TRANSFER PROPERTY TO SURPLUS WAREHOUSE

The Asset Update Form is used to send items to the Surplus Warehouse.

Using Moves & Events

Step 1: Complete the Asset Update Form in DocuSign. Instructions can be found here.  

a) Include the following required information:

· List the reference tag number(s). If any items have no tag number enter “000000”
· Property Management department code H0601
· Building # 419
· Room # 136
· Property Custodian: Raymon Matthews
· CDA: Amy Hutchings

b) A cost center is required to process a work order to move/transfer furniture and equipment to the Surplus Warehouse (see Section A on the asset update form).

Step 2: Approval & Scheduling (Moves & Events Option)

Once the Asset Update Form is approved by Property Management, the cost center charge will be verified by Fixit. 

· After the charge is approved, Moves & Events will contact the department to schedule a pickup date.
· After items are processed, Raymon Matthews will send a confirmation email with an Excel spreadsheet listing all tagged assets received
· Retain this email and spreadsheet for future reference, including during annual inventory audits.

Do‑It‑Yourself (DIY) Delivery Option

Departments may choose to deliver items directly to the Surplus Warehouse to avoid Moves & Events charges. If selecting the DIY option, do NOT check “Surplus – Work Order Issued”. Instead, check “Transferred to another Department/State Agency”. Use the same “Department TO” information as required for Surplus Warehouse transfers (see above). After Property Management approves the transfer, please email Raymon Matthews at rmatthew@Central.UH.edu to schedule a drop‑off time.

Step 3: Follow‑Up

Once the Asset Update Form is initiated, please follow up with the next signee to ensure the approval process is completed in a timely manner.

Need Help?

[bookmark: _GoBack]If you have difficulty locating the template or need assistance with DocuSign, please contact Property Management via TEAMS. We are happy to walk you through the process.
