
Service Request UA Facilities 
Management     
      
 
Instructions 
 
This form collects the information needed for the Program Coordinator to submit your request to UA FM and determine if 
your request is billable or non-billable. Online Service Requests are processed Monday through Friday 7:00 - 3:30. 

For all emergencies and off hours support, please call 621-3000 (24/7 service). 
 
 
Requested By: ______________________  Room # ________  Type of Request: ______________ 
 
Description: 

 

 
If you are requesting Surplus pickup, please follow these steps: 

• Mark All Items Clearly: 
• Label each item as "Surplus" using a visible tag or sticker. 
• Ensure markings are legible and securely attached. 
• Retain All Surplus Items in Your Office: 
• Do not move items to hallways or common areas. 
• Keep all marked items inside your office until pickup is arranged. 

 
 
If you are requesting Movers 

• Mark All Items to Be Moved: 
• Clearly label each item or box that needs to be moved (e.g., "Move," "Do Not Move"). 
• Use visible tags or stickers to avoid confusion. 
• Describe Item Locations in Detail: 
• List the current locations of all items (e.g., “desk by window,” “file drawer by door”). 
• Include floor levels if applicable (e.g., “2nd Floor – Office Desk”). 
• Mark Destination Locations for Each Item: 
• Indicate where each item should go at the new location (e.g., “room # – Back Right Corner”). 
• Use a floor plan or labels on doors/rooms if needed to guide placement. 
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