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NASPO CUSTOMER
REQUEST FOR ASSET RELOCATION/RETURN
[bookmark: Text1]DATE OF REQUEST:      
CUSTOMER INFORMATION
	Purchase Order Number (if required)	Date of Installation	Contract Number	Member #
[bookmark: Text2][bookmark: Text3][bookmark: Text4][bookmark: Text5]	     	     	     	     

	[bookmark: Text9]Request for:      
Relocation – One (1) free relocation move per asset per year. If move requires trained personnel, move must be supervised. Note for the 2nd move, the installation, de-installation, freight and other additional fees may apply to the total cost of the equipment move. Dealer will provide a quote to member and will bill direct at the agreed upon rate.
Return of Leased Asset (no cost)
Please allow 15-30 days for return processing



BILL TO INFORMATION
	Customer Name
[bookmark: Text6]	     
	

	Street	     
	     
	

	City
	     
	[bookmark: Text7]State       
	[bookmark: Text8]Zip Code      

	Contact Name
	     
	Contact Title
	     

	Telephone Number
	     
	Fax Number
	     



CURRENT EQUIPMENT LOCATION	NEW EQUIPMENT LOCATION
	Customer Name
	     
	Department
     
	Floor/Room/Suite
     
	Customer Name
     
	Department
     
	Floor/Room/Suite
     

	Street
     
	
	Street
     
	

	City
     
	State
     
	Zip Code
     
	City
     
	State
     
	Zip Code
     

	Contact Name
     
	Contact Title
     
	Contact Name
     
	Contact Title
     

	Telephone Number
     
	Fax Number
     
	Telephone Number
     
	Fax Number
     

	Model Number:
     
	Serial Number:
     
	Model Number:
     
	Serial Number:
     

	Meter Read
     
	Pickup Date:
     
	Meter Read
     
	Delivery Date:
     

	Name: 	     
	Title: 	     		Date: 	     
	

	Signature:
	
	

	Special Instructions/Removal Instructions	     
     
     



Customer must sign this form indicating consent to move or remove equipment. Send this form to Operations via REQUESTOR AUTHORIZATION
[bookmark: _GoBack]FAX or EMAIL:
Operations Fax:	800.999.0057
Operations Email:	naspo.orders@tabs.toshiba.com
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