
	Customer information

	Company Name
	Contact name
	Contact phone number

	
	
	

	Contact email
	Contact fax number
	Contact address

	
	
	

	Credit Card Information

(used if In2UsedFurniture is to provide design and space planning services)
	Name on the Card
	Card Type (MC/Visa)

	
	
	

	
	Card Number
	Security Code on the back

	
	
	

	
	Expiration Date
	Approved by

	
	
	

	Briefly describe your design objective
	


	Design information

	AutoCAD drawing attached? (preferred)
	Yes/No

 
	Scale drawing attached?  
	Yes/No


	Other:  

	TBD
	

	TBD
	

	Workstations (Cubicles)

	Number of workstations
	
	Workstation dimensions 
	
	Workstation height
	

	Individual workstation components 
	Work surface
	Yes/No


	Overhead storage
	Yes/No

	
	Pedestals
	Yes/No
	Side chairs
	Yes/No

	
	Other
	
	Other
	

	Inventory 


	Part description
	Quantity

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Freestanding Furniture

	Area 1
	Part description
	Dimensions
	Quantity

	Inventory
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Specific instructions 

(i.e wood desks go in Area 1 or desks in Area 1 are to be back to back)


	

	Area 2 
	Part description
	Dimensions
	Quantity

	Inventory 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Specific instructions for Area 2


	

	Area 3
	Part description
	Dimensions
	Quantity

	Inventory
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Specific instructions for Area 3 


	


Notes and Disclaimers:

1. The space dimensions and furniture dimensions have not been field verified by In2UsedFurniture.  This design drawing is based on the accuracy of the information provided.  In2UsedFurniture is not responsible for inconsistencies or differences between the field measurements and the information provided.  

2. The design drawing is to be used for furniture placement and installation drawings.  We are not able to guarantee all the parts and pieces needed to complete the installation.  
Design and Space Planning Checklist





Please forward the completed form to �HYPERLINK "mailto:design@in2usedfurniture.com"�design@in2usedfurniture.com�.  After our review of your information, we will contact you with the estimated hours needed to complete a design drawing.  This service is provided to properly plan that the space will  accommodate the furniture purchased.  








