
Archive Box Order Form

Use this form to order archive boxes from University Archives & Records Management.

1. Open the form
      The form is located on the UShop Shopping Dashboard in the Internal Supplier Forms Section. 
      
      Click on the title to open.

2. Indicate Quantity
     1. Archive boxes are available for $3.00 each. Indicate the number of boxes needed.
     2. Note that a minimum order of 5 boxes is required.



3. Delivery
      Orders will be delivered to your department as they are �lled. 
      Provide any pertinent delivery instructions in this �eld.

4. Free boxes for shredding
     1. For items to be shredded, used boxes are available at no charge. These free boxes may only be ordered 
         only if you are also ordering new archive boxes. Note that the order total may not equal $0.00.
      2. Indicate the quantity of used boxes needed.



5. Supplier contact information
     Contact University Archive & Record Management with questions about your order.

6. Complete the order
      When the form is complete, go to the Available Actions dropdown menu in the upper right corner of the form. 
      Select Add and go to cart. Click Go.

Complete order as with any UShop transaction.


