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SURPLUS PROPERTY DISPOSITION REQUEST
	Department:
	
	Account #
	


	Description of Equipment:
	
	

	
	
	

	
	
	

	
	
	
	
	

	FAAC (CNU tag)#
	
	Serial #
	
	

	** If purchased with grant funds, please provide grant account.




	

	LOCATION:

	Building:
	
	Room #
	
	

	


	

	PURCHASE:

	Date:
	
	Cost
	$
	

	

	Current estimated value of equipment:
	$
	

	


	
	
	
	
	
	
	
	

	Condition:
	New
	
	Good
	
	Fair
	
	

	
	Poor
	
	Scrap
	
	Trash
	
	

	
	
	
	
	
	
	
	


· PLEASE NOTE THAT ALL INFORMATION ON COMPUTER HARD DRIVES MUST BE DELETED ENTIRELY PRIOR TO BEING SURPLUSED.  CONTACT IT DEPARTMENT.
· PROPERTY REMAINS IN THE CARE AND CUSTODY OF THE DEPARTMENT UNTIL ITEMS ARE PICKED UP BY THE WAREHOUSE.
Please forward request to Warehouse, ATTN:  Warehouse Manager

	
	
	
	
	

	Department Account Manager
	
	Title
	
	Date


Approval for Pick-Up:

	
	
	
	
	

	Warehouse Manager / Designee
	
	Title
	
	Date


Note:  ETF equipment (242XXXXXX) may not be surplused until 5 years have passed from the fiscal year in which the equipment was purchased.
