
Steps for Ordering Implementation Materials 
Complete the following steps to order your materials: 
  

1. _____ Request accurate quotes from the companies you are using.  If you already have these to get prices for 
your implementation request, you can use them as long as they have not expired. 

○ If you are using a company like Amazon that does not do quotes, please print off the page with the item 
so that Shannon Schwegler (HS) or Mary Carr (Middle and Elementary) can see it and make sure they are 
ordering the correct thing. 

 
2. _____ Complete the Implementation Preliminary Requisition Form.  This form may be accessed by going to 

your Google Drive - http://google.drive.com. You will need to be logged into your GB Schools Google account. 
 
Once you are in Google Drive, in the upper right hand corner, click the blue “New” button 

 
 
Next, hover over “Google Sheets” and select “From a template.”  

 
 

Select the GRAND BLANC COMMUNITY SCH... tab at the top of the page and then find the ACC 4 - Ordering Materials 

category. Select 2 - IMPLEMENTATION Preliminary Requisition Form file. This will now open and save your own copy of 

the file in Google Drive. 

 

You will need one form per company. 
● To make additional copies of the form, simply go to File → Make a copy. You can make as many copies as you 

need, and everything will be saved automatically to your Google Drive. 
● Please check multiple times to make sure you have the correct ISBN/item number. This is how Shannon (HS) and 

Mary (Middle and Elementary) find the items.  
 
3.  _____Print the form(s) and give requisition form(s) and the quotes to Shannon Schwegler in the HS East Library 

(HS) or Mary Carr at Central Office (Middle and Elementary) within two weeks after your study is approved by ACC. 
(The sooner you can get it in, the better.) 

 
4. As soon as you turn in your information to Shannon or Mary, they will order your materials. 

http://google.drive.com/

