FIXED ASSET SURPLUS AUTHORIZATION FORM








DATE:        
Instructions:

1. Cost centers having surplus or unusable equipment are to transfer this equipment to CENTRAL RECEIVING.

2. Such equipment should have an SRU Tag #, a replacement cost of $5,000 or more per item, must be listed on this form by cost center, and the form must be approved BEFORE the equipment is transferred to Central Receiving.  The purpose is to assure accurate fixed asset records and specific reasons for declaring items surplus or unusable.  These reasons are presented to the Council of Trustees.

3. After approval by the appropriate Vice President, forward this form to CENTRAL RECEIVING.

Italicized Text is an Example only

	SRU Tag #
	SAP

#
	Serial #
	Fixed Asset Name
	Approx age (Yrs)
	Cost Center
	Was or Will item be replaced?
	Specific reason why fixed asset surplused:

a. No longer needed, outdated

b. Not feasible to repair    

	57072
	4500137249
	1X783426
	Computer, Gateway, P5-100
	8
	4800
	Will
	Repair cost exceeds value of asset

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     

	     
	     
	     
	     
	  
	    
	    
	     


Approving Signatures:




__________________________________________


    ________________________________________




Cost  Center Supervisor


    Date



    Vice President


   Date
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