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Request To Procurement Specialist To Record Assets
INSTRUCTIONS TO CASUAL RECEIVER:  Complete sections below to request your Proc Spec to receive an asset or modify or delete an existing receipt.  Submit the completed form to your assigned cluster – procurement specialist. Consider imaging the completed form along with the voucher.  This allows Inventory Services access to this form also through Imaging. 
Asset Receiving

Non-assets are received by the department requestors.  Assets requests with a mixture of asset and non-assets are received by the cluster.

	
	Request Type
	PO #
	Line #
	Line

Description
	Serial #
	** Asset 
Custodian
	** Asset Location (Rm/Bldg)
	** Manufacturer Name  

(Not dealer /seller name)
	Model #

	EX
	A
	2234
	1
	Microscope
	X3324
	Doe, John
	RM 1-314 MoosT
	Applied Biosystems
	DZ-3302

	1.
	     
	     
	     
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	
	
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     
	     
	     
	     

	4.
	     
	     
	     
	     
	     
	     
	     
	     
	     


* A = Add

U = Update
D = Delete

** For Asset Custodian: For Sponsored funded or research equipment, use Principal Investigator name.  For other equipment, use name of the end user 
    or person most knowledgeable about the equipment. 

** For Asset Location:  Enter Room number and Building. Proc Spec will look up the specific receiving location for the on-line receipt.

** Manufacturer Name:  Use the manufacturer name – do not use the dealer, seller or vendor names. 

Requestor Information for above information:

	Requestor ID:
     
	Dept ID:
     
	Date:
     
	Phone:
     
	Email:
     
	Fax#:
     

	Procurement Specialist ID:
     
	Dept ID:
     
	Date:
     
	Phone:
     
	Email:
     
	Fax#:
     


Route this form to:


Procurement Specialist





U Wide Form:


UM 1681
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