Acquisition by School/Department

                                                         Purchased Fixed Asset

If the assets were purchased through the Morehouse Parish School Board Purchasing Department, using a fixed asset account number, do not complete this form.  A tag will be put on the property before delivery to your school/department by the Central Receiving Warehouse Staff.  

If the paragraph above does not apply, complete this form and sent to the Fixed Asset Office within 15 days of the invoice or receipt date.  A copy of the original invoice or receipt must be attached to get credit for newly purchased items.

	Name of School/Department
	


	Completed By:
	
	Title:
	


	Invoice/Purchase Order:  Date:
	
	Number
	
	Check#
	


Note: If the asset is a vehicle it must be approved by the Morehouse Parish School Transportation Department before purchase.  If this step is not followed, repair services and insurance options may be denied.

ONLY items purchased on same invoice and/or check should be placed on same form.

	No
	Manufacturer &

Description
	Serial

Number
	Model

Number
	Dollar

Value
	Bldg.

No.
	Room

No.
	Tag#

(Office Use only)

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	


	Authorized Signature:
	

	
	Principal/Department Head


	How were funds to purchase the asset obtained?

(check one)

Raised
Type of Fundraiser:
Donated By Whom:
Address:

Grant (Handles by location) Type/Name



