Important Message About Ordering Paper for Networked Printers and Copiers
Dear Budget Managers:  
[bookmark: _GoBack]Paper used in networked printers and copiers is included in the Per Click rate paid by the departments. Paper should be ordered through your departmental online Staples Advantage account and Staples will deliver the paper directly to your department. The cost of the paper will be removed from your invoice before it is processed by Accounts Payables and will be charged to a central account at no charge to your department.  Please note that only the following 30% Recycled paper will be paid for institutionally:
Staples 30% Recycled Copy Paper, US/Euro Brightness, 20 lb.
Letter Size 8-1/2”H x 11”W 5000 sheets/Ct.
Staples Item # STP492072
Minimum purchase, 3 Cases of 10 Reams

Staples 30% Recycled Copy Paper, US/Euro Brightness, 20 lb.
Legal Size, 8-1/2”H x 14”W, 500 Sheets/Ream
Staples Item #STP581760
Minimum purchase, 1 Case of 10 Reams

Staples 30% Recycled Copy Paper, US/Euro Brightness, 20 lb.
Legal Size, 8-1/2”H x 14”W, 500 Sheets/Ream
Staples Item #STP580525
Minimum purchase, 1 Ream.

Staples 30% Recycled Copy Paper, US/Euro Brightness, 20 lb.
Ledger Size, 11”H x 17”W 2500 sheets/Ct.
Staples Item #STP581761
Minimum purchase, 1 Case of 5 Reams

Staples 30% Recycled Copy Paper, US/Euro Brightness, 20 lb.
Ledger Size, 11”H x 17”W 2500 sheets/Ct.
Staples Item #STP580336
Minimum purchase, 1 Ream

You will need to establish a departmental account with Staples to place these orders online.  If you do not yet have a Staples Advantage account, or have any questions, please call me for assistance.

Moira Domann
Purchasing Manager
domann@lclark.edu – Extension 7878
