Surplus & Transfers

S Instructions for New Forms o




New Surplus Form

We have a new Surplus Form!
Please use this new sheet when
requesting a Surplus pickup.

Do not use this sheet for Transfers.

We have provided both an editable
PDF and an Excel file that you can save
and edit on your computer. Use the file
format that you prefer.

Condition Code
Jordan School District (m.ann
S I I - (A) Good (B) Fair
no—_— urplus ltem Dedaration ) Broken D) Other
Locs School: Room:
@ Description Asset Number Serial Number Vanufacturer/Vodsl | Code| A

Directions: Fill out the above felds for Surplus. Make copy for school file. Send original completed form to Area

Administrator. Do not use this form for Transfers.

Surplus will send a pink copy back to the school when transaction is complete.

Principal's Signature / Date

Surplus Signature / Date

Administrater of Scheds / Date

Driver Signature / Date




Transfers

The procedure for Transfers has changed!

The following slides show how Transfers shall be done from now on.



New Transfer Form

Transfers and Surplus are now
separate!

Please use this new sheet when
documenting a Transfer.
Do not use this sheet for Surplus.

Fozg Azmts Sgnaturs Datz Process=a (Fuec A3t On)

Jordan School District
Equipment Transfer Form
Please follow these guidelines for alltransfers:

0Old Location Instructions: Fill out all equipment info, Old Locationinfo, and New Locationinfo. If assistance is needed to transport items,
please contact Surplus/Fixed Assets at Bo2-567-8703. Aftersigned by the Principal and signed by the delivery person, make two copies (one
foryourfiles, the other is s2nt to Fixed Assets.) The original form must stay with thetransferred equipment.

New Location Instructions: Confirm equipmenta mrivalwith a signature from the Principal, Administrative Assistant, or Custodian. Record 2
room assignment for the new equipment. When com plete, make 2 copy of this form for yourfiles. Send the original form to Fixed Assets
for processing.

Fixed Assets will process the transferand then distribute pink (old location) and yellow (new location) copies to replace your copies.

Qy Description Asset# Serial Number Manufacturer/Mods!
Old Location New Location
loc# School Name / Department Bulding#| Loc# | Name / Department Building #
X
Prindipal's Signature / Date Room #
X X
i Principal/Admin.
*If amistanceis




Old Location

-Instructions-



Sample Transfer

Suppose you work at Joel P. Jensen.
Sarah Jane Doe is leaving Joel P. for
Hidden Valley Middle and plans on
taking some equipment with her to
her new job.

Fill out the transfer sheet
accordingly; make sure to include to

which school Ms. Doe is transferring.

Your sheet should look something
like this:

Foed Assets Signature Date Processed (Foied Assets Only)

Jordan School District
Equipment Transfer Form
Please follow these guidelines foralltransfers:
Old Location Instructions: Fill out all equipment info, Old Locationinfo, and New Locationinfo. Ifassistance is needed to transport items,

please contact Surplus/Fixed Assets at 8o1-567-8709. Aftersigned by the Principal and signed by the delivery person, make two copies (one
foryour files, the other is sent to Fixed Assets.) The original form must stay with thetransferred equi

New Location | nstructions: Confirm equipmentarrivalwith a signature from the Principal, Administrative Assistant, orCustodian. Record a
room assignment for the new equipment. When com plete, make 2 copy ofthis form for yourfiles. Send the original form to Fixed Assets
for processing.

Fixed Assets will process the trensferand then distribute pink (old location) 2 nd yellow (new location) copies to replace your copies.

Qy Description Asset* Serial Number Manufacturer/Mode!
1 [MacBook Air 980002 DMPVXXXXJFIW Apple
1 [|iPad 976003 FVFHXXXXJF1K Apple
Old Location New Location
406 Joel P. Jensen 1 a1 Hidden Valley
loc# School Name / Department Buldng#] Loc# School Name / Department Building #
X Sarah Jane Doe  <+—
Prindipal's Signature / Date Room # Assigned to {Optional)
X X
Delivery Persen's Signature™ / Date Principal/Admin. Assistant/Custodian's Signature / Date
*If amistance is needed, contact Surpuy/




Sample Transfer

You need to figure out who will
deliver this equipment to the New
Location.

The Delivery Person can be any
trusted Jordan School District
employee - i.e. a Principal,
Custodian, Teacher, Tech, etc.

If assistance is needed, please
contact Surplus/Fixed Assets at

801-567-8709 to arrange a Transfer.

Foed Assets Signature Date Processed (Foied Assets Only)

Jordan School District
Equipment Transfer Form
Please follow these guidelines foralltransfers:
Old Location Instructions: Fill out all equipment info, Old Locationinfo, and New Locationinfo. Ifassistance is needed to transport items,

please contact Surplus/Fixed Assets at 8o1-567-8709. Aftersigned by the Principal and signed by the delivery person, make two copies (one
foryour files, the other is sent to Fixed Assets.) The original form must stay with thetransferred equi

New Location | nstructions: Confirm equipmentarrivalwith a signature from the Principal, Administrative Assistant, orCustodian. Record a
room assignment for the new equipment. When com plete, make 2 copy ofthis form for yourfiles. Send the original form to Fixed Assets
for processing.

Fixed Assets will process the trensferand then distribute pink (old location) 2 nd yellow (new location) copies to replace your copies.

Qy Description Asset* Serial Number Manufacturer/Mode!
1 [MacBook Air 980002 DMPVXXXXJFIW Apple
1 [|iPad 976003 FVFHXXXXJF1K Apple
Old Location New Location
406 Joel P. Jensen 1 a1 Hidden Valley
loc# School Name / Department Buldng#] Loc# School Name / Department Building #
X Sarah Jane Doe
Prindipal's Signature / Date Room # Assigned to {Optional)
X X
Delivery Persen's Signature™ / Date Principal/Admin. Assistant/Custodian's Signature / Date
*If amistance is needed, contact Surpius/Fixed Asats.




Sample Transfer

Once you have figured out who will
deliver the equipment to the New
Location, print your form and have
your Principal and the Delivery
Person sign the form.

The Delivery Person should date the
form on the day they intend to
physically deliver the equipment.

e

Fixed Assets Signature Date Processed (Fixed Assets Only)

Jordan School District

Equipment Transfer Form

Please follow these guidelines for all transfers:

Old Location Instructions: Fill out all equipmentinfo, Old Location info, and New Location info. If assistance is needed to transport items,
please contact Surplus/Fixed Assets at 801-567-8709. After signed by the Principal and signed by the delivery person, make two copies (one

foryourfiles, the other s sent to Fixed Assets.) The original form must stay with the transferred equipment,

New Location Instructions: Confirm equipment arrival with a signature from the Principal, Administrative Assistant, or Custodian. Record a
room assignment for the new equipment. When complete, make a copy of this form for your files. Send the original form to Fixed Assets
for processing.

Fixed Assets will process the transfer and then distribute pink (old location) and yellow (new location) copies to replace your copies.

Qty Description Asset # Serial Number Manufacturer/Model
1 |MacBook Air 980002 DMPVXXXXJF1W Apple
1 |iPad 976003 FVFHXXXXJF1K Apple
Old Location New Location
406 Joel P. Jensen 1 421 Hidden Valley Middle
Loc # School Name / Department Building # Loc # School Name / Department Building #
- . .
X XX/ %y XX Sarah Jane Doe
~ Principal's Signature / Date 7 ] Room # Assigned to (Optional)
) g
x /04 xx/Xx/x><>o< x
Delivery ¢rson‘s Signaturé* / Déte Principal/Admin. Assistant/Custodian's Signature / Date
*If assistance is needed, corftact Surplus/Fixed Assets.




Sample Transfer

After obtaining signatures,
make 2 copies.

e Send one copy straight to
Fixed Assets.

e Keep the second copy for your
files.

The original form must stay with
the transferred equipment.

The Delivery Person needs to take
the original form with them when
they deliver the equipment to the
New Location.

Equipment Transfer Form

Send to Fixed Assets

Keep for your files

Original Form should be kept with transferred equipment.




New Location
-Instructions-



Fixed Assets Signature Date Processed (Fixed Assets Only)

Step 1 - New Location *

Equipment Transfer Form

Please follow these guidelines for all transfers:

Old Location Instructions: Fill out all equipment info, Old Location info, and New Location info. If assistance is needed to transport items,
please contact Surplus/Fixed Assets at 801-567-8709. After signed by the Principal and signed by the delivery person, make two copies (one
for your files, the other is sent to Fixed Assets.) The original form must stay with the d i
New Location Instructions: Confirm equipment arrival with a signature from the Principal, Administrative Assistant, or Custodian. Record a
room assignment for the new equipment. When complete, make a copy of this form for your files. Send the original form to Fixed Assets

for processing.

Th e N eW LO Catl O n S h a | | Ve rlfy t h at a | | Fixed Assets will process the transfer and then distribute pink (old location) and yellow (new location) copies to replace your copies.

eq u | pment haS a I’I’Ived tO thEII’ Qty Description Asset # Serial Number Manufacturer/Model
B 1 |MacBook Air 980002 DMPVXXXXJF1W Apple
|0Catlon. 1 |iPad 976003 FVFHXXXXJF1K Apple
Once all items are accounted for, the
New Location must sign and date the
original form and record a room
assignment for the new equipment.
Old Location New Location /
406 Joel P. Jensen 1 421 Hidden Valley Middle \
Loc # School Name / Department Building # Loc # School Name / Department Building #
X E MfMﬁ;Z’ﬂ )@(/X){ ’X)Q()( ADJo| Sarah Jane Doe
. Principal's Signature / Date ! ] Room # Assigned to (Optional)
X % oo | x W XXX DORX +———
Dehvery;ﬁrson‘s Signaturg* / Déte Principal/Adriin. Assistant/Custodian's Sigflature / Date
i assistance is needed, cofact Surplus/Fixed Assets




Step 2 - New Location

Sample Transfer

Date Procesed (Foed Assts Ony) Fued Ases Sqnature DateProcessed (Foed Assets O

Jordan School District Jordan School District

Wh en com p | ete, ma ke a Cco py Of th iS Equipment Transfer Form Equipment Transfer Form
form for your files. e e

Custodian. Recorda

S e n d th e O r i gi n a | fO r m St ra ig ht tO o‘w — A.?Mmm ;sscu;u 'z 5 n:svm;(:;:?:w Manu‘:::;/'wwd Qy : ..... iption QA;;; o’z DM;::;( ;;,;?:; - Manu'a:;;;/Moda\
Fixed Assets for processing.

H
2
g
£
>

1_[iPad 976003 FVFHXXXXJFTK Apple 1_[iPad 976003 FVFHXXXXIFIK Apple

Fixed Assets cannot process the sl P o Emm e
transfer unless signatures from both - : | DT
the Old Location and the New Location

have been obtained.

I

AD|o| Sarah Jane Doe
Room # Rssgned (o (Optonal

Room # Assigned (o (Optonal

ADlo| Sarah Jane Doe

Deery phrsons Sgratu / Ohte
sstarce s eeon, oo SpiaFosa ses

Keep for your records Send Original Form to Fixed Assets

Surpafied Assts



Fixed Assets

Sample Transfer

After Fixed Assets has finished
processing the transfer, Fixed Assets
will distribute pink (old location) and
yellow (new location) copies to
replace your white copies.

Colored copies indicate that the
transfer is complete.

fed Apets Sqnatr OatePrcessd (e Asets Only)
x JUN 2 62000
Jordan School District

Equipment Transfer Form

Please follow these guidelines for il ransfers:

Jordan School District
Equipment Transfer Form

Please follow these guidelines forall ransfers:

Date Assets Only
JUN 2 62028

o
foryour files, S
Newt Custodian. Recorda foryow Sy )
forprocesing, o Costodion.Recorda
fororocessing
Qty Description Asset # Serial Number ‘Manufacturer/Model
1_|MacBook Air 980002 DMPVXXXXJFIW Apple Qty Description Asset # Serial Number Manufacturer/Model
T [iPad 576003 FVFHXXXKFIK Apple | MacBook Air 980002 DMPVXXOIFTW Apple
1 |iPad 976003 FVFHXXXXJF1K Apple
Oold tion New Location
Old Location New Location
406 Joel P. Jensen | e Hidden Valley Middle | £d ~ocation Sewocaton
Toc# ‘School Name / Department Buldng #| Loc#® School Name / Department Buiding # 406 Joel P. Jensen 1 2 Hidden Valley Middle \
oSl Name /Depemen. Burg | Lo SchooiName/ Deparment  BuiGng ®
M ADlol Sarah Jane Doe 5. .
ML—WWW Sgrature /Date Room # Assigned to (Optonal 1 ng, il / ADlol Sarah Jane Doe
); . = 2 T Principa’s Signature / Date Room # ‘Assigned to (Optional)
X .
Dalvery prson's Signaturé / ke Principal/Adrin. Assistant/Custodian's Sigfature/ Date X 7 |y —
o asisance s neded cooctSrpFoe Asets. e e T
1 assstance is needed, coMfact Surplus/Fared Asset




Thank you!

If you have any questions, please contact Surplus/Fixed Assets.
We're happy to help!

Steve
steven.oldham@jordandistrict.org, ext. 88709

Rachel
rachel.davis@jordandistrict.org, ext. 88719



