[image: image2.wmf]    8130 Extension & Community Education
     P.O. Box 40010

     Lansing, Michigan 48901-7210

     Phone: (517) 483-1917  
     Facsimile: (517) 267-5004

     www.lcc.edu/ece
Off-Campus Delivery Form
To ensure punctual delivery, requests must be made 48 hours in advance.  Complete form and fax to ECE Courier station (GB 106) (517) 267-5004.  Also leave a voice mail message at (517) 483-1917 that fax has been sent.  (NOT to be used for Tests and Quizzes.)
To be completed by the person requesting the delivery.
Please use a separate form for each category of materials/equipment delivered.)

Requested By:       
Today’s Date:      
             Time:      
Phone:      
                      Dept:      
                           Program:      
Materials to be delivered (Check Category That Applies.)

AV Equipment:  FORMCHECKBOX 

Computers:  FORMCHECKBOX 

Evaluations:  FORMCHECKBOX 

Other:      
Please itemize all materials to be delivered. If the materials are confidential please send in a sealed envelope and label “confidential”.

1.      
2.      
3.      
4.      
Delivery Location From:      
(Please include address)
Delivery Location To:      
(Please include address)

Delivery Location Contact:      


           Deliver By: (Date/Time)      
Does this have to be returned?   Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
  
Return By: (Date/Time)      
Received by: ____________________________________________ Date:______________
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Delivered:  Date: _________ Time: _________ Courier: _________ Location: __________





Returned:   Date: _________ Time: _________ Courier: _________ Location: __________ 
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