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Surplus Property Disposal Form 
Instructions 

1. This form must be completed and sent to the Purchasing Office. Refer to the Surplus Property Disposal Procedures.
2. For IT-related property, consult with the IT Department. For all other property, consult with the Physical Plant. Enter the 

name of the IT or Physical Plant staff member who reviewed the property in the field below.
3. Before disposing of a vehicle, contact the President and Vice Presidents’ offices to see if any department or division wants 

to claim it. Check the box below once this step is complete.
4. If the tagged property was purchased with federal funds (grant cost center), send the form to the Office of Grants and 

Contracts for review and approval.
5. Electronically complete and sign the form, then send to Purch@lcsc.edu.
6. The Purchasing Office will return the approved form.  You may then proceed with disposing of surplus property.

Tagged Property 

*Use the FXIN screen in Colleague to look up the tag number to find the original value (in the Acquis Cost field) and cost center (in the Location field).

Disposal Method Tag # Description of Item Serial or VIN # Condition 
Original 
Value* 

Current 
Value 

Federal 
Funds* 

Disposal #

mailto:grantsoff@lcsc.edu
mailto:grantsoff@lcsc.edu
mailto:Purch@lcsc.edu
https://www.lcsc.edu/purchasing/employees/disposal-of-property
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Non-Tagged Property 

Disposal Method Qty Description of Item Serial or VIN # Condition 
Current 
Value 

Department/Division: Department/Division Head Signature: 

Purchasing Signature: Purchasing Notes: 

Name of IT or Physical Plant staff who reviewed the property value/disposal method:

Check to confirm the President and VP's offices (or T&I for unusable vehicles) were notified of 
vehicle disposal. 

Office of Grants and Contracts Signature (if tagged property was purchased with federal 
funds). 
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