	[image: C:\Users\hohlfeldh\Desktop\logo.png]
	  Asset/Equipment Form


Please use this form for the Addition (including gifts and donations), Transfer or Disposal of Equipment.         Fill out the section that pertains to the item.  
This form may be saved and sent via email to hhohlfeld@ardsleyschools.org

	A. NEW ASSET 
                                                       (Purchase, Gift or Donation)



	Acquisition Date:
	
	Purchase Order #
	

	Gift or Donation From:
	
	
Board Acceptance Date:

	

	Location of Equipment:
	
	
	

	
	Building
	
	Room

	Vendor Name:
	
	Manufacturer:
	

	
Asset Description:

	

	MODEL #
	
	SERIAL #:
	



	B. TRANSFER OF EQUIPMENT

	Asset Tag #:
	
	Item Description:
	

	Transferred From Location:
	_______________________
	Transferred To Location:
	

[bookmark: _GoBack]___________________________________________



	C. DISPOSAL OF EQUIPMENT
(No Assets may be disposed of without Board approval)

	Board Resolution Date:
	
	Disposal Date:
	

	Equipment Description
	
	
Asset Tag #:

	

	Reason for Disposal
	

	OFFICE USE ONLY

	ASSET TAG #
	
	Tag Affixed to Equipment:
	

	Entered into System
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