
City of Birmingham 

Finance Department/Purchasing Division 

Surplus Warehouse Item Pickup Request Form 
 
 

 
Required Information (Please complete) 

 
Work Order 

# 

 

Department: 

Contact Person: 

Phone Number: 

Date: 

 

    
 
 
 

 

 
 
 
 
 
 
 

"Putting People First" 
 

 
 

Qty 
 

Description 

 
Asset/Tag # 

 
Location of Item 

ltem(s) 

Damaged 

     

     

     

     

     

     

     

     

     

     

     

     

     
 

 
 

Total Items 
 

 
 

Park & Recreation Department Personnel Only 

 
Picked Up By: 

 

 
Department Approval 

 

Date Picked Up: Date Approved 
 
 

 
Central Stores Warehouse Personnel Only 

 
Received By: 

 

 
Purchasing Approval 

 

Date Received Up: Date Approved 
 
 
 

Purchasing Division FORM #2018-0001 Created By: Travis A. Brooks 1.2018 


	Department: 
	Contact Person: 
	Phone Number 1: 
	Phone Number 2: 
	QtyRow1: 
	DescriptionRow1: 
	AssetTag Row1: 
	Location of ItemRow1: 
	ltems DamagedRow1: 
	QtyRow2: 
	DescriptionRow2: 
	AssetTag Row2: 
	Location of ItemRow2: 
	ltems DamagedRow2: 
	QtyRow3: 
	DescriptionRow3: 
	AssetTag Row3: 
	Location of ItemRow3: 
	ltems DamagedRow3: 
	QtyRow4: 
	DescriptionRow4: 
	AssetTag Row4: 
	Location of ItemRow4: 
	ltems DamagedRow4: 
	QtyRow5: 
	DescriptionRow5: 
	AssetTag Row5: 
	Location of ItemRow5: 
	ltems DamagedRow5: 
	QtyRow6: 
	DescriptionRow6: 
	AssetTag Row6: 
	Location of ItemRow6: 
	ltems DamagedRow6: 
	QtyRow7: 
	DescriptionRow7: 
	AssetTag Row7: 
	Location of ItemRow7: 
	ltems DamagedRow7: 
	QtyRow8: 
	DescriptionRow8: 
	AssetTag Row8: 
	Location of ItemRow8: 
	ltems DamagedRow8: 
	QtyRow9: 
	DescriptionRow9: 
	AssetTag Row9: 
	Location of ItemRow9: 
	ltems DamagedRow9: 
	QtyRow10: 
	DescriptionRow10: 
	AssetTag Row10: 
	Location of ItemRow10: 
	ltems DamagedRow10: 
	QtyRow11: 
	DescriptionRow11: 
	AssetTag Row11: 
	Location of ItemRow11: 
	ltems DamagedRow11: 
	QtyRow12: 
	DescriptionRow12: 
	AssetTag Row12: 
	Location of ItemRow12: 
	ltems DamagedRow12: 
	QtyRow13: 
	DescriptionRow13: 
	AssetTag Row13: 
	Location of ItemRow13: 
	ltems DamagedRow13: 
	Date Approved: 
	2_2: 
	Date Approved_2: 
	Work order number: 
	total of items: 0
	Date: 
	Picked up by (Name): 
	Name: 


