
Instructions for Declaration of Surplus Equipment  
 

1. Complete Steps 1-10 per instructions on form 
2. Submit completed form to Dean or Other Authorized Signature for approval. 
3. Dean or Other Authorized Signer submits approved form to VPA for final approval 
4. VPA forwards approved form to DO General Services and DO General Accounting for update on 

inventory record. 
 
 
 


