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Equipment Disposal Form
In accordance with the College’s Equipment Policy, please complete this form to provide information relating to the request for sale and/or disposal of equipment.  Upon completion of this form, please forward it to:  Suzanne Tennity   Business Office, 2nd Floor – Corson Hall.
Department: ___________________________________________



Date of Disposal Request: _______________

Property Custodian: ___________________________________________

 Email address: _____________________________

Campus Address: _____________________________________________________________

       Campus Extension: ___________

Please complete the following information for any equipment or property to be disposed of and send completed forms to the Business Office:
	UC Tag#
	Description
	Serial #
	Location
	Sale Price 
(if applicable)
	Book Value 
	Reason for Disposal

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


___________________________________________________





Date:
________________

Department Chair or Principal Investigator Signature
___________________________________________________





Date:
________________

Authorized Administrative Signature

For Internal Processing

Type and source of funding: __________________________________________



Accumulate Depreciation: _________________

Date removed from Property Management System: _______________



Property Mngt Signature: ________________________________
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