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     Property Accounting
    Request to Survey Property
The information below is required in order to survey (i.e. eliminate) items from your property inventory. Please return the completed form to Property Accounting. Your department will be notified when approval has been received for the disposal of this item. No items should be disposed of prior to this approval. Definitions of the disposition options for this form are located at: http://www.afd.calpoly.edu/FiscalServices/forms.asp under the Property Accounting section. If you have additional questions or comments, please call 756-2570.

1. Department:                              Property I.D. Tag Number:                         (Attach a list, if multiple items)
2. Location Number: (Bldg-room):      
3. Item Descriptions (as shown on Property Accounting inventory: manufacturer, model, serial number):
4. Requested Disposition (check only one): Surplus Sale   FORMCHECKBOX 
 Salvage/Parts   FORMCHECKBOX 
  Junk   FORMCHECKBOX 
  Destroyed (i.e. fire)   FORMCHECKBOX 
   

Trade-in (provide Vendor and Trade-in price)                                        

Missing/Lost   FORMCHECKBOX 
   Stolen   FORMCHECKBOX 
  >> Did equipment store personal1 information? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 (1Personal information - An individual’s first name or first initial and last name along with any of the following data: Soc Security #, Driver’s License or ID Card #, or Credit/Debit card # with password/security code permitting access to an individual’s financial account.)  If item is missing/lost or stolen, you must complete a Property Loss Report.
5. Reason item(s) being surveyed -- Please provide all pertinent information, as the Property Survey Board will review for possible culpable negligence or unauthorized use. If item is lost, missing, or stolen, please attach Property Loss Report instead of indicating a reason for survey of the item(s).
By signing below, the surveying department agrees it has followed the campus disk wiping procedures to remove all data from any computing equipment to be surveyed, including but not limited to, sensitive information, such as employee names, student names, and personal identification numbers, e-mails, etc.  The department also agrees the equipment has no software applications, including no operating system software at the time of disposal.*

Department Inventory Coordinator
Date Submitted

Department Head
College Dean/or Division VP


(Required for all Lost/Missing & Stolen)
* Refer to the following policy and procedures for scrubbing hard drives of software and data:
POLICY:
http://www.security.calpoly.edu/docs/policy/Security_HardDrive_120505.pdf
STEP-BY-STEP GUIDE:
http://www.security.calpoly.edu/docs/policy/Security_HardDrive_DBAN-Guide_120505.pdf
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