
INSTRUCTIONS FOR COMPLETING THE
TSW DEPARTMENTAL ORDER FORM

This form is to be used by U.C. Berkeley campus (location 1 and location J) departments only to purchase equipment, software or supplies sold through 
Technology Acquisition and Sales. Only those items which are currently listed in the eStore may be ordered. Please type all information. Make and retain a copy 

accepted by resubmitting a revised/approved or new/approved Departmental Order Form (indicate CHANGE TO EXISTING ORDER in the description area of the 
Order Form). For product advice, please consult a Sales Assistant before submitting your order. Products and prices are subject to change without notice.

ORDER FORM INSTRUCTIONS

Departmental Tracking Number is a number of your own choosing. The 
space is available to assist purchasing agents with order tracking. It will print 

Department is your department’s name. Please provide the complete 
department and relevant subdivision name.

Order/Billing Contact is the person in your department who may be 

Requestor is the person (faculty or administrator) in your department who 
initiated the request.

Delivery/Pickup Contact is the person who will sign for the equipment and 
receive the receipt.  This person should be available between 9AM and 5PM 
weekdays, and should be someone given departmental responsibility for 
verifying content and quantities for orders being received.

The number of items requested should not exceed the number which can 
be listed in the spaces provided.  Use additional order forms if necessary.

price lists or website.

Do not request items from more than one BFS Account category on a single 
order form. 

Requests for inventorial items with a single value greater than $10,000 are 
subject to approval by the UCB Purchasing Department.

The order form must be signed by the individual for whom signature 
authorization has been approved on UC Form 242.

If the order form contains any equipment, the form must indicate with 

DEPARTMENT ORDER DELIVERY/PICKUP

Technology Acquisition and Sales does not provide delivery to campus
locations.

Technology Acquisition and Sales will arrange for direct shipment of those
orders from Apple or Dell marked “delivery.”

Departments can also send a representative to pick up (CAL ID required). 

orders should be picked up within two working days. If other arrangements 
are necessary, please call 642-8424 within that time period.

Make sure the person signing for your order checks all part numbers, 
quantities and contents carefully. Report any discrepencies to the delivery/

RETURN POLICY

DEPARTMENT ORDER QUESTIONS

call 510-642-8424 or email us at info@tsw.berkeley.edu.

returned. Exceptions are noted below:

When applicable, defective products may be exchanged for similar/same/
equivalent items or repaired within 20 days from date of purchase (no 
refunds or credit) based on individual manufacturer return programs.

Some products are subject to special return policies; refer to warranty return/
replacement information provided by the manufacturer:

• APPLE
purchased at The Scholar’s Workstation (classic) only, are eligible for 
replacement if the qualifying issue is reported to Apple within 30 days of the 
date of purchase. Contact Apple at 1-800-800-2775 to obtain a case number. 
Then, bring the defective computer and original packaging, along wih the 
case number to The Scholar’s Workstation.

• APPLE IPOD defective returns are handled by Apple directly and cannot 
be replaced or repaired through the campus reseller. To initiate a return, visit 
www.apple.com/support/ipod.

• DELL computers, and other third party products via the Dell full catalog, 
which may be covered by a Manufacturer Money Back Guarantee, must be 
submitted to The Scholar’s Workstation (classic) within 20 days of receipt 
(no exceptions). A return-to-manufacturer shipping fee will be applied to 
approved items.

• Other computer brands, such as LENOVO, TOSHIBA, SONY and HP, do 

defective/support related issues.

• SOFTWARE LICENSES and OPEN SOFTWARE cannot be returned. 
For missing or defective products, contact the manufacturer to request 
replacement.

Review compatibility information before opening the box: carefully review 
all product part numbers, descriptions, and operating system and hardware 
compatibility requirements. If in doubt, do not open the item—call us!

No returns can be accepted without all original packaging, manuals, 
product registration cards and accessories. We cannot accept the return 
of any package if the UPC code has been removed from the box or if the box 
is torn, ripped, marked on or discarded. Incomplete or unauthorized returns 
will be refused or subject to a 15% restocking fee.

Accepted returns of special orders are subject to a 15% re-stock fee at 
all times.

To initiate a return for allowable items, call 510-642-8424 or email us at info@
tsw.berkeley.edu. Contact the manufacturer for other service/defective/
support related issues. Return policies are subject to change based on 
manufacturer/distributor terms and conditions.
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