the requeet the unit price for each 

type of supply (the Supplies ccounting Section, each time a purchase is made, can 

make a list of unit prices 'Which is communicated to the Program Accountant).. The 

Warehouse manager keeps only the request list for stock inventory purpose, lDdatk 'While 

he certifies the issue of supplies by signing in the individual requests ~ of 

various groupsand sections and sends them to the Pr ogr am Accountant f or di stributing 



2 

the costs to activities and programs. 

6. The Program Accountant receives the requests for office supplies , clarifies 

them by programs or ctivities, assigns serial reference numbers, and files them 

in Welt or acco-type binders to be used as basic details . 

Utilization of the reguests = The Program Account nt checks the 

supplies distribution to each activity or program, evaluates the costs of the 

supplie issued (on the basis of unit prices marked at the foot of each column, 

or the price list est blished at the be ·nning of each fiscal year or quarter) 

makes them into items, 'Which are entered in the corresponding programs or 

activities books together with the "reference numbers" for control purpose . 

7. For request user ' s convenience, especially in describing supplies , right 

at the beginning of each fiscal year (if purchase is made yearly) or quarter (if 

purchase is ma.de quarterly) , after the goods are delivered to the warehous , the 

warehouse ager should prepare a list of all types of the supplies just purchased 

or in stock which will be used to------ out the supplies requests . Each 

type must be clearly described with its primary characteristics and unit cost for 

evaluation purpose. 

8 . At the end of each quarter and fiscal year, when all ccounts are c ose 

the Warehouse manager has to info the Program Accountant about the quantity of 

supplies already issued, the quantity existing in store, the quantity which was 

damaged or sold (if any) so that the Prcgram Accountant can make a be.J..ance- sheet . 

For that the warehouse manager can use this form of request. 

9.. These office eupplies do not need any mortization as they are perishable 

or consumable goods, unlike calculating machines or typewriters , which are office 

equipment . The clarifying standards for those expendable materials are: 

a. . Their use can last only a few months 

b. Their unit cost is low (10, 20 piasters) 

e. They are consumed (paper, pencil , eraser, etc . ) or lose their v&lue 

(p per-knife , pen-tray, ruler, desk calendar, blo~ter, etc . ) with use . 
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6. ~ether it is work supplies or ordinary equipment immediate or year

end amortization, the Program Accountant, on receiving the request copy, must 

classify !t, give i t a reference number, and file it in a Welk or acco- type 

binder as bane infonna.tion . 

7. If irmnediate amortization nn.1st be done for equipment, the Program 

Accountant must get in truch with the accountants keeping inventories of this 

type of equipment to determine the amortization rate . 

Direction of Program 

November, 1959 
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B. Request for work supplies and ordinary equipment . 

1 . Supplies for work . 

Different from the supplies above (Art . 03) and ma chines or equipment 

(Art . 06, Sec . 02 and 01) are requested by meartS of another form: Request for 

Work supplies and ordin ry equipment (attached f orm) . 

These supplies and equipment are bought for innnediate use, not for storage; 

and it is nCJt possi ble to est imate in advance what fixed quantities are used each 

month as is done for office supplies . 

2. Any direction, service (or office, section , or group) needing them must 

fill three cop:h; of the request form, specifying the using program or activity 

(or o ration) , describing clearly the supplies or equipment needed and the 

quantity, ana send it to the Administrative Accounting Section. 

3 . The Accounting Section enters the uni t cost and the total cost, and 

issues the supplies to the agency; the agency ' s head signs in receipt in section 

"From" . On liquidation the Administrative Accounting Section keeps one · copy of 

t.he request, sending the other copy to the Program Accountant. 

4. In case a considerable time is lost from the moment of the agency~s request 

to the moment the supplies or equipment are deli vered (order) and if in between 

there is a change in the assignnent of any item (from one progr am to anot erh, 

from one activity to anober , or from one agency t o another) , the dll.inistrative 

Accounting Section must have a corrected request signed by the true receiver on 

delivery of the item, and send the dupl i cate t o the Pr ogram Accountant . 

5. In case an ordinary equipment is invol v d, one copy of the request is 

kept by the Administra.ti ve ccount i ng Section fo r invent ory purpose, and the 

second copy transmitted to the Program Accountant. Depending on the ll.1m amortization 

method chosen, the Program Accountant will eit~er char ge the monthly amortization 

against beneficiary activit ies or programs ., or leave the reqaest in a special file 

for year nd amortization (see Projee't 3. ) 
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