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Please Mark One:  
ADD:

(   )    
     
DELETE: 
(   )

CHANGE:
(   )


CHECK # ______________
When “Adding Only”, please leave Items: 1, 2, & 6 blank.  The Finance Office will fill these in.
	ITEM
	REQUESTED INFORMATION

	 1.
Asset Number
	

	 2.
Class Code
	

	 3.
Description of Item Purchased
	

	 4.
Fund
	

	 5.
Department
	

	 6.
Type
	

	 7.
Purchase Order #
	

	 8.
Date of Purchase
	

	 9.
Condition
	

	10.
Units Purchased
	

	11.
Cost of Each Unit
	

	12.
Total of Purchase
	

	13.
Location
	

	14.
Serial Number
	

	15.
Vendor
	


Explanations/Notes:____________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

