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Date:
October 24, 2011

TO:

Office Supply Bureau Contacts

FROM:
Brenda Pape, State Procurement Manager



Administrative Services – Materiel Division

SUBJECT:
Office Supply Bureau Requisitions

Office Supply Bureau (OSB) Requisitions
To Include Account Number
To Replace
6 Digit Billing Code   
Office Supply Bureau will be implementing changes to improve the billing process and be more consistent with the State’s billing and payment procedures for Internal Services.  Effective December 1, 2011, the 6 digit billing code will no longer be used.

Agencies will need to use their Account number on their Office Supply Bureau requisitions. The Account number is comprised of the Business Unit and Object Account number. Any agency’s accounting/financial departments should be able to provide this information for their respective agencies.  The Office Supply Bureau requisitions will be updated and available on the Office Supply Bureau website at http://www.das.state.ne.us/materiel/osb/osb.htm. 
Any Office Supply Bureau requisition that does not have the Account number included after December 1, 2011 will be returned to the agency with a request to complete this information.
If you have any questions, please call Charla Peterson at 402-471-2412. Thank you in advance for your cooperation.
cc:
Steve Sulek, Administrator, Materiel Division



Charla Peterson, Supply Worker
