Silver Lake
College

Silver Lake College

Inventory Disposal Form

Unit Information Purpose of Form Indicate Type of Disposal
Department Name: Sale:
Unit Number: Denation: [m]
This form is to be used when disposing of an asset o properly Scrap: E
Sale or Donatlon Information (If necessary) record on our books. Please fill out as completely as possible and Office Use Only
Name of company/person sold or donated to: return fo the Finance office in a timely matter. Date Received:
Amount of sale: Processed:
*If sale, has company persen paid for item (Please see below) Please use additional sheets I necessary
Item Asset Di Manufacturer Serlal Number Date ot Disposal Asset # Original Cost
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“If this was a sale, please attach the check to this form. If a check has not been recelved, please provide the
Unit Authorization necessary Information below. An Invelce will be sent upon recelpt of this form. Recelpt Acknowledgment
Name: Name of company/person to bill: Name:
Signature: Address: Signature:
Title: City, State, Zip code Title:
Date: Phone Number: Date:
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