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-Property Management Office-

All equipment write-offs require an Inventory Action Plan. You may use this form or any other document that provides the below
required information. Contact your Inventory Specialist with any questions.

Department Name and Organization Code | | Date | [
Dean/Director | DPC |
Total Number of Assets to be Written Off |:| Total Dollar Value Written OFf | |

Any 53 Funded Equipment (yes or no)? :l Property Inventory Specialist | |

Asset Information

Decal # |:| Asset Rep |

| Purchase Cost |:| Write Off Reasonl

A
" Decal # :lAsset Rep |

| Purchase Cost |:| Write Off Reason |

5n
s ¢ Decal # |:|Asset Rep |

| Purchase Cost |:| Write Off Reason|

e | Decal # Asset Re
c | Decal# [ JAsetren]|

| Purchase Cost |:| Write Off Reasonl

Decal # :l Asset Rep |

| Purchase Cost |:| Write Off Reasonl

Decal # |:|Asset Rep |

| Purchase Cost |:| Write Off Reason

Decal # :l Asset Rep |

| Purchase Cost |:| Write Off Reason

Detail below the steps taken to locate/reconcile unlocated equipment.
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Include a full explanation of how this loss occurred.
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What process has been implemented to prevent future loss? What assistance will you require from Property Management?

Signature of Dean/Director (Required)

Signature of Asset Rep (Required if active)

Signature of Department Property Contact (DPC) (Required) Signature of Asset Rep (Required if active)




	Dean/Director: 
	Process: 
	Explanation: 
	Procedure: 
	Date_es_:date: 
	Signature of Dean/Director_es_:signature: 
	Department Name and Organization Code: 
	Signature of Asset Rep (if active) 1_es_:signature: 
	Signature of Department Property Contact (DPC)_es_:signature: 
	Signature of Asset Rep (if active) 2_es_:signature: 
	Total Number of Assets: 
	Dept Property Contact: 
	Property Inventory Specialist: [ ]
	Total Dollar Value Written Off: 
	Any 53 Funded Equipment?: 
	Decal #1: 
	Decal #2: 
	Decal #3: 
	Decal #4: 
	Decal #5: 
	Decal #6: 
	Decal #7: 
	Asset Rep 1: 
	Asset Rep 2: 
	Asset Rep 3: 
	Asset Rep 4: 
	Asset Rep 5: 
	Asset Rep 6: 
	Asset Rep 7: 
	Purchase Cost 1: 
	Purchase Cost 2: 
	Purchase Cost 3: 
	Purchase Cost 4: 
	Purchase Cost 5: 
	Purchase Cost 6: 
	Purchase Cost 7: 
	Write Off Reason 1: [ ]
	Write Off Reason 2: [ ]
	Write Off Reason 3: [ ]
	Write Off Reason 4: [ ]
	Write Off Reason 5: [ ]
	Write Off Reason 6: [ ]
	Write Off Reason 7: [ ]


