 SEQ CHAPTER \h \r 1EL DORADO UNION HIGH SCHOOL DISTRICT
     
Report of Surplus Equipment
Instructions for completing Report of Surplus Equipment – See Page 2:

A.
SCHOOL DATA (completeness and accuracy needed on each item)




List must be typed and signed by authorized personnel before forwarding to District warehouse.

1.  SEQ CHAPTER \h \r 1Name and address of reporting school.

2. Contact person for further information.

3. Building and room assignment where equipment was used, if different locations for different equipment applies, please note per item number.

4. Original list must be sent to the district warehouse prior to the scheduling of either the pick-up or delivery of the equipment.  A copy of the list is to be made and must accompany the shipment.

5. When listing textbooks, publication date and author must be indicated.

List of surplus equipment (complete each column):

P  Column (a) 
Item Number – List items by number:  1, 2, 3 …

P  Column (b)
Condition Code – Describe the condition of each listed item using the following designated codes:


Code





Description






   II
Used


      and
   A
Fair
Equipment that is usable without repairs but is somewhat worn or deteriorated and may 





soon require repair.



   B
Poor
Equipment that is usable but is considerably worn or deteriorated.  The remaining utility is





limited or major repairs will be required.


P  Column (c)
Description – Each item of equipment must be clearly described, including make, model, size, and serial



number when applicable.  Motor vehicles, construction equipment, materials handling equipment, etc.



should include the following information where applicable; year, make, model, body style, seats or



capacity, number of cylinders, date acquired, serial number and engine number, approximate mileage to



date, and any special equipment.  All books must have date of publication listed within this column.

P  Column (d)
Unit Per – The measure of an individual unit is usually each (ea).  Other units may be:  case (cs), pound (lb), sets, pairs, etc.


P  Column (e)
Number of Units – The total number of units being offered for sale.


P  Column (f)
Asking Price Per Unit – The school’s selling price for each unit.  Schools are encouraged to be realistic in



establishing their selling price.


P  Column (g)
Asking Price Per Total – The school’s selling price for all units in that line item.

6. This Certification with the approval and signature of either the Principal or Vice Principal authorizes the school to offer the equipment for sale and/or disposal and assures that the school has clear title to the equipment listed.

B.
DISTRICT IDENTIFYING INFORMATION
1. For district office use in collecting equipment from schools and tracking disposal/sale of said equipment.


2. Disposition of equipment codes:
A. Sold








B. Charitable Organization







C. Local Public Dump


3. Upon sale/disposal, surplus equipment is to be deleted from fixed asset inventory where applicable.
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