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CATALOG MANAGEMENT FORM INSTRUCTIONS


The Sunflower Catalog Management Form is used to request the addition, modification or retirement of a catalog entry.  Using the tables on the second page, enter the request information in the appropriate fields.  
This form allows for multiple entries by adding rows to the table on the second page.  
If you are using Microsoft Word 2003, place the cursor in any of the cells in the last row and click to input another row. Go to the Main Menu bar and select Table ( Insert ( Rows Below. 
If you are using Microsoft Word 2007, place the cursor in the far left of the first cell until the cursor looks like a solid arrow and right-click to input another row.  Select from the pop-up menu: Insert ( Insert Rows Below.
To create a new entry or retire an existing entry, use the New/Retire Entry table.

To modify an entry, use the Modify Entry table.
Please fill out all fields in the tables on the second page.  Any fields with an asterisk (*) denote a required field.

	Requested By: 
	Person requesting the add, modification or retirement of the catalog entry


	Date:
	Date of request



	Email:
	Requestor’s email address



	Phone:
	Requestor’s phone number



	Action:
	The type of request needed for the catalog entry:  N for New or R for Retire

	Update:
	This is for modifications only.  In the first row for previous, input the current information.  In the second row for modified, input the modified information.

	Manufacturer:
	Provide maker of the product/item



	Model Name:
	Provide the model name of the product/item



	Model Number:
	Provide the model number/version of the product/item



	Description:
	Provide a brief description of the product/item



	Web Link:
	Provide a web link to the product for reference, preferably one from the manufacturer’s website. The web link should be specific and upon viewing, should show all the details of the product/item and preferably a picture as well. Non-specific web links such as www.dell.com will not be accepted. If there is no specific web link available, you can send the purchase or invoice documentation in lieu of the link.

	FSC Code:
	Provide the four digit Federal Supply Classification (FSC) code for the catalog entry, if known, to ensure proper categorization.


Submit completed forms to the Sunflower Helpdesk (sunflowerhelpdesk@doc.gov). 

	Requested By:
	
	Date:
	

	Email Address:
	
	Telephone Number:
	


The Sunflower Catalog Management Form is used to request the addition, modification or retirement of a catalog entry.  Please note that a copy of the invoice may be requested if the Sunflower Management Center is unable to validate the name of the manufacturer or the model number.

	NEW/ RETIRE CATALOG ENTRY
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	MODIFY CATALOG ENTRY
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