Procedure for Creation Station/Office Depot Orders
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1. Before the requesting any items, check with the SOC to see if they have the item(s) in the Creation Station.

2. If the SOC does not have the item(s) that your organization needs, then contact Michelle Burke via e-mail (burkemi@gvsu.edu) to get the order approved. 

3. When e-mailing Michelle, provide the following information:

a. Name of the organization

b. Name of the person requesting the items

c. The items that they need and why

d. When they need the items by

4. Afterwards, Michelle will contact the organization, the SOC and the Student Manager of the SOC via e-mail. 

a. She contacts the organization to let them know whether their order has been approved.

5. The Student Manager orders the items once they are approved.
6. When the items come in, a Consultant will put a sticky note with the name of the organization on it and place it in the Mail/Package drawer.

a. Also an e-mail will be sent to the President of the organization to let them know that their item(s) have arrived.
