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•
When complete, e-mail as .doc attachment to: PROPERTY@FIT.EDU

•
Attach hard copy to shipment as well


•
Shipments must be boxed or inside Express envelopes

	Your Name
	Your Fit Email
	Your Campus Tel #

	
	
	

	Your Department
	Your Location
	Charge Index 

	
	Ex: Crawford Bldg. Rm 233
	


	Press F1 for help on all Fields, use arrow, pg up pg down, tab keys to navigate form

	PLEASE SAVE THIS DOCUMENT WITH A RECIPIENT OR COMPANY NAME BEFORE PROCEEDING


	Company

	

	Name

	

	Address 1

	

	Address 2

	

	City

	

	State or Country

	

	Zip Code

	

	Destination Telephone #

REQUIRED
	


	
	Shipping Options:

We will ship cheapest way unless indicated below

Select Carrier:          FORMDROPDOWN 


 FORMCHECKBOX 




 FORMCHECKBOX 



Optional Insurance Amount 

	
	Other Charges:

6 Digit Student Acct. #      
Bill to Third Party 

	
	# of Items 
	1

	
	Weight (if known)
	1


	Brief Description Of Contents
	Special Instructions or Customs Declaration

	
	

	Ship Cost
	Processed by
	Date

	
	
	Monday, September 10, 2012


Only relevant fields are available for editing—further, because they must match the shipping software fields and rules that are  imposed by Fedex, UPS, DHL, etc., each field is formatted to allow only a certain number of characters.
Empty fields may be used for supplemental addressee information, i.e.: if the Company field is vacant, it may be used for this purpose.
Abbreviations are normal and expected in addresses, so simply do the best you can with what is available, most important is a local contact telephone number and local ZIP code.
Please, when sending this form, rename it and send as an attached .doc file, not within an e-mail message itself.
	Features
	Benefits

	Reduced number of fields to fill out
	Easier form entry

	Locked named fields
	Even faster data entry with little wasted motion: Tab, arrow, page keys can now be used to quickly navigate the form

	Status line help for each field:

[image: image1.png]BEET

14 characters maximum, press F1 for more details




Located on the bottom row of your document
	A quick guide to field limits at a glance, with a reminder to use F1 key for more detailed help

	Detailed help in each field via F1 key
	Explains what is expected in or the optional use of each field


PP-340-510
Do not use ( ), — or space characters above, press F1 before using.





Check if Residence





Check if Saturday Delivery








Florida Institute of Technology • Property Administration
150 West University Boulevard, Melbourne, FL 32901-6975 • (321) 674-7225
E-mail property@fit.edu • www.fit.edu/pmm/propadmin

