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OSP Agency Printing Delegation Order (R 02/02/2015)
DEPARTMENT OF FINANCE AND ADMINISTRATION 
Office of State Procurement
Agency Printing Delegation Order Report         
All reports are due by the 10th of the following month.
 
Each agency, college or university issued delegated authority from the Office of State Procurement to purchase printing is 
required to submit a monthly report of the activity under their respective Delegation Order. 
Agency
Authorized Delegate
Date (MM/DD/YYYY)
Phone (Enter numbers only)
eMail      
  Reporting Period  
The agency, college or university assumes full responsibility for conformance to all existing constitutional and statutory law for 
all purchases made under their delegation order.  Failure to comply with these procedures may result in cancellation of the 
delegation order. 
Number of quote bids taken for the reporting month.  (Enter "0" if no bids were taken.)
  
Instructions:  For each bid taken, provide the following information: vendor name, check box for minority vendors (MV), brief 
description of item(s) purchased, purchase order number, and enter dollar amount awarded (not including tax) under recycled 
or virgin. 
 
Do not send copies of your bids.  
A random monthly sampling will be conducted and copies may be required at that time.
      
Dollar Amounts(not including tax)
 
Vendor
MV
Item(s) Purchased
PO Number
Recycled
Virgin
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