UNIVERSITY OF MIAMI – PROPERTY ACCOUNTING

REPORT OF EQUIPMENT DELETION – Rev 2/2003
DATE ____________________

To Property Accounting, Gables One Tower–Suite 150, Coral Gables, Locator 2912.  Please reflect the following equipment deletion(s) as shown below in the University’s Equipment Inventory System.

FROM:    Name____________________________________________________________________ 

Department______________________________________________ Phone____________________
Building where equipment was located and room # _________________________________

__________________________________________________________________________________

	
	UM

DECAL NO.
	SERIAL NO.
	DESCRIPTION

MANUFACTURER & MODEL
	REASON FOR REQUEST

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


AUTHORIZED BY: _________________________________________________________________ 

                                     Signature of Dean, Department Chairman or Designee         Date

Reason for request:

1. Equipment stolen - attach a copy of the police report or University of Miami Security report

2. Equipment lost - a complete explanation of the circumstances must be attached.  (This procedure should only be used to report equipment known to be no longer in the possession of the University.  It should not be used to report equipment that is not accounted for during a departmental inventory.) 

3. Equipment beyond economical repair but retained by the Department in order to use the parts - explain on a memo and attach to this form.

4. Other, please enter above attach a memo of explanation.

For further information see policy B049
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