
Request for Asset Disposal

Rev. 020810a

Fixed Asset Disposal Procedure Statement 
  
All city departments are required to submit asset disposal requests to the Board of Public Works for approval prior to 
disposal of an asset.  Asset disposal requests must include the following information: 
  
  Asset description 
  Asset identification number 
  Year of acquisition 
  Historical acquisition value 
  Net book value 
  Reason for disposal 
  Method of disposal (offer for sale, scrap, etc.) 
  
The asset disposal request must be signed by the Controller before submittal to the Board of Public Works. 
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