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Inventory Pickup Request
Email completed form to: [image: image3.wmf]DOADEORecordsCenter@wisconsin.gov


	Requestor Information -- All answers are required.

	First Name:
	Last Name:

	     
	     

	Phone Number:
	State Records Center User ID:

	     
	     

	

	Address Information (where boxes are located)

	Street Address:

	     

	Building Name:
	Office/Room:
	Floor/Pillar/Column:

	     
	     
	     

	

	Alternate Contact Information (if applicable)

	Alternate Contact Name 
	Alternate Contact Phone Number

	     
	     

	

	Delivery Date (if shipping from outside Madison Metro area)

	Delivery Date to SRC 

	     

	

	Request Type (Complete only the section(s) that apply.)

	A. New Box Information:

	1. First SRC Box Number listed on Transmittal Sheet 1:
	     

	2. Last SRC Box Number listed on Transmittal Sheet 1:
	     

	3. First SRC Box Number listed on Transmittal Sheet 2:
	     

	4. Last SRC Box Number listed on Transmittal Sheet 2:
	     

	· If you are requesting pickup for boxes on more than one Box Inventory / Transmittal sheet, list the box information requested above for each sheet separately. 

	· We only pick up in the Madison Metro area.  Offices outside the Madison Metro area need to make their own arrangements for shipping boxes to the SRC. Fill out the information above including the delivery date line.

	· Correction or duplicate label delete requests should be emailed separately on the appropriate forms. 

	· Only SRC approved boxes can be used for storage. They can be ordered through MDS at 608/497-4400.

	

	B. Interfiles or New Indexed File Information (bar-coded individual files):

	1. Number of Files:
	     
	 FORMCHECKBOX 
 Interfiles
	 FORMCHECKBOX 
 Indexed Files
	

	2. Files are in a transport box(es): 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	If yes, how many boxes?
	     

	

	C. Returning Checked Out Boxes or Files:  

	1. Quantity Boxes
	     
	OR

	2. Quantity Files 
	     

	

	D. Destroy Boxes: 

	1. Approximate Quantity
	     
	

	Destroy boxes must be:
	

	· Covered

	· Taped shut

	· Labeled “destroy” or “media destroy” as appropriate

	· Under 30lbs (Non-SRC boxes acceptable, i.e. copy paper boxes)
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