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PROPERTY & EQUIPMENT
SURPLUS AND RELOCATION FORM

	PROPERTY IDENTIFICATION

	Item Description:
	
	Today’s Date:
	

	Manufacturer:
	
	Model:
	

	Serial/Service Tag #:
	
	Notes
	

	
	
	
	

	Equipment Condition:
	
|_| Broken/Past Useful Life Cycle          |_| Fair          |_| Good          |_| Excellent

|_| Other ____________________________________________________________


	Equipment Fixed Asset Tag Information
	ETF
	No  |_|
	[bookmark: Check2]Yes  |_|
	
	Fixed Asset Tag # (DP, EQ or GF):_____________________     

	PROPERTY STATUS (Surplus, Relocation, or Stolen)

	SURPLUS
	Date of Surplus:
	
	Approved By:
	

	Reason for Surplus:
	

	Pickup Location:
	

	If ETF, Equipment to 
be replaced?
	Please describe.
	

	RELOCATION
	Date Relocated:
	
	Approved By:
	

	Removed from:
	Building:
	
	Room:
	

	
	Department:
	
	Owner:
	

	Relocated to:
	Building:
	
	Room:
	

	
	Department:
	
	Owner:
	

	STOLEN
	Date Reported to Campus Police:



	CENTRAL STOREROOM USE ONLY

	Received By:
	
	Date:
	

	Supervisor Signature:
	
	Date:
	



[bookmark: _GoBack]Instructions:  Please use this form to record surplus, relocated, stolen or any disposed equipment. Use a separate form for each piece of equipment.  Return completed form:  1. Original to Central Storeroom; 2. Copy to Accounting, Lee Hall, Rm 240 and 3. If DoIT related, copy to DoIT Business Office.  *The equipment must be kept in a secure location and remains the responsibility of the owner until it is picked up for surplus by either Stores or IT.*  
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