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 MEMORANDUM
April 29.2013

TO:

APS Athletic Directors



APS Athletic Trainers

FROM:
Ken Barreras, APS Athletic Department

RE:

ATHLETIC TRAINING INVENTORY AND SUPPLY ORDER:  2013-14
Please find included in this packet:

· list of vendors that have been issued APS vendor numbers and are authorized medical supply dealers (contact person, phone number and other information is listed for each vendor)

· bulk item (athletic tape, pre-wrap) order to be submitted to the APS Athletic Office by 5/20/2013  to receive the lowest composite bid price – similar items specified otherwise (e.g. colored tape) to be included on separate vendor quote
· sample sports medicine inventory form – alternative inventory format may be submitted with identical information (Returned with bulk order)
Include the following items with this signed cover sheet.  (Place an X next to the item when verified.)  

         ATC     AD

[   ]   [   ]
Complete, detailed inventory of supplies and equipment.  This initial order and any subsequent orders will not be processed without an annual review of inventory.

[   ]   [   ]
Detailed, printed quote(s) from an authorized vendor(s) (see attached information).  Quote(s) must include all vendor information, quantity, item number, description and unit price for each line item.
1. District monies shall be used for basic medical supplies only.  Review existing inventory carefully to assure that essential items receive priority ordering.  Specialty items are better purchased with school or other alternative funds. 
2. Retain two (2) copies at the school, one each for the athletic trainer and athletic director.
3. APS Athletic Office will enter the order from the submitted quote(s) to initiate a PO# - vendor will be instructed to ship directly to the school address.
4. Upon delivery, immediately confirm receipt of the order with APS Athletic Office so payment can be made.

The total supply budget for each school for the upcoming year is $4000.00
SCHOOL:
__________________________________
Athletic Trainer:
_____________________
_____________________
________




Printed Name


Signature



Date

Athletic Director:
_____________________
_____________________
________




Printed Name


Signature



Date

SUPPLY REQUESTS & INVENTORY WILL NOT BE PROCESSED UNTIL NEXT FISCAL YEAR BUDGET (JULY 1, 2013)

PO Box 25704   
                                                                                     
          Phone: 884-9580
Albuquerque, New Mexico  87125-0704
                                                                                               
Fax: 830-3383

