





New Asset

Purchase Date ______________________

Location (Building)  ________________________  Sub location (Room)  _________________   

Description ___________________________________________________________________

Model #  / Description __________________________________________________________

Serial #  ___________________________________
Tag #  _______________________

OFFICE USE ONLY

Assigned FA Number ________________   Category Code  ____________________________

Cost Center  _______________________   Voucher #  ________________  PO #  __________

Units  __________
Rate  ___________
Invoice #  ________________________________

Asset Disposal

Date  _____________________

Asset # or Tag #  _________________

Description  ________________________________

Asset Change

Date  ________________________

Asset #  ______________________

Old Location  (Building)  _________________  New Location (Building)  ________________

Old Sub location (Room)  _________________  New Sub location (Room)  ______________

New Cost Center  _______________________

Additional Comments  __________________________________________________________

_____________________________________________________________________________

