SMALL ASSET & OFFICE EQUIPMENT DELETIONS









Date_________________

Description of Equipment:

Unit Number Assigned:____________Description____________________________

Reason________________________________________________________________


Year:____________         
Manufacturer:__________________


Model:____________________Serial #:__​​​​____________________

Bought for Crew #:_________________  Person Responsible:___________________



Method of Disposal: 

Date Sold:____________Sold To:______________________________

Sale Price:________________________  Original Cost:______________

Items to Complete:

· Insurance Notified (Date):__________________________________________

· Delete from Asset Schedule:_____  Description/Asset #:__________________

· Remove/Refile Asset File:____________________________________________

· Remove from Equipment/Inventory (f:\llgeans\operations\documents\equipment/inventory.xls)__

· Remove from office equipment inventory f:\llgeans\administration\documents\office equipment inventory list. Xls
· Sell any stock supplies (ie., printer cartridges) with equipment sold if applicable.
· Remove computer drawer information if applicable.

· Remove labels for equipment and shelve if applicable.

Completed by_______________________Approved by_________________________
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