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INVENTORY CONTROL FORM FOR NEW APPLIANCES

The administration maintains an equipment inventory database for appliances, (Microwaves, refrigerators, and freezers.)  Please use this form to obtain authorization for the purchase of new appliances.  Please note these appliances must be put in already approved appliance areas.  If approved, by the Assistant Superintendent for Business, you may purchase your appliance(s).
TO REQUEST ADDITION OF NEW APPLIANCES


School/Department: ________________________________________________________________

Type & Location of Appliance: _________________________________________________________

Reason/Justification: _______________________________________________________________________

Any Needed Utilities (describe):____________________________________________________

Budget Code: _________________________________________________

Cost Estimate: ________________________________________________

________________________________		__________________
Signature of Principal/Director				Date

______________________________________		_____________________
Signature of Director Operations, Maint. & Security		Date

________________________________		__________________
Signature of Asst. Superintendent for Business		Date

Request is:	       Approved:  	             Denied:  
FOR OFFICE USE ONLY:

Inventory Tag # _________________________________________

Item Tagged: ___________________ Date: ___________________



Complete form using one form per item


Return form to Director of Operations, Maintenance & Security.


A copy of this form will be returned to you  communicating the request was approved or denied.
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