Flowchart of Retirement Procedures:

Proper procedure for filling out Fixed Asset Retirement Forms:

Process:

Custodians (Principals) from whose
building the equipment is being removing
must fill out form

Alternative Process:

Submit the W. O. # to the SiteNet.
¢ Get the # of W.O.

Preparation:
Collect equipment in one
place for maintenance to
pick up.
Fill in proper information
Submit the work order #
(W.0#)

Process:

Sp. Proj. Accountant

& N verifies, enter data and
| send to the Maint. Dept.
|

Document: >/v
Fixed Asset Retirement Forms

Write the W.O. # on it

Send it together to the Business Process:
Office, Sp. Proj. Accountant ., Maintenance verifies with
\//,,, W.O. # and Forms
Preparation:
Approve, Reject, or
cancel
Assign to Dept.

Business Office

\/_
/Alternative Process for Employee of \ Canary Copy to
Maintenance: / Maintenance
>

l White Copy to

Receive W.O. and form
Go to school to pick up equipment —
Pink Copy to

Sign the form
Custodian (Principal)

Hand out copy to Custodian (Principal)
Send a white copy to Business Office
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