
SALE OF FIXED ASSET FORM 

School/Department Name: ____________________________________________ 

Sale requested by:  ________________     Request Date:  ____________________ 

Building Location:   ______________   Location of item ____________________ 

District Asset Tag #:   _________________________ 

Detailed Description of the Asset:  ______________________________________ 

__________________________________________________________________ 

Model #:  ________________     Serial #: ________________________________ 

Manufacturer:  ______________________ 

Working Condition of Asset as of today: _________________________________ 

__________________________________________________________________ 
Include any issues, missing parts, etc.  

__________________________________________________________________ 

    Age of Asset (approximate if known) ____________________________________ 

    Capital Inventory: (Purchased for $5,000 or more)   Yes______    No_______ 

    Authorized Signature: _______________________________ Date: ___________ 

    __________________________________________________________________ 
   District office use: 

Date removed from inventory: __________ 
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