Upshur Human Resources, Inc.
Office Equipment Request for Service Form

Employee Requesting Service





Date 




Circle Service Requested

Computer 

Copier Service
Copier Toner 
Fax
      Internet


Printer

PROMIS

Telephone

Other
Copier ID Number (if applicable) 




Copy Count (if applicable) Mono


 Color 


 Total 



Location of Item 












Description of Service Needed










Submitted by 






Date 





Supervisor’s Signature 





Date 




Executive Secretary’s Signature 




Date 





= = = = = = = = =  = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = 

Office Use Only
Date Received 




Date Service Requested 




Service Provider 




Phone No. 





Date of Service  




Date Service Completed 
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