Required Information for ARS Customer Pickup

	How many pieces of equipment is our freight vendor picking up (approximately)? *see below for definition of a “piece”
	

	Packed # of skids (Pallets)? Or is the equipment non-palletized?
	

	Will you be packing and palletizing the equipment or does Dell’s freight vendor need to come prepared with packing materials? (no extra charge for Dell to do so)
	

	Please provide physical location and address of equipment to be picked up.


	

	What floor?
	

	Is there a freight elevator if needed?
	

	Is there a loading dock?
	

	Name of contact person at pick up site:

Phone number:

Email address:


	

	Name, phone and email address of person receiving the settlement report.


	Minhthu Pham; (713) 743-8757; MPham@Central.UH.edu (please do not change this field)

	UH tag number for each tagged piece of equipment (please attach additional sheet of paper if necessary)
	

	Model number for each piece of equipment (please attach additional sheet of paper if necessary)
	

	Serial Number for each piece of equipment (please attach additional sheet of paper if necessary)
	

	If the equipment is from Dell, the Service Tag Number for each piece of equipment (generally CPUs laptops, and printers)
	

	Description of the equipment or box of peripherals
	

	Other Special Instructions

	


Please fax to 3-5378 or e-mail to Minhthu Pham at MPham@Central.UH.edu
Note:

In order for pickup, you must have 10+ “pieces”

Example of a “piece”:

· Monitor

· PC (mouse and keyboard attached)
· Laptop (complete unit needed for possible residual value. ie: battery, optical drive, etc.)
· printer

· box of other peripherals that weighs 40lbs or less (nic, modems, hard drives, keyboards, mice, cell phones, pdas, general small peripherals)

· UPS (battery backup)

*items over 40lbs count for 2 pieces (1 piece per 40lbs)  Some printers and UPS units, servers, etc., weigh more than 40 lbs, each 40 lbs count as a “piece”.
