









Tracking Number _____________ 









        


(Assigned by Purchasing Dept.)

Brown University

Declaration and Disposal of Surplus Furniture and Related Items
(includes:  desks, file cabinets, shelves, chairs, tables and related items)
______________________________________________________________________________
Department          Box #      
Contact Name        Phone #          Fax #      
Declared surplus by           Date:      


(Print name)
Account number for Facilities Management to charge for disposition       
(Cost is estimated at $75 - $300 depending on # of pieces, weight, and location - ease of move) 
Requirements:

Send completed form to Brown University Purchasing Department Box 1845.

· Spreadsheet indicating Asset Tag Number, Description, Serial Number,  Surplus Reason, Donation or External Transfer, and Location is attached

· Donations, transfers, or sales to external organizations require additional documentation and approvals.  Please refer to the Purchasing Department web site for more information:  www.brown.edu/administration/finance_and_admin/purchasing
· This form and the spreadsheet must be complete.  Incomplete forms will be returned to department contact.
· This form (along with the attached spreadsheet) must be authorized by the appropriate department manager.  
I hereby approve the surplus declaration of the attached list of equipment and confirm all items have been handled as required by Brown University.
Dept. Manager Approval _________________________________________   Date       




(signature)

Print Name      Title      
Office use only:

Property System Review  (ORA)
         
 

.
Purchasing Department Approval (surplus coordinator)
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.

                            stamp




.                                          stamp
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.





         

.

To be completed by Department and Facilities Management:
Brown University Policy and Federal Guidelines require a paper trail of equipment from purchase to disposal. 

Complete at transfer of equipment from department to Facilities Management:

Date Removed from the Department         # of Pieces         
Department Signature ____________________________
Date of Facilities Pick-Up         # of Pieces:        
Facilities Personnel Signature ___________________________












Revised 08/01/2004
Brown University

Declaration and Disposal of Surplus Furniture and Related Items
(includes:  desks, file cabinets, shelves, chairs, tables, and related items)
______________________________________________________________________________





REQUIRED
         Surplus Reason   Donation     

                                                                                                                B = Broken      or External

Location

Asset Tag



     Serial
               T = Trade-In    Transfer      

Number

     Description

    Number              E = Excess     Y or N?*            Building            Room #
           Comments


	     

	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     


*  Donations, transfers, or sales to external organizations require additional documentation and approvals.  Please refer to the Purchasing Department web site for more information:  http://www.brown.edu/Administration/Finance_and_Admin/Purchasing 

 
 

The above mentioned items are approved for disposition:

Department approval ___________________________________________   Date       






(Signature)

Title      








Revised 08/01/2004
