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Cobb County School District 






                  Form EHB-3
A community with a passion for learning!

Records Management Handbook

CENTRAL WAREHOUSE SERVICES

DATE OF REQUEST: 













*LINES MUST BE                        Note: Each activity requires a separate form.
FILLED IN.                                           Please print Information on form!
*SENDER'S NAME: 





  LOCATION: 






PHONE #: 




  EXT.#



*SERVICE REQUEST:      *PICKUP: 


     *DELIVERY: 

     *TRANSFER: 


*From Facility: 








  *Room: 




*To Facility: 








   *Room: 




*Date request for completion of work: 






Note: If this request is for a transfer, please fill in names below:

List receiving person's name: 





  Phone: 


 Ext. 


This request approved by: 





  Date: 




                                                                             (Department head or Principal)

	No. of
Items
	DESCRIPTION OF EACH ITEM:
	
CONDITION:
USABLE            DAMAGED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	FOR WAREHOUSE USE:
Scheduled Date of Service:

	Order pulled by:                                                                Checked by:

	Delivered by:                                                                                                         Date:

	Received by:                                                                                                         Date:

	E-Mail:                                                                                  Phone: 770 426-3385                 FAX: 770 590-4508


Items listed above are the property of Cobb County School District. If items are no longer of use to the receiving school/department they must be returned to and disposed of through Cobb County School District's Procurement Services Department as specified in Administrative Rule DO (School Properties Disposal Procedure).

Revised: 6/14/06
