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Surplus Request Form
Department: _________________________________ Date: ________________

Department Head:__________________________________________________
Item location (Physical address needed):________________________________

__________________________________________________________________

Item:  ____________________________________________________________

Make/Model:______________________________________________________

Age of Item (If known): _____________
Description of item (defects):   ________________________________________                 ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

In working condition when removed from service?   

 (Yes     (No     ( Unknown
Reason for Disposal: _________________________________________________________________________________________________________________________________________________________________________________________________________

Employee Signature: ________________________________Date:____________
Dept. Head Signature: _______________________________Date: ____________
-------------------------------------------------------------------------------------------------------------

Please submit to Finance Department for approval. Pictures will need to be emailed to the Deputy Finance Director. 

Approved  (


Denied    (
Finance Approval: _____________________________Date: _________________

Date placed on GovDeals: _________________
