Instructions for Completing the Asset Disposal Form
· Identify the item(s) to be removed from your department.

· List each item to be disposed of under “Item Description”.
· Identify what type of disposal this is by noting the disposal code on the form.
· Contact Phil Parry @ 919-731-1469 to obtain the sequence number for the form.

· Any item that is a fixed asset (Cost $5,000.00 or more) should have a tag number associated with it.  If departments can’t locate the tag number for an item, contact Phil Parry.  If this item is not a fixed asset, enter N/A under “Tag #”.  
· Complete the “Serial or Model #” field if applicable.

· If the item is being transferred to another department, note which department is receiving the item under “Receiving Department (Transfers Only)” section.

· Note any comments as directed under “Comments”. 

· Proper signatures must be obtained before turning this form into Facility Services.

· The “Receiving Information” section will be completed by Facility Services when the item is picked up.
