Ergonomic Assessment - Grand & Toy Orders

1. Review ergonomic assessment and instructions from Allison Hynnes.
Allison will give you the general ledger code to charge.
Installation of any components must be requested, at extra charge, with Grand & Toy when requesting quotations. Facility Services does not install furniture and keyboard trays.

2. Review fabric and colours on web-site:
http://www.globaltotaloffice.com/gu_2014/control.php?ref=textiles

3. Request quotation on chairs, keyboards, foot rests, other items and installation costs from
Mark Plichta - Grand & Toy    markplichta@grandandtoy.com

4. If pre-sales tax amount is under $3000,
- This order can be placed using your department’s Grand & Toy account. 
- Complete the attached order form with department account number on the form
- The charges will be applied to the G&T account holder’s credit card.
- Give the order form and quotation to your manager for approval
- Send the request to Mark Plichta by e-mail markplichta@grandandtoy.com
- Mark Plichta will call the person placing the order for a credit card number
   (no longer stored with Grand & Toy Account)
- Department Account Holder will code the charge on Visa statement to Allison’s G/L code.

5. If pre-sales tax amount is over $3000,
- Enter a requisition in BANNER
- Use a G/L code from your department and ask your manager to approve the requisition. 
- I will place the order with Grand & Toy, and track its progress.
- Once the invoice has been paid, view the transaction and HST rebate in Millenium, and
  transfer the final cost to Allison’s code by Journal Entry.


QUESTIONS?		Jean Mirowski, Buyer			475-6511
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	Grand & Toy Order Form  (under $3000 before taxes)

	Date:
	
	Ergonomic Assessment
	#

	G & T Account
	#
	Call Jean Mirowski x 6511 if you do not know department account number.

	Requestor:
	

	Department:
	

	Deliver to:
	

	
	
	
	

	Quantity
	Item
	Fabric & Colour
	Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Installation Charges
	
	

	
	
	
	

	Approval by ordering Department Manager:

	Print Name:

	Notes:
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