
Property Disposal Report 
Please type or print information clearly 

Page 1 of 2 949 10/2015 
Referenced in: SP D405 F.08.019 

Requester Information (Property Accountability Office) 
1. First Name 2. Last Name 3. E-mail 4. Telephone 5. Fax

Equipment Information 
6. Decal Number 7. Description 8. Manufacturer 9. Model

Number 
10. Serial
Number 

11. Location 
(Bldg./Rm.) 

12. Project ID 13. Refrigerants/Oils/Compressors 
have been removed 

 Yes  N/A 

 Yes  N/A 

 Yes  N/A 

 Yes  N/A 

 Yes  N/A 

Shop Evaluation 
14. The capital equipment or sensitive property described above is non-functional. For one or more of the reasons it is beyond economical repair (select one or more):
 Obsolete  Parts are not available  Damaged or worn out beyond repair 

By signature below the above equipment has been deemed scrap and authorization to dispose of is hereby granted. 

Approver Information 
15. First Name 16. Last Name 17. Title 18. Signature 19. Date 

By signature below the disposal of the above equipment has been verified. 

Property Accountability Office Information 
20. First Name 21. Last Name 22. Title 23. Signature 24. Date 



Property Disposal Report – Instructions 

Page 2 of 2 949 10/2015 
Referenced in: SP D405 F.08.019 

Instructions 
1. Enter the first name of the requester for the equipment.
2. Enter the last name of the requester for the equipment.
3. Enter the e-mail address of the requester for the equipment.
4. Enter the telephone number for the requester for the equipment.
5. Enter the fax number for the requester for the equipment.
6. Enter the property decal number of the item/equipment being disposed of.
7. Enter a description of the item/equipment being disposed of.
8. Enter the name of the manufacturer of the item/equipment being disposed of.
9. Enter the model number of the item/equipment being disposed of.
10. Enter the serial number of the item/equipment being disposed of.
11. Enter the location of the item/equipment being disposed of, including the building and room numbers.
12. Enter the project ID to which the item/equipment being disposed of has been charged.
13. Select yes or N/A if Refrigerants/Oils/Compressors have been removed.
14. Select reason item/equipment is non-functional and beyond repair: obsolete, parts are not available, or damaged or worn out beyond repair.

By signature below the above equipment has been deemed scrap and authorization to dispose of is hereby granted. 
15. Enter the first name of the individual who is approving the disposal of the item/equipment.
16. Enter the last name of the individual who is approving the disposal of the item/equipment.
17. Enter the title of the individual who is approving the disposal of the item/equipment.
18. Provide the signature of the individual is approving the disposal of the item/equipment.
19. Enter the date the form was signed.

By signature below the disposal of the above equipment has been verified. 
20. Enter the first name of the property accountability officer who is verifying the disposal of the item/equipment.
21. Enter the last name of the property accountability officer who is verifying the disposal of the item/equipment.
22. Enter the title of the property accountability officer who is verifying the disposal of the item/equipment.
23. Provide the signature of the property accountability officer is verifying the disposal of the item/equipment.
24. Enter the date the form was signed.
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