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QUICK REFERENCE GUIDE – SURPLUS DISPOSAL REQUEST FORM 

1. Requestor Person requesting surplus item removal. 
2. Supervisor & College Approval Approval from Dean/Manager and the Vice President or Vice Chancellor providing 

oversight of the area for approval prior to routing to the District Warehouse. FORMS 
WITHOUT APPROVAL WILL BE REJECTED.  

3. Location Enter location for pickup of surplus item. 
4. Quantity Enter the Quantity of items. Multiple quantity items with serial numbers must be 

recorded per line.  
5. Item Description Enter the item make and model. Include any detail descriptions to better identify the 

item. 
6. Serial # Enter item serial number. 
7. SJECCD Asset Tag # Enter SJECCD Asset Tag number. ITEMS WITHOUT ASSET TAG # WILL NOT BE ACCEPTED. 
8. Hazardous or Electronic Waste Indicate if the item is hazardous or Electronic Waste. 
9. Sell or Scrap Warehouse use only. 
10. Condition & Surplus Valuation Warehouse use only. 

• Once the form is completed and submitted, a date will be scheduled for the surplus items to be removed.
• Incomplete forms will be redirected to the requestor and may cause a delay in the turnaround time.
• Submit completed forms to: DO-Warehouse@sjeccd.edu
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