
Requisition
Instructional Materials

Name Vendor's
Street 
Address

Telephone No.

City, State  
+ Zip Code
Contract 
Person

QTY UNIT DESCRIPTION - DOUBLE SPACE ONLY
USE NEXT 

SEMESTER YES 
/ NO

DISPOSITION
EST UNIT 

PRICE
EXTENSION

subtotal

overhead 
charge

freight 
charges

FOR OFFICE USE ONLY
TOTAL ESTIMATED COST            

(TO STUDENT PER SEMESTER)
$

Date Est. Frt P.O. #

Vendor

Complete Both Sides of this Form 

Materials requested must concur with the LACCD policy.  
The disposition column will indicate the method by which 
students will obtain these materials.  Check code for 
explanation.

B   - sold in bookstore                                                    C   - 
Obtain receipt - bookstore inventory            

F    - Pay at Bookstore - pick-up at dept.                 K    - 
Pay at Business Office / CopyTech 

DELIVERY INSTRUCTIONS

Suggested Vendor 

O   - Off - Campus purchase by Student 

total

DELIVER TO INSTRUCTOR

Date

Subject

Course

Initiator

Estimated Enrollment

Account

BUILDING/CLASS ROOM

HOURS AVAILABLE

Signature/Department Chair

Approval/School Dean 

Approval/Vice President of Acad Affairs

Approval/Vice President of Admin



Course Name Section #

Instructor Est. Enrollment

1.

2.

3.

4.

5.

Initiator Signature Date

Department Chair Signature Date

Complete Both Sides of this Form 

Material Fees Certification
Please sign this document affirming that the items listed on the attached material fee order form are in 
accordance with Ed. Code 76365 as indicated in Board Rule 6413, 6415 and Administrative  Regulations. E-
112. Administrative Regulations mandates that the following for requirements be met when placing any 
orders for material fees.  Please check each box indicating that this requirement is met in your order.

Please initial

This material cannot be solely or exclusively available from the College unless 
the limitation is for health and safety reason or cost.

By my signature I certify that the items being purchased on the attached material fee 
order form meets all of the requirements as listed above:

The material is required for the class.  This means that the material is necessary 
for the registering, enrolling or entering a class, or is necessary for achieving 
the objectives of that class.

The material is something tangible which is primarily owned or controlled by 
an individual student.

The item the student is required to purchase is something that will have lasting 
value outside of the classroom setting.

If a fee is charged (instead of also giving students the option to supply the 
materials themselves), the College must either: (1) have a health and safety 
reason to supply the materials, or (2) supply the material more cheaply than the 
material can be obtained elsewhere and at the College’s cost.
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