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SAWDC Property/Equipment Management Policy #201

Attachment D
Subrecipient Request to Remove Inventory Form

	1.
Designated subrecipient inventory person fills out Subrecipient Request to Destroy Inventory (SRDI) (most recent date) form.


	2.
Designated subrecipient inventory person faxes, e-mails, or mails SRDI form to WDC inventory person.



	3.
WDC Director approves SRDI form and forwards the form to the WDC inventory person.



	4.
WDC inventory person fills out Request to Destroy Inventory Approval (SRDIA) (most recent date) form and sends the form to the designated subrecipient inventory person.



	5.
The designated subrecipient inventory person destroys the equipment, signs the Destruction of Property (DOP) (most recent date) form, and obtains the signatures of the Program Operator Manager and the Assistant Director for Administration on the DOP form.



	6.
The designated subrecipient inventory person sends the completed DOP (most recent date) form to the WDC inventory person.



	7.
The WDC inventory person receives the DOP and removes the equipment from the master inventory list.



	8.
The WDC inventory person sends the designated subrecipient inventory person the updated inventory list.



	9.
The designated subrecipient inventory person verifies that all information on the inventory list is correct.  If not, a written correction is sent to the WDC inventory person.




As of 2-27-08
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SAWDC Property/Equipment Management Policy #201

Attachment D
<Date>

TO:

Property Manager


FROM:

<Subrecipient>

SUBJECT:
Request for Property/Inventory Removal

	


The property listed below is either damaged or obsolete.  As such the item(s) can no longer be used and cannot be sold at the City of Spokane Auction.  I am requesting approval to dispose of the item(s) listed below and instructions to dispose of the property.  Thank you.

	Description
	WIA #
	Serial #
	Purchase Date

	
	
	
	

	
	
	
	


	FOR WDC USE ONLY:


I approve the above listed item(s) to be destroyed



      
_______________
SAWDC Director:________________________________

Date

Form: SRDI 2-22-08
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SAWDC Property/Equipment Management Policy #201

Attachment D
<Date>

TO:


<Subrecipient>

FROM:

Property Manager


SUBJECT:

Approval of Property/Inventory Removal

	


The property item(s) listed below have been approved for disposal:

	WIA #
	Description
	Serial #

	
	
	

	
	
	


The above listed item(s) are not useable and therefore not appropriate for inclusion in the City of Spokane Auction.  To document the disposal and/or destruction, the WDC has created the enclosed DOP form. 

Please send us the completed original DOP form and keep a copy for your files.

Remember, local destruction must be requested and approved BEFORE any items can be dropped from the inventory or removed from your office.

Thank you

Form: SRDIA 2-22-08
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SAWDC Property/Equipment Management Policy #201

Attachment D
<Date>

TO:
Property Manager
FROM:
<Subrecipient>

SUBJECT:
Destruction of Property 

	


The following inventory item(s) have been destroyed by one of the following methods: 

1. i.e. disassembled

2. i.e. thrown away 

3. Other  ____________________

All inventory sticker(s) have been removed.

	WIA #
	Description
	Serial #

	
	
	

	
	
	


I hereby attest that the above listed item(s) have been destroyed and can now be dropped from WIA inventory. 


                                                                   

___________________                                                    
Designated Subrecipient Inventory Person

Date




___________________
Program Operator Manager


Date




___________________
Assistant Director for Administration

Date

form: DOP 2-22-08
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