FIXED ASSETS DISPOSAL
	SCHOOL/DEPT.
	
	LOCATION #
	


	REQUESTED BY:
	
	TITLE:
	
	DATE:
	


INSTRUCTIONS
List below items on fixed assets inventory that are obsolete, broken, or non-repairable to be picked up by warehouse personnel.

	
	Tag Number
	
	Description
	
	Status of Fixed Asset:

J=Junked  R=Repaired  P=Parts

	1.
	
	
	
	
	Status:
	
	

	2.
	
	
	
	
	Status:
	
	

	3.
	
	
	
	
	Status:
	
	

	4.
	
	
	
	
	Status:
	
	

	5.
	
	
	
	
	Status:
	
	

	6.
	
	
	
	
	Status:
	
	

	7.
	
	
	
	
	Status:
	
	

	8.
	
	
	
	
	Status:
	
	


	Date Processed:
	


Attention

Upon evaluation, the Warehouse Personnel/Tech Support may determine that items are repairable and may not dispose of them.  The School/Department does not have to keep the items on inventory but it will be transferred to the Warehouse/Tech Support inventory records.

	
	
	

	Principal/Department Head
	
	Warehouse/Tech Support


	


Warehouse/Tech Support Services Use Only-For Pick Up

	Date of Pick-up:
	
	
	Received from:
	


	By Whom:
	


