
WAPPINGERS CENTRAL SCHOOL DISTRICT

DISPOSAL/ADDITION OF DISTRICT PROPERTY

ASSET INFORMATION FORM

REQUESTER: ___________________________________________________
 DATE: ____________________

LOCATION: _____________________________________________________ ROOM #: __________________    
	Quantity
	Description
	Make & Model #
	Serial #
	Fixed Asset #
	PO # or 
Donation Date

(New Only)
	Condition
	Cost

(New Only)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


BUILDING/DEPARTMENT APPROVAL
RECOMMENDED DISPOSAL OF MATERIAL/EQUIPMENT AS PER BOARD POLICY 6900 IS:

__________  DESTROY _________  PUBLIC SALE  __________  SELL AS SCRAP

REASON:_____________________________________________________________________________________________

ADMINISTRATOR’S SIGNATURE:_____________________________________________ DATE:____________________

CENTRAL ADMINISTRATION

_________  APPROVED 





                      _________  DISAPPROVED

SCHOOL BUSINESS MANAGER:_____​​​_________________________________________  DATE: ____________________

PURCHASING AGENT’S SIGNATURE: _________________________________________ DATE: ____________________
COMPUTER EQUIPMENT
THE DISPOSAL/TRANSFER OF COMPUTER EQUIPMENT MUST BE AUTHORIZED BY:
DIRECTOR OF TECHNOLOGY SIGNATURE: ____________________________________ DATE:____________________

FACILITIES & OPERATIONS
DISPOSITION COMPLETE

SR. GROUNDSKEEPER’S SIGNATURE: _________________________________________ DATE:____________________

     (NO PROPERTY WILL BE MOVED WITHOUT THIS FORM BEING COMPLETED IN FULL)

WHEN COMPLETE, PLEASE RETURN THIS FORM TO THE PURCHASING DEPARTMENT
PRINT ON PINK PAPER
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