SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

Purchasing and Warehouse Services

SERVICES REQUEST FORM

	SCHOOL/DEPT.(Name)

EXAMPLE:

HAPPY SCHOOL


	DATE

EXAMPLE:

5/25/07



	PICK-UP LOCATION

EXAMPLE:

FRONT OFFICE


	DELIVERY LOCATION

WAREHOUSE

	REQUESTED BY (Name)

ENTER YOUR NAME, EXAMPLE:

PATTY TURNER


	PICK-UP DATE (if applicable)

     

	
	JOB DESCRIPTION:

5 DISCARD BOXES/10 SURPLUS BOXES = 15 BOXES

	

	
	INSTRUCTIONS:

WHEN YOU HAVE COMPLETED YOUR FORM FAX IT TO THE WAREHOUSE: 6659 ATTENTION STEVE MEYER. STEVE WILL THEN NOTIFY THE ROUTE DRIVER THAT THERE ARE MATERIALS TO PICK UP. ATTACH THIS FORM TO THE BOXES.
	

	
	AUTHORIZED  SIGNATURE                                              DATE

                                                                                             

	
	PICKED UP FROM: ___________________________   DATE________

RECEIVED BY:       ___________________________   DATE  _______

8/4/03                                         
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