This meeting is to help departments and the department heads get a better accountability of the County Inventory Assets.  The first form is the Addition/Deletion form.

1. Date of transition.

2. Asset # will be assigned to item when received by Asset Clerk.

3. Accountable Officer, Person in that Dept. most likely handling inventory in that dept.

4. Dept. Contact is the Dept.?

5. Dept. ID # a set number that was assigned to each dept. 

6. Dept., self explanatory

7. Phone # Ditto

8. Equipment Addition is any new Asset Item that is $1,000.00 and up.

9. Note that new purchases must have copy of invoices or bill plus the purchase order number.

10. Purchase from is where item was purchased, the date of purchase.

11. Name of item, the make.

12. Must have serial number, the model number.

13. Price excluding tax.

14. Freight Cost.

15. Check number. That will be filled in by Asset Clerk

16. Invoice number self explanatory

17. P.O. # is the BOCC’s P.O. Number.

______________________________________________________________________________

Equipment Deletion

1. Top of the form should be filled out best as possible.

2. Does equipment need to picked up, self explanatory?

3. Has software/data been destroyed/wiped? See other form regarding transfer for further      instructions.

4. IT 
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