Process for Removing Surplus Equipment
(Requestor)

Area / Individual
needs to remove
Surplus Equipment

Trigger >>

Contact VP of
Administrative Services
and request
“Property Addition/
Transfer/Disposal
Request” form

" Capital* ™

Equipment?

Provide Asset Numbers
on back of form or
sheet attached to form

* Capital Equipment is generally equipment which
cost $1000 or more when first purchased. For
example, a computer and monitor.

Note: Keyboards, mice or other such low cost items
would not need to be identified even if they had asset
numbers attached.

("San Bernardino Community\"
College District

123456

3124565 )

Asset Tag

NO

:

Complete
AND
Sign form

Return form with asset

numbers (if necessary)

to VP of Administrative
Services

VP of Administrative '

Services will arrange for —— |

equipment removal .

END



