ASSET TRACKING FORM
This form is to be used to log in all computer equipment (CPU’s) or any asset that is $500.00 or more.
Center: ____________________

Submitted By:____________________

Please check one of the following: ____ Federal   ____ Non Federal

TO ADD AN ASSET TO YOUR INVENTORY:

Description of Asset: ______________________________________

Date Acquired (If Known): _________________________________

Cost or If Donated, Estimated Cost: __________________________

RCCDC Property Tag # ____________________________________

Property Serial#/VIN# ____________________________________
Location of Asset: ________________________________________

                           (CD, CDA, Classroom #, Kitchen, ETC.)
IF ASSET IS BEING MOVED/SOLD OR TRASHED:

Description of Asset: ______________________________________

Property Serial #/VIN #: ___________________________________
Location of Asset: ________________________________________




(CD, CDA, Classroom #, Kitchen, ETC.)

Asset Moved to: _________________________________________

Date of Move: ___________________________________________

Asset Sold: To whom: _____________________Price___________
(Please Forward Proceeds to RCCDC if the Asset was purchased with Federal Funds)

Asset Trashed: ___________

                        (Date)
Witnesses to Disposal: __________________________

                                              (Name)

                                 __________________________

                                              (Name)     
