	Work Order #___________ (PPL Office Use)

	MOVING SERVICE REQUEST FORM
Please email the completed form to moving@uwyo.edu
UW Moving Services offers broad and general moving services to UW departments with objectives being efficiency, timeliness and professionalism. UW Moving Services has handled moves of every size and variety with the goal of making your moving experience as smooth and stress-free as possible. Please complete the moving service request form and provide as much information regarding your move as possible, i.e. building and room numbers of items to be moved from and to, how many desks, file cabinets, chairs, computers, boxes, etc.  Also be aware that depending on your moving request, your move may be either billable or non-billable. The rule of thumb is any moving services request that is not for the direct benefit of UW students would be billable. Once your moving services request is submitted and the scope of your move is determined, your move will be scheduled.  If you have questions pertaining to your move and need to speak to moving services personnel, call 766-2409.

Department Requesting Services:
Today’s Date:
Requested Moving or Event Date(s):
Deliver Before This Time (if appropriate):

am:
pm:

Building or Location (specific):
Room #’s: 
Contact Person 1 (phone & email):
Contact Person 2 (phone & email):
DESCRIPTION OF ITEM(S) & NUMBER OF ITEMS TO BE MOVED INDICATED BELOW:
FROM:

TO:

Building & Room:
Building & Room:
Boxes:
 

Books:
 

Book Shelves:
 

Tables:

Computers:
 

Carts:
 

Chairs:
 

Desks:
 

Cabinets:

Regular File Cabinets:
 

Lateral File Cabinets:
 

Miscellaneous:
 




Additional Notes:

