[bookmark: _GoBack]Siskiyou Afterschool for Everyone (SAFE)
Request for Equipment/Non-Consumable Item(s) Removal 
Siskiyou County Office of Education
Expanded Learning Program 	
609 South Gold Street, Yreka, CA 96097

District/School:                                                          Fiscal Year: 
Regulations: 
· Equipment/Non-Consumbales purchased with After School Education and Safety (ASES) funds which are obsolete, unusable, surplus, or stolen, must be taken off the Local Education Agency (Expanded Learning) inventory list in accordance with state regulations governing the disposal of equipment/non-consumables. 
· Completion of this request form is part of the SAFE process necessary to meet the requirements of CPM Cross Program Item II BASP 10. EC 35168; CCR 3946;34 CFR 80.32(d)(1). 
Directions: 
· Complete and submit this form via email or directly to the Expanded Learning office for approval.
· This form must be completed for all equipment/non-consumable item(s) over $499.00 and any electronic item(s), i.e. chromebook, regardless of purchase price. 
· All forms will be reviewed the first week of the month. 
· Allow for response by the Monday following the first week of the month. 
· Written approval must be received from Expanded Learning prior to the removal of obsolete, unusable, surplus, or stolen SAFE site equipment/non-consumables. 

Acquisition cost was over $499.00    𝤿 Yes     𝤿 No

Equipment/Non-Consumable Item(s) Being Requested for Removal

	Item Description
	Serial Number 
	Acquisition Date
	Approximate Purchase Price

	
	
	
	



         Reason for Removal 	

	☐ Obsolete - Out of Date 
	☐ Unusable - (Not fit for use)
	☐ Surplus 
(Not needed at SAFE site anymore) 
	☐ Stolen


		     
Narrative 
The request for equipment/non-consumable removal must include a detailed narrative explaining the reason the above-mentioned SAFE purchase is obsolete, unusable, surplus, or stolen. 
	




SAFE Site Signatures 

_______________________________________       _______________________________________       _______________________________________          
  Site Coordinator		                   Date        Business Official		               Date       Superintendent/Principal                            Date

	For Expanded Learning Use Only 

	Expanded Learning Determination 

☐ Expanded Learning will make the necessary arrangements for pickup and disbursement for use at another SAFE site. 

☐ Expanded Learning will arrange for the sale, disbursement, or disposal of property in accordance with SCOE policy. 

☐ Expanded Learning will remove from SCOE inventory list 

☐ Item(s) under $499.00 and is not included on SCOE inventory list. School district will remove item(s) from their inventory list and maintain this documentation for future audits. 
	Comments 


  Expanded Learning Signatures 

_______________________________________       _______________________________________       _______________________________________          
  Program Specialist		                   Date        Business Official	                                 Date        Director                                                        Date

Original - Send to Expanded Learning via email or directly for approval, then retained by the Expanded Learning Business Office.                   
Copy- Retain at school district for auditing records. 			
08/10/2022 / ks 					
