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MERCHANDISE REQUEST BRIEF FORM
	Details of requestor

	Name of requestor
	:
	     

	Department/Faculty/Division
	:
	

	Campus 
	:
	     

	Telephone no
	:
	     

	Email
	:
	     

	Date of request
	:
	     

	Details of merchandise request

	Name of event/activity
	:
	

	Objective of event/activity


	:
	     

	Target recipient (s) of the merchandise 


	:
	     

	* Type of request 


	:
	
                New merchandise 

                Interest in the new centralised purchased Merchandise of  Monash University, Australia 
* (Kindly tick ‘X’ where appropriate)

Definition:

-  ‘New Merchandise’ refers to brand new merchandise which is required to be bought.
- ‘Interest in the Centralised Purchased Merchandise of Monash University, Australia’ refers to the merchandise which has already been bought by Monash University, Australia and would like to enquire for more details.


	Type of merchandise required/interested 

	:
	     
 

	Indicative of budget per merchandise item    (inclusive of product cost, logistic cost, duty and tax)
	:
	AUS$           

	Date required for use
	:
	     

	Quantity required 
	:
	     

	Delivery address


	:
	     

	Cost centre 

(Cost to be charged to)
	:
	     


I hereby acknowledge that the information provided above is accurate and in order as per requirement.      I shall await for further notice from the Marketing Unit or supplier concerned who has been directed to deal with me. 















Shall you require any further details/clarification of the above, kindly contact the following person:

Leony Magdalena 
PA to Director, Marketing 
Marketing and Student Recruitment, Advancement
Monash University 
Building H, Level 10, 900 Dandenong Road Caulfield East, VIC 3145
Telephone: +61 3 9903 4832   Fasimile +61 3 9903 4886    Mobile +61 447 527 896                                                                    Email Leony.Magdalena@adm.monash.edu.au
Form Version 1: 31 March 2008

