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TSG Online Catalog Entry Form

JetPAC number:		     			Date:

CR:							Requestor:

Business Owner:					BO cost center:

Form number (portal item ID):

Form number of item being replaced (if item is replacing something):

For inventory items only:
· Reorder notice contact – name and email (can have more than one): 
· Reorder quantity – at what point should the reorder contact be notified that quantities are running low?                

TSG catalog name (this is how the item will be labeled in the online catalog, for example: “CNY Gold Plan Brochure”):

Detailed description (optional – complete only if more information about this item would be useful to catalog end-users):

Overall Category (check all that apply):
[bookmark: _GoBack]☐ Sales                     ☐ Provider           	☐ Stationery            	☐ Internal
☐ Promo/Premium   ☐ Neighborhood Care ☐ Member Material	☐ AdvantageCare Physicians

Item Type:
☐ Directories and Formularies	☐ Brochures and Flyers 	☐ Promotional Items                          
☐ Applications, Forms, and Kits	☐ Cards and Letters
☐ Stationery (Business Cards, Envelopes, Folders, Labels, Letterhead) 
☐ Other                             

Line of Business (check all that apply): 
Commercial/Group
☐ Large Group   ☐ Small Group   ☐ Labor   ☐ Higher Education
☐ City of NY     ☐ Medicare Group
Individual:
☐ Medicare ☐ Medicare Supplement ☐ Medicaid ☐ HARP ☐ CHP 
☐ QHP ☐ Essential Plan 
Other:
☐ Dental

Language(s): ☐ English ☐ Spanish ☐ Chinese ☐ Other (Please specify): 

Geography (only if item has geographic restrictions): ☐ NY ☐ Tristate ☐ National                    

Is the item just for this cost center (restricted), or can other cost centers use it (communal)?
☐ Communal or ☐ Restricted

If restricted, which cost center(s) have access?

Is there a maximum amount someone should be able to order?
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