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SIMI VALLEY UNIFIED SCHOOL DISTRICT

Property Tracking — Transfers - Surplus - Disposal

Step 1: Download the Property Tracking Form from the Purchasing webpage. Filling in the form electronically
is preferred. However, you are welcome to use the “pdf” version, manually filling in the required fields, and
following the remaining instructions detailed below.

Note: Click “Enable Editing”
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HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Derrick Hofl

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. ‘ Enable Editing

Step 2:Fill in the shaded area for “Date”, “Requested By” (your name), and “Current Site” (location where
property is to be picked up from — select from list after clicking on down-arrow).
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Tip:  Click “Esc” to hide prompts.
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1 | Simi Valley Unified School District Property Tracking Form
2 Date:|September 7. 2016 Current Site [
3 Requested By: |Derrick Hoffman Big Springs hd
4 |FILL IN the shaded areas of the spreadsheet. Lise the "Esc” key to hide pop-up prompts if nesded Please select the Transporiation Fiscal Purchasing
5 Description Asset Tag #/ Serial # | Current Type of Move property’s current ty |Receiver| | F/A Approval
Use "dditional_Tags" tab below it Tranclor Surpluc o ocation. School sites - -
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23 | INPUT the shaded areas of the spreadsheet. bruce hedin@sirnivallewusd.org
21 | SAVE the spreadsheet on your computer as your reference. lina hewt@simivallewsd org
25 |EMAIL a copy (as an attachment) to Transportation, AND a copy to Carol Lovejoy in Fiscal Services. carol lovejou@simivallewusd org
% Transportation phone 520-6656 - fax 520-6660
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Step 3:Fill in the shaded area with the property information.

=

kil il

=

Description Asset Tag # / Serial # | Current [Type of Move
Usze “Additional_Tags" tab belaw if Transfer Surpluz
£ |Qty |Include manufacturer and model # more lines are needed Room # ispaal  |Destination Site Room #
Virco 9000 Student Chair, Blue
5|seat with chrome frame Library Transfer M

Surpl

Please select the type of
move using the drop-
down arrow.

Transfer (site to site)

Disposal

us

Quantity: A number from 1 to 999
Description: Include manufacturer and model number if known, along with a detailed description.
Asset Tag # / Serial #: (discussed below)
Current Room: Location at current site.
Type of Move: (Select from list after clicking on down-arrow)

Transfer: Moving from one location to another.
Surplus: Moving to the District’s surplus property storage location.
Disposal: Moving to the District’s surplus property storage location, pending disposal.

Note: “Transfer” will prompt (via shading) for a “Destination Site” (location where property is to
be brought to — select from list after clicking on down-arrow) and “Room #”.

Description Asset Tag #/ Serial # | Current [Type of Move
Usze "Additional_Tags" tab below if Transfer Surplus
Qty  |Include manufacturer and model # mare lines are needed Room # Di WW
Virco 9000 Student Chair, Blue T
5|seat with chrome frame Library <Tran5fer Katherine 12
Virco 9000 Student Chair, Blue
25|seat with chrome frame Librai Supus | |

Asset Tags and Serial Numbers: Carefully inspect EVERY ITEM for an Asset Tag or Serial Number. If either or
both are present, include them as part of the property information. Use the “Additional Tags” page if more
lines for Asset Tags or Serial Numbers are needed. If neither are present, enter “NA”.
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5 Description Asset Tag #/ Serial # | Current | Type of Move
Use "Additional_Tags” tab below Transfer Surplus . . .

6 | Qty |include manufacturer and model # if more lines are needed Room # bispesal | Destination Site Room #
Virco 9000 Student Chair, Blue f ™\

7 5|seat with chrome frame NA Library |Transfer |Katherine 12
Virco 9000 Student Chair, Blue

8 25 |seat with chrome frame NA Library |Surplus
Phillips Model 17057FBf27 Asset Tag# 52933 Main

9 1| Computer Monitor AU4A0619009177 ) |Office Surplus |~

Click on “Additional Tags” to change pages if needed.
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2 Date: |September 7, 2016 Current Site
3 Requested By: |Derrick Hoffman Big Springs
4 |FILL IN the shaded areas of the spreadsheet. Use the "Esc” key to hide pop-up prompts if needed Transportation Fiscal | Purchasing
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Use "Additional_Tags” tab below Transfer Surplus

6 Qty [include manufacturer and model # if more lines are needed Room # oispess | Destination Site Room# | |confirm | Initials Initials | (for disposals only)

Virco 9000 Student Chair, Blue
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Fill in the description of the item, along with whatever Asset Tag and/or Serial Number information exists.
Verify that the number of Asset Tags and/or Serial Numbers provided matches the quantity.

Hd - s Property Tracking Form.xls - Excel ?E - x
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4 Include manufacturer and model # ( Asset Tag #/ Sernal # \ Include manufacturer and model # Asset Tag #/ Senal #
Asset Tag #68776 Ser #
5 |Epson 585WI LCD Projector F421717
Asset Tag #68762 Ser #
[ F4Z1607
Asset Tag #68756 Ser #
T F471604
Asset Tag #68761 Ser #
a8 F4Z71603
Asset Tag #68735 Ser #
9 F4Z1677
Asset Tag #68789 Ser #
10 F471768
Asset Tag #68786 Ser #
11 F4Z1678
Asset Tag #68790 Ser #
12 F471755
Asset Tag #68797 Ser #
13 F4Z1767
Asset Tag #68795 Ser #
14 FAZ1775
Asset Tag #68800 Ser #
15 F4Z1777
Asset Tag #68730 Ser #
16 FA71674
Asset Tag #68767 Ser #
17 F471706
Asset Tag #68775 Ser #
18 F471713
Asset Tag #68794 Ser #
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Step 4: Save a copy by clicking “FILE” in the upper-right corner, then click “SAVE AS”.
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Determine where you want to save a copy of the form for future reference, and give the file a name by adding
the Current Site and Date. Click “Save”.

File name: Property Tracking Form Big Springs 09,07 16.xsx -
Save as type: ’E:{cel Workbook (*.xlsx)

Authors: Administrator Tags: Add a tag

[] Save Thumbnail

Je Folders Took =~

Step 5: Email, as an attachment, a copy of the file to the following recipients:

propertytracking@simivalleyusd.org

Note: Use your file name as the SUBJECT LINE for the email.

Property Tracking Form Big Springs 09.07.16

propertytrac king@simivalleyusd.org

@king Form Big Springs 09.07.15

Here is my property tracking form.

Thank You,

Derrick Hoffran

375 E. Cechran St., Simi Valley, CA 93065
Ph: 805-306-4500 4601 Fax: 805-520-667%
derrick hoffman@simivalleyusd.org

Property Tracking Form Big Springs 09.07.16.xlsx (18K} x
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