
Dean of Students Business Office 
Office of the Dean of Students 

Division of Student Affairs 

Sales Request Form 

Organization Name: ______________________________________________________________ 

Contact Name: ______________________________   Email: _____________________________ 

Sales Type: Sales Information Delivery Method: 

 Membership Dues/Fees 

 Merchandise 

 Other: __________________________ 

 Master List (you will receive an emailed list of purchasers)

         Email: _______________________________________ 

 Print (printed receipts)

 Other: __________________________ 

Item Description Price 
Max # 

Available 
Available 
Online? 

(y/n)

On-Sale 
Date 

Off-Sale 
Date 

Additional Instructions/Notes/Comments: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________ 

Advisor Information: 

Name: ___________________________________ Email: _______________________________ 

Account/ChartString Information: 

Department ID: _____________________________       Fund: ____________________________ 

SpeedType (if applicable): ______________________       Detail Code: ________________________ 

(if applicable)
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