Inventory Order Form Instructions
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· You will receive an email on Friday morning at 8:00 a.m. through Constant Contact, which will look like the one above.
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· You will click on the green “Inventory Ordering Form” Button to maneuver to the inventory ordering form.  It is a JotForm.
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· When you get to the JotForm page, this is what you will see first.
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· You will be required to complete your Agency Code.
· You will be required to check at least one order type; HOWEVER you should choose at a minimum two choices, but can choose more.  This is where you let us know if you are placing a GMFB order, expecting an ACFB order, and whether the order is pickup or delivery.  Check all that apply.
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· If you have chosen pickup, you will need to provide two preferred times for pickup.  Enter a date and time for each slot.
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· If you have an ACFB order for pickup, you will need to provide two preferred times for pickup as well.
· There is a blank for any additional information.  This is a free field to put what you want.  For example, you could tell us if you would like us to store your ACFB or GMFB order for a time.
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· You could also leave a comment, such as you will accept substitutions on your GMFB orders for items that are low.
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· Once the top portion is complete, you are ready to begin your order.  
· You will notice that the descriptions, pictures when available, estimated weights, storage type, availability, limits, and cost share are all included for each item.
· When placing your order it is not necessary to check the white square at the top left of the item to select the item you want. Just enter the quantity you want for the item you wish, and the blue check will appear on the item.
· Although the quantity defaults to 1 you are not receiving 1 of everything.  It only counts the item when the blue check appears on the item at the top left corner.
· Once you have entered the quantity you want of that item. You will need to use the dropdown to choose if you want it by the case or by the pallet, etc. It will default to the case unless it is only available by a particular method, such as by the tote. 
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· Once you have selected all of your items for your order, click the “Submit Order” button.
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· Once submitted, you will receive this “Thank You” confirmation.  Please note the information provided below the thank you.  If you don’t receive a meeting request within 24 hours. Please contact the Logistics Team at 770-534-4111.
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4. Assorted Bread &
Bakery

Category: Bread / Bakery
Description: Assorted
Bread & Bakery Package
Info: Misc. packages
Estimated Weight: 30 Ibs.
Storage: RFG Case
Availability: 10

Free

Category: Meat/Fish/Poultry
Description: Assorted Grocery
Meats (processed meat, deli
meat, hotdogs) Package Info;
Fresh, Frozen, Entrees, Bagged
& Bar Cheese Estimated Weight
Ibs. Storage: FR Case
lability

v

4. Hawaiian Pretzel
Bites (pallet only)
Category: Bread / Bakery
Description: Hawaiian
Pretzel Bites (only by the
pallet) Package Info
Sam's Club display pallet
Estimated Weight” 150
Ibs. Storage: FR Case
Availability: 7

Free

31. Deli/Prepared
Salads & Meats

Category: Prepared &
Perishable Description
Deli/Prepared salads,
sliced deli meat in store.
deli pizza, sandwiches
Package Info: - Estimated
Weight 25-35 Ibs.
Storage: FR Case
Availability: 48

50.08

o

15.Tuna

Category: Meat/Fish Poultry
Description: Tuna Package Info
Box of 48, 5 oz cans Estimated
Weight: 18 Ibs. Storage: DR
Case Availability: 1000 (Limited
24)

28 Assorted Retail Produce

Category: Fresh Produce
Description: Assorted Retail
Produce Package Info: Banana
Box of Retail Size Products
Estimated Weight: 20-30 Ibs.
Storage: RFG Case Availability
48

'
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10. Pears

Category: Fruits

(Canned Frozen) Description
Pears Package Info: 24/15 oz per
case Estimated Weight: 26 Ibs
Storage: DR Case Availability
250

s0.21

(D)

23, Peanut Butter

Category: Non-Meat Protein
Description: Peanut Butter
Package Info: box of 12, 18 0z
cans Estimated Weight: 15 Ibs
Storage: DR Case Availability

Ordes

Powered by Jotform

25. Assorted Snacks

Category: Snack Food &
Cookies Description
Assorted Snacks Package
Info: Banana Box of
Retail Size Products
Estimated Weight: 1020
Ibs. Storage: DR Case
Availability: 48

50.08

o





image10.png
Thank You!

Now create your own Jotform - Its free! Create your own Jotform




image1.png
Please don't forget freezer blankets when picking up.

Place your orders for delivery
48 hours prior to delivery date.

1f you pick up at the GMFB
warehouse your order must be

at least 24 hours before the
scheduled pick up.

Click to view this week's
inventory and place your order

Inventory Ordering
Form
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Georgia Mountain Food Bank Order Form

Order available inventory. Please select products and your pickup time slot.

Agency Code *

Order Type (check all that apply) *
GMFB

ACFB

Pickup

Delivery

First preferred pick up day and time (Tuesday 9/5/26 9:00)

Second preferred pick up day and time (Thursday 9/7/26 1:00)
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Georgia Mountain Food Bank Order Form

Order available inventory. Please select products and your pickup time slot.

Agency Code *
[eun

Order Type (check all that apply) *
GMFB

ACFB.

Delivery
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