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Instructions
You can type in all the fields on this form right on your computer, typically via Acrobat. I would start at ITEM INFORMATION and work down. Branch/Dept. and Date are for your branch to fill in.

You must then print this document onto one of TPL’s original-stock blue suggestion forms. In the Print dialogue box under Comments & Forms, select “Form fields only.” (This note won’t print unless you tell Acrobat to print comments.)

You can use bold and italic in relevant fields. The form should be marginally accessible via screen reader.
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