SOUTHERN OH!IO EDUCATIONAL SERVICE CENTER
EQUIPMENT INVENTORY SYSTEM
ACQUISITION / TRANSFER / DISPOSAL
{circle one above)

ASSET ACQUISITION
The blue copy of the purchase order must be stapled to this form

Location acquiring asset;
(See location list on back)

Purchase order number:

Tag number (attached to this form):
Asset Description:

Asset Serial Number: Model No:
Signatures:
Employee: Date:
Superintendent: Date:

ASSET TRANSEER
Transfer of asset from one location to another

Tag number:; Description:
Location transferring from: l.ocation transferring to:
Employee: Date:

Requesting authorization of the Superintendent to dispose of asset.
Location disposing of asset/Tag number:

Description:

Asset Serial Number: Model No:

Reason for / method of disposal:

Purchaser name / amount (if any):

Signatures:
Employee: Date:
Superintendent: | Date:

D Approved D Rejected
Form Routing: 1) Superintendent for approval 2) Inventory/Fiscal for processing
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