EQUIPMENT DISPOSITION REQUEST

Date: ___________________

Department: _______________________

BRVTS or BRO Tag # _______________

Description: __________________________________________________________________

______________________________________________________________________________

I request that the item listed above be removed from my equipment inventory for the following reason:

____________  Item broken or worn out, not repairable

____________  Item broken, repairable

____________  Item usable, but no longer needed

____________  Item lost

____________  Item suspected to be stolen

Signed:  ______________________________________________

1. Submitted by Department requesting removal of item from inventory.

2. The Director may determine that the item can be utilized by another Department, or the item may be disposed of in one of the following ways:

a. May be transferred to Vocational Warehouse if repairable

b. May be transferred to Marketing & Redistribution if not repairable

In the case of a lost or stolen item, an investigation will be conducted to ascertain that the item is definitely missing.  If a theft is suspected, the police will be notified.

3.
Office personnel will process paperwork to request authorization to remove item from inventory.  When authorization is received, the item will be removed and the requesting Department will receive a copy of the request with the date the item was removed.  The requesting Department will remove item from inventory list.

Office Use Only





Date Removed:  _____________


By:  _______________________








