Department of Purchasing

Authorized Department Representative (ADR) Request Form
for Temporary Employee Services


Attention Requester:

· This form is to be submitted only if your department DOES NOT currently have an Authorized Department Representative who can submit requests for Temporary Employees (Person of Interest – POI) to the Contracted Temporary Employment Agency.
· Please fill out Section A below and e-mail as attachment to PurchAdmin@uthscsa.edu 
· IMPORTANT:  This form is to be submitted by the department’s head/chair/director indicating their approval to add a requester to the Authorized Department Representative Listing.
· Call Purchasing’s Central Desk at (210) 562-6200 with any questions.

 FORMCHECKBOX 
 New Request


 FORMCHECKBOX 
   New Request & Update


 FORMCHECKBOX 
 Update ONLY
SECTION A

	Department  ID 

	        

	Department  Name

	     

	*Contact Name (ADR)

	     

	Department Location / Room Number

	     

	E-Mail Address

	     

	Telephone Number

	     

	Name of Individual(s) to Remove from List:


	     


Comments:
     













	SECTION B
(FOR OFFICE USE ONLY)


Updated Authorized Department Representative Listing and sent list to Contracted Temporary Employment Agency: 
Sent to: 








Date: 

/
     /


 

                   (Name of Contact @ Agency)
Received & Processed By: 






Date: 

/
     /



Revised:  7/9/07

