	
	
	ACCOUNTABILITY NO.
	

	

	REQUEST FOR RELIEF OF ACCOUNTABILITY OF PROPERTY

	

	TO:
	Property and Inventory Control

	THRU:
	Receiving Department/Activity

	FROM:
	Department/Activity
	


	SECTION I:  REQUESTING DEPARTMENT

	Inventory Tag No.
	
	
	ACCT/OJT:
	
	
	Building
	
	
	Voucher No.
	

	

	Room No.
	
	
	Condition of Item
	
	
	Description
	

	

	Model
	
	
	Serial No.
	
	
	Original Cost
	

	

	REASON RELIEF REQUESTED:

	
	02 – Surplus *
	
	
	06 – Stolen (Complete Section III)
	
	
	09 – Trade-In (Complete Section IV)

	

	
	04 – Dept. Transfer *
	
	
	07 – Lost (See ** Below)
	
	
	11 – Beyond Repair *

	

	
	05 – Destroyed *
	
	
	08 – Missing (See ** Below)
	
	
	12 – Returned to Vendor/Repairs (Complete Section IV)

	

	** If lost or missing, a separate memorandum to The President through Property and Inventory Control must be submitted stating circumstances surrounding such list or missing item. 

	

	 
	
	

	Accountable Personnel
	
	Date of Request


	SECTION II:  RECEIVING DEPARTMENT / ACTIVITY

	Department
	
	
	Account No.
	
	
	Building
	

	

	Room No.
	
	
	Condition of Item
	

	

	
	
	

	Accountable Personnel
	
	Date of Request


	SECTION III:  STOLEN PROPERTY

	Name of Individual directly responsible for equipment stolen
	

	

	Date
	
	and time of loss
	
	
	Circumstances regarding loss
	

	

	

	Has Campus Security been notified?
	
	
	Date
	
	
	If not, explain
	

	

	

	What steps have been taken to prevent further loss?
	

	

	

	Other remarks
	

	


	SECTION IV:  TRADE-IN/RETURNED ITEMS

	Name of Vendor Property is to be
	
	Traded
	
	Returned
	

	

	

	Reason for Trade/Return
	

	
	Trade/Return Allowance
	


	APPROVALS:
	
	
	

	
	
	
	

	
	Property and Inventory Control
	
	Date

	
	
	
	

	
	
	
	

	
	Property and Inventory Control Manager
	
	Date
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