THE UNIVERSITY OF TEXAS SOUTHWESTERN MEDICAL CENTER

University Surplus Warehouse

LAB EQUIPMENT/CLINICAL ITEMS PICK-UP REQUEST

ALL LAB AND CLINICAL EQUIPMENT MUST BE DECONTAMINATED PRIOR TO PICK UP.
CALL ENVIRONMENTAL HEALTH & SAFETY TO SET UP A TIME FOR DECONTAMINATION.  ONCE DECONTAMINATION HAS TAKEN PLACE, CONTACT SURPLUS WAREHOUSE FOR THE PICK UP.  A DECONTAMINATION CONFIRMATION LETTER MUST ACCOMPANY ALL EQUIPMENT, OTHERWISE ITEMS WILL NOT BE PICKED UP.
214.648.2250 – Environmental Health & Safety
	
PICK-UP FROM: Build________ Floor_______ Room________ Sub________

	Dept: 
	Requester:__________________________________

Mail Code:_________ Phone_______ Fax________

                                     Return Fax Number Required
	Date:


Please allow two weeks on all pick-up requests.
	
DELIVER TO: University Surplus Warehouse 


	
Inventory***

Number
	Description *
	Cond.

Code**
	Decontamination
(sign/date)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


**Contact Inventory Control X86042 if you have difficulty locating the inventory number. 
NOTE:  PLEASE RETURN ALL OWNER MANUALS/INFORMATION WITH EQUIPMENT.

	
RELEASED BY

	Name:                                                                        Ext:
	Date:


* Refrigerator, Freezers requires a $50.00 IDR to Inventory Control for degassing.

** Condition Code
S - Surplus to needs of the department, Functional.

P - Dismantled for Parts, No Longer Functional.  

O - Obsolete, Worn Out, No Longer Functional.

All items transferred to the warehouse will be made available to any interested departments and or sold in the next auction.

Send/fax to Inventory Control Warehouse fax 86020 - Make copies as needed.


THE UNIVERSITY OF TEXAS SOUTHWESTERN MEDICAL CENTER

Surplus Warehouse Pick-up Request
When to fill out a "University Surplus Warehouse Pick-up Request" - Whenever a department has a surplus piece of equipment or furniture, whether on inventory or not, functional or not, it should be sent to the Surplus Warehouse. The item can be reassigned to any department if needed. After due time the items will be disposed of in accordance with State Law. Items will be picked up by the Surplus Warehouse Crew and transported to the warehouse. Only items properly listed on the form will be transferred off the department’s inventory listing.

PICK-UP FROM
Building Floor & Room number where the items are to be Picked-up. Note DO NOT STORE ITEMS IN THE HALL WAY.

DELIVERY TO SURPLUS WAREHOUSE
All items are transferred to the Surplus Warehouse.

Note: The item must be properly listed by U T Inventory Tag Number and received in the warehouse before it will be transferred off the Departments Inventory Listing.

DEPT: Department /Division code as used in Accounting.

REQUESTER: Name, mail code, fax number (required) of the person requesting this pick up.

DELIVER TO: All items will be delivered to the University Surplus Warehouse.

INVENTORY NUMBER - The assigned U T Inventory Tag Number of each item listed. If the item is not on inventory mark this space with "NOI", Not On Inventory.
DESCRIPTION - A description of the item, preferably the one used on the inventory listing.

CONDITION CODE - A code stating the condition of the item, see codes at bottom of form.

DECONTAMINATION – Initial and date.  Send Confirmation of Decontamination Letter with pick up request.

RELEASED BY

Name - The name of the employee that released the items to the Surplus Warehouse Crew.

EXT. - Phone number of person above.

Date - Date released.

SEND FAX FORM TO INVENTORY CONTROL 

Surplus Warehouse Fax 86020


