
      

DISPOSITION 
OF FIXED ASSETS

 
 SURPLUS                               LOST/STOLEN/ 
         EQUIPMENT                   VANDALIZED EQUIPMENT  
 
 School fills out 

form (#510-
7243) listing 
items to be 
surplused.  
Requires 

principal’s 
signature. 
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Executive 
Director reviews 

and approves 
items to be 
surplused. 

E

Fixed Asset lists 
available items 

on internet. 

 

School requests 
surplus items 
for their use. 

Surplus 
prepared on-site 

by Central 
Warehouse 

personnel for 
PublicSurplus 

Auction. 
School fills out 
orms listing items

that are 
lost/stolen/ 
vandalized.  
Requires 

principal’s 
ignature.  Please 
forward copy of 
olice report with 

form. 
xecutive Director 
reviews and 

approves items 
that are 

lost/stolen/ 
vandalized. 

Forward 
completed forms 

to Director of 
Purchasing. 

Signed forms 
forwarded to 

Deputy 
Superintendent 

for Business 
Services. 


