
Facility Services 
surplus delivery form
   Please review the following information and complete this form so that we may better serve you.
· We will try to locate your requested items as soon as possible.  Those items that are “rare” or “popular” may require additional waiting time.

· Our surplus items are free of charge if you are able to pick up the items yourself.

· There will be a $15.00 delivery fee per surplus item if the items must be delivered.  All items are delivered “as is.”  Check the box below if you would like to view your items before delivery.

· If you require your items by a specific date, please indicate that date in the space labeled “Receive By.”  If we cannot locate the requested items by the date indicated, we will automatically cancel your request.

	Contact:       
	Ext:       
	Fax:       
	Date:       


	Please Provide Chartfield String:
	Fund

(5 digits)
	Dept ID

(6 digits)
	Account

(6 digits)
	Program

(5 digits)
	Grant / Project

(6 digits)
	Class

(5 digits)

	
	     
	     
	617001
	     
	     
	     


Items to be delivered:  FORMCHECKBOX 
      View items before delivery:  FORMCHECKBOX 
    Self-Serve pick up at No Charge:  FORMCHECKBOX 
  
	Items to be delivered to:  Building:       
	Room Number:       


                                          Items must be received by (date):       
Please fill out the checklist below as accurately as possible.  Indicate the quantity needed in the space provided.  Use the “Other” area to make specific requests and color preferences.  We will try to match your request as closely as possible.
	Lateral File Cabinet:       
	Large Table:       
	Whiteboard:       

	Vertical File Cabinet:       
	Bookcase:       
	Boxes:       

	Modular Desk:       
	Credenza:       
	Shelves:       

	Standard Desk:       
	Chairs:       
	Pictures:       

	Small Table:       
	Bulletin Board:       
	Other:       

	Medium Table:       
	Chalkboard:       


Other Information:        
If items are to be delivered: Number of items @ $15.00 each:           
                                                                                                  Total Charge: $       
Please send or fax this form to:

facserv@calpoly.edu
Facility Services - Building 70 - Office: 6-5555 - Fax: 6-6114
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