	Yavapai 

College 

Shipping Division
1100 East Sheldon Street

Prescott, AZ 86301

928-776-2192; FAX: 776-2193
E-mail:   Reed_Winfrey@yc.edu 
	Message for Users of this Form:

Do “SAVE AS” using (in upper case) the first (4) letters of your department name. (In lower case) your initials, the vendor name, the date and the vendor’s RMA # if available as the file name. Save your document on your “M” drive. E-mail your saved document as an attachment to:  Centralreceiving@yc.edu (this allows electronic tracking). Bring the items to the Receiving Office, or Email this form for pickup.

	User Name:
	

	User Department:
	

	User Phone:
	

	Ship To: Name
	

	Ship To: Street Address
	

	Ship To: City / State
	

	Ship To: Zip
	

	Date to shipping department:
	

	Date Shipped:
	

	Return RMA/RO/RPO:

[image: image1.wmf]
	If you require additional insurance, please specify the dollar amount, and the department account it’s to be charged to.
Amount:

Account:

If you are requesting a particular shipping company choose one below.

UPS (  ) Airborne (  ) FedEx (  ) US Mail (  ) Freight (  ) Other:_________________
If an account other than the college is paying please provide number.

Account number:

_____________________________

Will Item/s be returning to Yavapai? YES____ NO _____             



	Item #
	Quantity
	Units
	Model #
	Description


	THE FOLLOWING INFORMATION IS TO BE COMPLETED BY THE SHIPPING CLERK.

	Transportation
	UPS ( \ ), Airborne (  ), FED EX (  ), US Mail (  ), Freight (  )

	freight Co. Name
	

	Returns:

Yavapai College

1100 E Sheldon Street

RECEIVING

Prescott, AZ. 86301
	Business Office:

Yavapai College Business Office

1100 E. Sheldon Street, PO BOX # 6007

Prescott, AZ. 86301


1

