FIXED ASSETS TAKEN OFFSITE
	MEMO TO:
	Fixed Asset Manager

	
	Central Receiving Warehouse

	
	

	FROM:
	

	
	School/Department

	
	

	DATE:
	


	The following fixed asset(s) are being taken off the above captioned site by 
	

	
	for the reasons stated below:


	Tag Number
	
	Description
	
	Serial Number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	EXPLANATION OF REASON:

	

	

	

	


	PRINCIPAL/DEPARTMENT HEAD:
	
	

	
	Signature
	Date


	MPSB PERSONNEL:
	
	
	

	(Taking asset off school property)
	Signature
	Date


	
	

	
	

	
	Address of Person

	
	

	
	

	
	Phone Number
	Social Security No.


