



To:		Richmond Logan, Standley Systems
		rlogan@standleys.com	

Date:		Monday, July 12, 2021
From:		(enter your Name & Department Name)
Re: 		Copier pickup request


Kevin,
Please schedule a pickup of our leased machine id # _______ located in the   _____________ building, room _______ on or after ________  ____, 2019.  The contact name & phone number for this pickup request is ___________________________________________________.

Special instructions:    _________________________________________________________
___________________________________________________________________________________________________________________________________________________________.

