New and Used Furniture Request Procedure

· If your unit would like to request new or used furniture, please first log a TDX ticket.  When Library Facilities receives your TDX ticket, they will forward to the appropriate person based on what is requested.
· If you request used furniture, Library Facilities will meet with you to discuss what is in the current inventory.  If Library Facilities does not have what you need or require, a trip to Campus Surplus will be scheduled.  Please do NOT visit Campus Surplus on your own.  All furniture must be approved and inventoried by Library Facilities before it is placed.  You are welcome to accompany Library Facilities to Campus Surplus.
· If you request new furniture, Library Facilities will meet with you to discuss what is needed.  They will then contact an approved vendor to acquire quotes.  Once quotes are received, Library Facilities will forward to the unit head for final approval.
