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PROPERTY ASSET REMOVAL REQUEST     ___________________            


                               



Log #
The Campus Department identified below requests the following State property be
removed from its inventory records. The reason for the request and recommended

disposition of the property are as follows (check all that apply):
1. _____ Property is no longer serviceable; repair is impractical or not recommended.
Recommended disposition:

a. _____ Remove from records, Department will retain for parts salvage.
b. _____ Dispose of as junk; Department will dispose of appropriately. 
c. _____ Contains hazardous waste. _____ May contain hazardous waste.
2. _____ Property is serviceable but no longer required for use by Department.
Proposed Disposition:

a. _____ Transfer to another Department (specify dept.) ______________________*
b. _____ Transfer to another State agency (specify dept) _____________________ **
c. _____ Surplus Warehouse 
d. _____ Other: __________________________________________________
e. _____ Use as trade in*** (Area expands as you type)
	Trade in Value
	Trade in Justification 
	If Copier Total # of copies

	
	
	


3. _____ Equipment is lost, stolen or vandalized

_____ Equipment Loss Report from Univ. Police attached (MANDATORY). 
*    Attach Property Transfer Form

**   Attach Agency Transfer Request (Approved by Dept. Head, Dean, and OSP)
*** Attach signed Quotation Copy from vendor
Item Description (Mfr, Mdl, Serial#, etc.)                 Property ID#
       Location         
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	_______________________________/_______________

College or Department                  Phone #
	_____________________________________                _________

Department Signature                                      Date

	Property Management Use:

  □      □

   Y           N                                            ____/____/_______   ____________________________

     Approved                                                  Date                              Signature

   

	Comments:








