ASSET DELETIONS

Unit Number Assigned:  __________
Date:__________________

Description of Equipment:                                     

Year:________ Serial #:_____________________________Gross Vehicle Weight_____________
Manufacturer:________________ Model:________________Mileage/Hours________________
Additional Equipment (if applicable):_____________________

Was additional equipment sold with main equipment:   YES  or  NO
Selling Information:

Disposal method:     Trade -  Sold - Discard
Date Sold:__________Sold to:_____________________Method of Payment__________
Sale Price:____________________Original Cost:_________________________

Items to be Completed:
Insurance notified (date emailed)______________    □  Print for insurance follow-up file.
· Bill of sale typed and copied (date)____________
· Copy title.
· Deleted from Fixed Asset List:  YES  or  NO   

· Delete from Equipment Coding List (f:\llgeans\administration\documents\equipcode.xls) 
(Print 3 copies, accounting, maintenance, estimator)
· Delete from Inventory List (F:llgeans\operations\documents equipment inventory. xls)

· Copy information for accounting service and year end binder.

· File in sold asset section.
· Revise all vehicle and maintenance forms. (F://llgeans/Operations/Shop Operations/Saturday Mileage and Hours Check.xls
· Make magnets, revise load list (f:\llgeans\operations\forms\material & tool load list re-engineering by rocky.xls) and equipment chart. (f:\llgeans\operations\documents\equipmentschedulechart.xls)
· Revise truck binder table of contents (F:\llgeans\operations\documents\truck binder TOC1-5).

· Remove from fuel tax if applicable:  N/A  or date done________________

· Remove truck binder (if applicable)

· Remove first aid kit (if applicable)

· Remove service manual binder for shop.

· Remove from heavy use if applicable:   N/A or date done_______________

· Sell any stock parts and supplies with vehicles or equipment.

· Give away or dispose of keys.

· Destroy and cancel gas card.

· Remove plates if applicable:  N/A or date received in office______________
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