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District Property/Equipment Surplus Request Form	
Carefully review the instructions below before you begin.
1. Complete the requester section below with your full name, department, and date.
2. Provide approving manager’s full name and title only.
3. Fill out the form to provide detail to the District’s property or equipment to surplus. Utilize multiple forms if necessary. 
A copy of Surplus form should be placed on each item/lot. 
4. Once completed, request for Manager’s review and signature of approval using (adobe signature or wet signature) of the District Property/Equipment Surplus Request Form.
5. Open a ticket with facilities once manager’s approval signature and date has been provided.
6. Upload this fully completed and approved form with the request for facilities to pick up the item(s).  

This form should be utilized to Surplus, Dispose, and Reallocate all District Property. 
Procurement & Contract Services is the only department authorized to decommission District Property. 
If an item does not have an asset tag # or serial # leave the section blank. 

	Administrative Services Purchasing
	5151 Pacific Ave, Stockton Ca 95207
	209.954.5065

	Requestor Name: 
Click or tap here to enter text.
	Department: 
Click or tap here to enter text.
	Date: 
Click or tap to enter a date.

	Approving Manager Name: 
Click or tap here to enter text.
	Title: 
Click or tap here to enter text.
	Date: 
Click or tap to enter a date.

	Manager Signature:

	
	



	Quantity
	To Be Completed by 
Requesting Department
	To Be Completed by 
Procurement Staff

	#
	Each/Lot
	Item Description
	Serial #
	Asset Tag #
	Funding Source
	Disposal Method
	Reallocated Department
	Reallocation Manager Name

	
	Choose an item.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Choose an item.	Choose an item.	
	

	
	Choose an item.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Choose an item.	Choose an item.	
	

	
	Choose an item.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Choose an item.	Choose an item.	
	

	
	Choose an item.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Choose an item.	Choose an item.	
	

	
	Choose an item.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Choose an item.	Choose an item.	
	

	
	Choose an item.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Choose an item.	Choose an item.	
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