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Property Inventory Modification Request
Type of Adjustment (check one box only):  

 FORMCHECKBOX 
Pick up by Foundation for disposal

List reason:     
 FORMCHECKBOX 
Donated

Donated to (attach acceptance letter):     
 FORMCHECKBOX 
Location Change (include out to sea)  

Old Location:    
New Location:     
Is this property still under your control?
Yes FORMCHECKBOX 
 or No FORMCHECKBOX 

If no, list responsible person:     
 FORMCHECKBOX 
Lost (list efforts to locate item-obtain Department Chair signature below)
Department Chair signature:     
 FORMCHECKBOX 
Stolen (attach copy of police report)

 FORMCHECKBOX 
Government-Furnished Property (attach documentation)

Location:     
 FORMCHECKBOX 
Loan

Name of Borrower:     




Address:     
Period of Loan (From-To):     
 FORMCHECKBOX 
Returned from Loan

New Address:     
 FORMCHECKBOX 
Department Fabrication:

Please give complete details of all property manufactured, including inventorial components, in the Property Identification section of this form (on page 2)
Labor Cost:
     


Labor-Man-hours:     
Materials and Supplies Cost:     



Components Cost:     
Total Cost of Fabrication:     
(Should equal charges to account 7005/7009; see Property Management Standards)

 FORMCHECKBOX 
Dismantled (list remaining inventorial components below)

Remarks:     
Property Identification Section (Please give as complete information as possible)

	Foundation Property Number
	Description of each item (include Serial #)
	Located in Room
	Located in Building
	Amount

	     
	     
	     
	     
	     


If Disposal or Donation of Computer – Certify That You Have Reformatted the Hard Drive
Name:
     





Ext:     



Date:     
Project Director Signature:  
Date:     





Extension:     
SRA Administrator Signature:
  







Date:     
Department Chair Signature:     







Date:     
(If aggregate lost property is $25,000 or greater)

Please send this document to Lauri May-Herrmann, Finance & Accounting @ MC: 1947 Fax number (619) 594-3224. Questions, call 619-594-0591 
Last updated: 11/18/08
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