CAROLINA RECORDS & INFORMATION MANAGEMENT

REQUEST FORM
(803) 791.0330

Fax completed form to (803) 796.0802

	
	
	
	
	
	

	
	
	
	DATE:
	
	

	ACCOUNT #:
	
	
	ACCOUNT NAME:
	
	

	REQUEST BY:
	
	
	TELEPHONE:
	
	

	SPECIAL INSTRUCTIONS:
	
	


	
	SERVICE REQUESTED:
	· Delivery/Pick Up
	
	· Customer Pick Up
	

	
	
	· Next Day
	
	· Rush (Within 90 minutes – additional charges apply)
	


	 RCD. CNTR.
	    CLIENT
	
	CHECK ONE

	BARCODE #
	BOX #
	FILE DESCRIPTION (For File Retrievals Only)
	TEMP
	PERM

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	

	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PICK UP:
	
	New Boxes to be added to Inventory
	
	PURCHASE:
	
	1.2 cf Self-Fold Boxes

	
	
	Boxes to be returned to Inventory
	
	
	
	1.2 cf Boxes

	
	
	Files to be returned to Inventory
	
	
	
	1.8 cf Boxes

	DELIVER:
	
	Barcode Labels (Box/File)
	
	
	
	2.4 cf Boxes


	FOR USE BY CRIM PERSONNEL ONLY:

	DATE ORDER RECEIVED:
	
	TIME ORDER RECEIVED:
	
	WORK ORDER #:
	
	

	
	
	
	
	
	



