MATERIAL MASTER NUMBER REQUEST FORM

	INSTRUCTIONS

Prior to requesting a new material master number, an SAP search should be done in MM03 (Material by Material Group tab) for an existing number.  Conduct a “wildcard” search by using an asterisk (*) before and/or after the portion of the word being searched.  i.e. - For “engine” you would type *ENGINE* or ENG* in the area allotted for “Material Description.”  This will provide you with all material numbers for any item containing the word “engine” or “eng.”

	Requestor’s Name:
	     
	Date:
	     
	INFORMATION   ( Must read before proceeding)
1. Description limited to 40-characters.

2. Begin with the NOUN that describes the material – do NOT abbreviate the NOUN.

3. Use all CAPITAL letters  

4. Use a comma (not space) to separate noun, adjectives and attributes.

5. Each material master must be unique.

6. Do NOT put Supplier’s name, brand or reference # in the short text.

7. If planning to request a mass load of material numbers (greater than 100), please contact us for the appropriate Excel template prior to submission.
8. All information submitted is subject to change upon review.

	Email:
	     
	Telephone #:
	     
	

	Agency:
	     
	Agency Plant #:
	     
	

	
	
	
	

	Unit of Measure (UoM)*:

UoM should be lowest possible unit of issue or order.  DGS may issue alternate units of measure, i.e., 
       Each as  Base UoM; 
       Dozen as Alternate UoM:  
                      Dozen = 12 Each;
       Case as 2nd Alt. UoM:

                      Case = 144 Each
	Commonly Used UoM:  

BAG=Bag
DZ=Dozen
LOT=Lot
ROL=Role
BOX=Box
EA=Each
OZ=Ounce
SPO=Spool
BT=Bottle
FT=Foot
PAA=Pair
TON-Ton
CAN=Canister
GAL=Gallon
PAC=Pack
TS=1000
CAR=Carton
GRO=Gross
PC=Piece
YD=Yard
CRT-Crate
H=Hour
PT=Pint
CS=Case
L=Liter
QT=Quart
DR=Drum
LB=Pound
RM=Ream

	Valued Items** are operating supplies, with an inventory impact of quantity AND price.
	

	Item
	Create

Change

Delete
	UoM
	*Alt.

UoM
	Current Material #
	 UNSPSC Group
	Material Description for SAP – 40-Characters

(Spaces count as characters)
	1) Provide any additional details – information that can facilitate 
the correct UNSPSC assignment.

2) When requesting a Change or Deletion, include reason.

3) If requiring Material Number Long Text – list it here.
4) *NOTE: Include the Alternate UoM breakdown info here.  
	Inventory Items

(Yes or No)
	Valued Items

(Yes or No)

	1.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	2.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	3.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	4.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	5.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	6.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	7.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	8.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	9.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	10.
	 FORMDROPDOWN 

	    
	    
	     
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	  Are any of the requested items on a Statewide Contract?   FORMDROPDOWN 
   If “YES”, please list those items along with name of contract:       
  
NOTE:  You must forward this request directly to the Contract Commodity Specialist for their review PRIOR to submission to the email address below.

	  Agency plant for Extension Purposes:       
	NOTE:  DGS will execute a plant extension to the top level of the agency (i.e. 2100) when requested.  Any extensions below that level will be handled by the agency.  If you have a mass load of plants (greater than 100), we may be able to provide assistance in that regard, but you must contact us prior to your submission of the BOP-002.

	  COMMENTS:       


Send questions to:  ra-material@state.pa.us
Send this completed form to ra-material@state.pa.us
BOP-002 Rev. 01/21/2009
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