Todays Date:

Instructions:

SUNG

INNS—
Item Request Form

This form is to be filled out on an “as needed” basis throughout the course of every business day. Any employee noticing a need for Goods or Services is

required to note such needs as they occur.

Form is to be kept at the front desk throughout the day and placed in GM/OSM basket during the night audit.

Item Description

Part #
(if known)

Qty on
Hand
(if known)

Qty
Needed

Vendor
(if known)

Employee Name

Date Ordered
(to be filled out
By GM/OSM)
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