Please complete ALL the information below and submit the completed form by e-mail or fax to:

moving@berkeley.edu
Receipt of your form will be confirmed via e-mail within 48 hours.
	CHART STRING TO BILL:
	BU
	Account
	Fund
	ORG
	Program
	Chartfield 1
	Chartfield 1

	Order can not be confirmed without chart string.
	1
	56640
	
	
	
	
	

	Requestor* name:
	
	Requestor e-mail:
	

	Requestor number:
	
	Requestor location:
	

	Contact** name:
	
	Contact e-mail:
	

	Contact cell phone:
	
	Contact location
	

	Event Location:
	

	Delivery/Set-up Date:
	
	Delivery/Set-up Time:
	

	Pick-up/Tear down Date:
	
	Pick-up/Tear down Time:
	

	Event Date:
	
	Event Time(Start & End):
	

	Items
	Quantity
	Size/Style
	Color

	Chairs
	
	
	

	Tables – Rectangular
	
	
	N/A

	Tables – Round
	
	
	N/A

	Linen – Rectangular
	
	
	

	Linen – Round
	
	
	

	Additional Items Required:
	Quantity:

	
	

	Check here for delivery and pick-up only (items will be delivered & picked-up at one location)
	

	Set-up Details:

	

	Diagram Provided?
	YES   (
	NO   (

	If diagram NOT provided contact must be available during delivery
	
	


ONCE AN ORDER IS PLACED CANCELATION FEES WILL APPLY.
FOR ESTIMATES COMPLETE THE FORM AND INCLUDE A NOTE IN THE SETUP DETAILS STATING “REQUESTING ESTIMATE ONLY”.

*Requestor: Person requesting services

**Contact: Person to be on-site during delivery/set-up.


