
 
MARCELLUS CENTRAL SCHOOL DISTRICT 

Marcellus, NY 13108 
 

TO:   Instructional Faculty 

FROM: Tony Sonnacchio 
Building Principals 

RE: 2017-2018 Ordering Process 

DATE: May 24, 2017 
 

Requisition forms for 2017-2018 are located on the district’s web site (Staff Links > Personnel Links > 
Annual Purchasing Process - http://www.marcellusschools.org/teacherpage.cfm?teacher=1070) and can 
be used in one of three ways: 

1. Complete the requisition form using Excel, save and e-mail file to your building secretary OR 

2. Complete the form(s) using Excel, save, print and deliver to the building secretary OR 

3. Print a blank requisition form, hand-write in the requested information, and deliver to the building 
secretary. 

Please note that requisitions are due back to your building secretary by June 16th. 

***If you are unable to meet this deadline please let your building principal know 
as soon as possible.*** 

Requisitions for the Purchase of Supplies 

 Once you select your name the appropriate information should appear on the requisition form.  You 
will need at least one file/requisition per vendor.  Please be sure to: 

1. Enter the vendor name 

2. Provide the item number and brief description 

3. Prioritize each item 

4. Provide the quantity and per item cost 

5. Please be sure to save your requisitions to your home directory.  When you’ve 
completed the requisition, File > Save As and save in your home directory. 

 Staples Advantage holds the current NYS contract for general supplies. Please note that your user 
name for Staples Advantage (www.staplesadvantage.com – Account #1007887) is the prefix of your 
e-mail address (ie: jsmith). The default password is “staples” and may need to be reset the first time 
you log on. 

1. Please submit your order through the site.  The order will be forwarded to the building 
secretary for approval pending a final review by your principal. 

2. You DO NOT need to complete a requisition form if submitting through Staples Advantage. 

3. If you have any problems accessing the site, please contact Todd Steinberg via e-mail or x2400. 
 

Requisitions for Equipment and Textbooks 

 Please use the same process as you would use for the purchase of supplies.  Note that equipment is 
a physical, non-perishable asset with a cost that exceeds $100 and is expected to last longer than one 
year.   

If you have any questions please let me know.  Thank you. 


