
County of Greenville 
Office of Finance 

Fixed Asset Request Form

Fixed Asset Request for Status: Additions-Deletions-Transfers

Department Information

Division (ownership) Required

Account Number (paying) Required

Signature (authorizing) Required

Contact Name (requestor)

Phone Number

Fax Number

Asset Information

Item Description 

Make/Model (please provide)

Serial No. (please provide)

Purchase Order Required

Check Number Required

Disposal or Transfer Date

Other Information

Description of Item

Intended Use Sales Tax            $

Other Costs (maintenance, install, etc.)                $

Vendor

Location of where item will be housed (Required)

ConditionRequest Type  Required

Transfer To (5 digit division) (Required if transfer)

Special Revenue (if federal, specify)

Control Number (Disposals or Transfers) (Required)

Acquisition Date

Reason for Disposal (please specify)

Transfer From  (5 digit division) (Required if transfer)

Total Cost            $

o

See Fixed Asset Request Form Instructions in Policy 3.2.0

This form may be submitted via interoffice mail or faxed to Finance at 467-7049 Attention: Tonya Richard

Control Number Assigned (to be 
completed by Finance) 
Control number will be sent to  
ownership department
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