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Grade 4 & 8 Materials Request Form
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PICKUP REQUEST FORM

UPS AUTHORIZED RETURN SERVICE (A.R.S.) 
FAX FORM

1. Place a pre-addressed A.R.S. return label on each box being returned. UPS WILL NOT TAKE
PACKAGES WITHOUT A.R.S. LABELS.

2. If you are using the boxes in which the materials were sent to you, cover the original UPS label with
the A.R.S. label.

3. THE A.R.S. LABELS ARE SCANNABLE AND FOR THAT REASON, MAKE NO ALTERATIONS
TO THE LABEL.  UPS WILL NOT ACCEPT A.R.S. PACKAGES WITH ALTERED LABELS.

4. If you need additional labels do not photocopy labels. UPS will not accept packages with photocopied
A.R.S. labels. If you need additional A.R.S. labels, call NCS customer service at 1-888-627-6237 to
request additional labels.

Arranging for Pickup.

∑ If UPS normally delivers or picks up packages to your school, they will pick up the boxes for return to
NCS.  Place the boxes in the designated pickup area in your school.

∑ If UPS does not make regular pickups at your school, you can fax the Pickup Request form to UPS
using this toll-free number

1-877-899-3493 or call UPS at 1-800-PICK-UPS (1-800-742-5877) 

∑ If you are unable to fax the form, call NCS at 1-888-627-6237, toll-free, and they will arrange for
pickup of your materials.

Write the number of boxes being returned and date available below, then fax to UPS for Pickup

Pickup Request Form
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Pickup Materials from: 
Contact Person:                                     Telephone: 

Address:

How Many A.R.S./Two Day Air Packages  ______

Date Packages will be available for pickup   _____/_____/_00_
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