ONE MARINA PROPERTY SERVICES PTE LTD
FIXED ASSET REQUISITION FORM

	Department
	:
	
	
	Date
	:
	


	

	(1)
	Asset Description and Cost :

	
	

	
	Qty
	Description
	Unit Price
	Total Amount
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	(2)
	Location of  Asset Purchased :-

	
	

	
	
	

	
	
	

	

	(3)
	Reason(s) for Purchase :-

	
	

	
	
	

	
	
	

	
	
	

	

	(4)
	Is this Asset
	 FORMCHECKBOX 

	New
	 FORMCHECKBOX 

	Addition
	 FORMCHECKBOX 

	Replacement

	
	
	
	
	
	
	
	

	          If Replacement, how is replaced asset to be disposed off ?

	

	(a)
	 FORMCHECKBOX 

	Scrap
	
	
	Net Book Value of Existing Asset to be written off :
	
	

	
	
	
	
	
	
	
	

	(b)
	 FORMCHECKBOX 

	Trade In
	
	
	Year of Purchase :
	
	

	
	
	
	
	
	
	
	

	(c)
	 FORMCHECKBOX 

	Relocated, where
	
	
	Present Condition :
	
	

	
	
	
	
	
	
	
	

	

	(5)
	Is this Amount Budgeted?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	
	
	
	

	           If Budgeted, please complete :

	

	Budget Year :
	
	
	Budget Amount :
	
	

	
	
	
	
	
	

	

	(6)
	Proposed Purchase/Completion Date :

	
	

	 FORMCHECKBOX 

	Urgent
	 FORMCHECKBOX 

	No Rush
	 FORMCHECKBOX 

	Date Required
	
	

	
	

	 Recommend Supplier (if any)
	
	

	

	


	Initiated By :
	Authorised By :
	Approved By :
	Verified By :

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Name :
	Dept’s Head :
	GM/AGM/CEO :
	Finance Department

	Date :
	Date :
	Date :
	Date :











Form : PM-FIN-05/FARF01-12

