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the beginning of the school year. We cordially ask for your
1 L . . -JJ Documents patience more n.ow than e.ver, as w.e ha.ve our B2f and B450
og1in tO C1 uest crews booked with the primary objective of moving 9
. g departments from across campus into the new Health
f‘ s Professions Building. As a reminder, we will only be able to
service EMERGENCY B24s and B450s starting from July 15th
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to August 16th. Your business is very important to us, and we ®
(44 Z Emrs humbly request your patience in processing your requests. If, - KR ey misk B senmmins aaL o
I O 0 Or OWC ase . you have an emergency that needs immediate attention Jonitorial Cleaning - ot Scientific Research
. please notify us by calling 285-1803. ” . = Chemicals
Accounts
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We suggest that you do not copy Showcase supplier
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= Completing a Sole Source with Capital Equipment
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4. Complete Form

¥ Showcased Services ?
5. Add and go to Cart
. P . . Non PO Payment Request
Equipment Request - B24 Sole Source Justification Move Request - B450 Courier Request Form Supplier Request Form
.
6. Proceed or Assign Cart
Wire Request Form
Equipment Request - B24 Available Actions: | Add and go to Cart ~ N close | &
B24 Borrowing Equipment - Purchasing Services z
S Delivery: z Pick Up: ?
‘\/' Ef,‘ !‘VLE §§ﬁ'{,€ Time of loan permitted may not exceed two weeks. Date
Building/Room
Preferred pick up time Please select... ¥
Date
mm/dd Event Type
Actual Delivery Time Needed Please select... ¥
=
cters remaining expand | clear
Contact Information ?
Name Department Phone
Additional Notes ?
=
expand | clear
Items Available to Borrow z

Please use this form to request the use of university owned tables, chairs. risers. and other meeting related equipment. Electronic equipment requires a work order be completed. If you have questions please contact Purchasing Services at 765-285-1803 or
e-mail Purchasing Services

Tables = Chairs =
Select Description of item(s): Select Description of item(s):
6 Foot Table (Dimensions: 6 x 30 x 30) Quantity Metal - (Outside Usage) Quantity
8 Foot Table (Dimensions: 8 x 30 x 30) Quantity Plastic - (Inside Usage) Quantity
Quantity Risers 8 Steps/Miscellaneocus 2
Select Description of item(s):
Quantity Quantity
Quantity



Must Complete all Required Fields

Delivery: ? Pick Up:
Time of loan permitted may not exceed two weeks. Date P f d P_ k D t
- i . rererred Fick u date
Building/Room Building Code/Room # P

i | kreferred pick up time . -
Date Preferred Pick up Time

Date Need Delivered

_.ent Type

Actual Delivery Time Needed _[

Time of Day Needed

100 characters remaining expand | clear

Lontact iInformation

Name Department Phone

Requestor Name - Requestor Department

Additional Notes

| s

Requestor Phone

If Urgent let us know, If there is B450 related to same event please note here.
Preferred date is only a preference, If time sensitive please include information about certain date.

Tips to Complete Form
1. Must complete all required fields

2. Actual Preferred Pickup date and Delivered date may
vary depending on timing of event (eg. AM day before)

3. Submit the form, Do Not assign.
4. DO NOT mix this form with other suppliers
5. DO NOT use Equipment Account codes on B-24s



