[image: ]TEMPE UNION HIGH SCHOOL DISTRICT #213 DISPOSAL/TRANSFER FORM
Fiscal Year
Today’s Date

	REQUEST FOR AUTHORIZATION TO DISPOSE OF EQUIPMENT/BOOKS

	
SCHOOL:	YOUR NAME:
DEPARTMENT:	YOUR EMAIL:

	CHECK ONE:



DISPOSE OF AT DISTRICT WAREHOUSE
BROKEN, OUTDATED ITEMS

TRANSFER TO OTHER
SCHOOL CAMPUS

SURPLUS	[image: ]	LOSS [image: ]
ITEMS IN GOOD CONDITION, JUST

OTHER	: 	

UNUSED

ATTACH EXCEL SPREADSHEET IF NECESSARY/ ATTACH DESTINY TRANSFER TEXTBOOK REPORT
TRANSFER ONLY:
TO SITE:
FROM SITE:

	Asset Tag No.
	Description
	Model Number
	Serial Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	REASON FOR DISPOSITION OR TRANSFER:
































Revised 10/13/2026

IF APPLICABLE:
· [image: ]Make sure the item(s) is/are empty
prior to pick up.
e.g. all files must be REMOVED from filing cabinets before item can be picked up and moved.
· If the item stores perishables, perishables must be TOSSED and item must be CLEANED before item can be picked up and moved.
· Once Disposal Form has been signed and sent, coordinate with your site plant foreman to have the item(s) moved to site warehouse for District warehouse pickup.
· Item(s) for pickup must have a completed Disposal Form with all required signatures before pickup/transfer can happen.
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