

Questions concerning completion of the form should be addressed to the Inventory Specialist or Fixed Asset Specialist.
Finance – 10/24/2023



INSTRUCTIONS FOR COMPLETING THE EQUIPMENT INVENTORY CHANGE REQUEST FORM





Equipment NO LONGER UTILIZED by the Department or MOVED





Please Verify JMU ID# on Equipment





ID# Prefix 8xxxxx ?





 YES





Equipment was purchased with Equipment Trust Fund, contact Fixed Assets for eligibility.





NO





ID# Prefix 9xxxxx ?





YES





NO





All other JMU ID#s or no JMU ID#, Releasing Department ALWAYS completes Section I.  Approving Signature should be that of a department head or manager & not the same as the person completing the form





Releasing Department selects ONE Change Action per Form





TO ANOTHER DEPARTMENT








Receiving Department Completes 


SECTION III





TO SURPLUS PROPERTY








Warehouse Completes SECTION II





TO A DIFFERENT BUILDING


(Within Same Department)





Releasing Department 


Completes 


SECTION IV





DISPOSAL








Releasing


Department


Completes


SECTION V





Releasing Department retains one Copy of the form.








Forward completed form to Fixed Assets (� HYPERLINK "mailto:fixedassets@jmu.edu" �fixedassets@jmu.edu� or MSC 5704) 





Equipment was Acquired with Grant Monies, contact Fixed Assets for eligibility.








