WSU E-Forms Request for Shipment of Merchandise
Log into E-Forms- http://public.wsu.edu/~forms/eforms.html
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Select 'Request for Shipment of Merchandise' from the Form Templates
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Select 'Start New'

Fill out the highlighted boxes with the information required
Be sure you complete the sections on 'Ship Via', 'Billing', & 'Hazardous Materials'
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Click 'Sign Form' when information is complete
Click 'Submit to Workflow' at the bottom of page
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On the left hand side of your screen, select 'Central Receiving' and 'ADD'
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Select 'Submit to Workflow' at the bottom of the screen. 
Write request # on the box. Print out a copy of the form and place with the box in room 285. 

[bookmark: _GoBack]Call Central Receiving 5-5575 and let them know there is a package to pick up in Johnson Hall 285 and if they need a hand truck. 
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REQUEST FOR SHIPMENT OF MERCHANDISE DATE SENT

CENTRAL RECEIVING 1120
WASHINGTON STATE UNIVERSITY

It WSU pays shipping, please provide the WSU account number
(budget project) below to the carrier as a reference. The carrier should
include this number on the bill sent to WSU

REQUEST NO.
178498

[FREIGHT CHARGES
CARRIER

CARRIER TRACKING NUMBERS

DATE BUDGET |PROJECT

SHIP TO:

BUSINESS NAME [ATTENTION

STREET NO. USE STREET ADDRESS ONLY -~ NO PO BOXES RECIPIENT TELEPHONE NO.
(Required)

CITY

SHIP VIA [ ] GROUND [ ] AIR3-DAY [ ] AR 2DAY

AR 1-DAY  [[] PREPAID LABEL [ ] AUTO FREIGHT

NO_OF _[SPECIAL INSTRUCTIONS
CARTONS

DESCRIPTION OF MERCHANDISE

BILLING o5 5 gy BILL RECIPIENT SHIPPING [
WSy RECIPIENT _ ACCOUNT NUMBER COLLECT

DEPT. |BUDGET [PROJECT [OBJ]INSURE? VAL

AccT NO YES _ PER CARTON

COMPLETE THIS SECTION IF SHIPi

PING HAZARDOUS MATERIAL

HAZARDOUS MATERIALS?
NO YES DRY ICE OTHER

DETAILED HAZARDOUS WATERIAL DESCRIPTION

HAZARDOUS MATERIAL PACKAGE PREPARER

[TELEPHONE,
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COMPLETE THIS SECTION IF SHIPPING HAZARDOUS MATERIAL
HAZARDOUS MATERIALS? DETAILED HAZARDOUS MATERIAL DESCRIFTION
NO YES DRY ICE OTHER
FAZARDOUS MATERIAL PACKAGE PREPARER [TELEPHONE
COMPLETE THIS SECTION IF RETURNING MERCHANDISE
PURCHASE |FIELD ORDER NO K ORDER NO BLANKET ORDER NO ITEM NO
ORDER OR OR
NUMBER [ 5
REASON FOR WRONG
RETURNING WRONG ITEM DELIVERY REPAIR DAMAGED [ ] OTHER, DESCRIBE BELOW
MERCHANDISE ADDRESS
HAS VENDOR BEEN CONTACTED? YES NO

IF YES, ENTER NAMES, DATES, AND DESCRIPTIONS OF VENDOR CONTACTS BELOW.

RETURN AUTHORIZATION NO.

PREPARER E-MAIL

[AUTHORIZED SIGNATURE
WeUTZ1z-GENEXTTIOTS

Sign Form
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