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Surplus Properties

Surplus Properties — Fixed Assets

The steps below will assist you in relocating University property from one department to another,
requesting assistance with move of University property from department by Facilities, and to identify and
move surplus property (fixed assets) out of department to surplus storage.

Stepl. Complete Property Control Equipment Transactions Form — This form is used to request change of location or surplus of assets by department.

Step Il. Email completed form to Min Kyung Jung (M.K.) mjung@aum.edu for signature to make sure if any fixed assets are surplus.

Step lll. M.K. will send the form to Susan McCarron (smccarr1@aum.edu) for pickup. Susan will be able to help you if you have any questions
regarding surplus.
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