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Creating a requisition on behalf of 
someone else will default the ship to 
address and some of the billing 
information. Please ensure they have the 
correct Ship to Address. 

The ship to address will appear as follows:

▪

▪

▪ Open up the Tiger Project/Contract template – TAB Location
▪ Line 1 to include the Client name, building name/street (column N)
▪ Line 2 should floor of building if applicable (column O)
▪ City (column R)
▪ Postal code (column U) 
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