
    
 

    

     
            

 
    

       1. First Name 2. Last Name 3. E-mail 4. Telephone 5. Fax 
Requester Information (Person to contact for deletion) 

 
         

 
 

 
    

 
 

 
 

   
 

        

        

        

        

        

 
    

   
 

     
    

Service Contract Deletion 
Submit form electronically to ncifredem@nih.gov or fax to 301-846-6154 

The following information is required. If any information is not provided, your request will be returned without action. The individual signing this request must have signature authority for the 
project ID that has funded the service contract. If the item is part of an equipment system, all accessories must be listed. If deleting a copier, the copy charges must be included. Attach any 
paperwork provided by a vendor. 

Approver Information 
6. First Name 7. Last Name 8. Title 9. Project ID 10. Signature 11. Date 

Additional Information/Comments 
12. Comments 

Equipment Information 
13. Decal Number 14. Description 15. Manufacturer 16. Model 

Number 
17. Serial 
Number 

18. Location 
(Bldg./Rm.) 

19. Requested 
Deletion Date 

20. Service Contract Vendor 

Purchasing Department, Building 1050
 
Equipment & Maintenance Team: 301-846-5642; Fax: 301-846-6154
 

E-mail: ncifredem@nih.gov
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Service Contract Deletion – Instructions 

Instructions 
1. Enter the first name of the requester for the equipment. 
2. Enter the last name of the requester for the equipment. 
3. Enter the e-mail address of the requester for the equipment. 
4. Enter the telephone number for the requester for the equipment. 
5. Enter the fax number for the requester for the equipment. 
6. Enter the first name of the individual who authorized the service contract. 
7. Enter the last name of the individual who authorized the service contract. 
8. Enter the title of the individual who authorized the service contract. 
9. Enter the project ID to which the service contract has been charged. 
10. Provide the signature of the individual who authorized the service contract. 
11. Enter the date the form was signed. 
12. Enter comments. 
13. Enter the property decal number of the item/equipment being removed from a service contract. 
14. Enter a description of the item/equipment. 
15. Enter the name of the manufacturer of the item/equipment. 
16. Enter the model number of the item/equipment. 
17. Enter the serial number of the item/equipment. 
18. Enter the location of the item/equipment, including the building and room numbers. 
19. Enter the requested deletion date for the service contract. 
20. Enter the name of the vendor providing the service contract. 
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