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Asset Disposal Form

Please forward this form to assets@fbs.uq.edu.au
	Asset Disposal Type: (Please see descriptions and requirements on next page and tick one box)


	☐ Added In Error
	☐ Damaged
	☐ Donated to External Body

	☐ Scrapped
	☐ Sold To External Body
	☐ Stolen

	☐ Trade In
	☐ Other:
	 


	Disposed Asset Information: (Please print all information clearly)

	Asset ID:
	    

	Asset Description:
	     


	Disposal Information: (Please print all information clearly)

	Disposal Date:
	    /    /    

	Disposal Quantity:
	     

	Disposal Proceeds:
	$     
(sale proceeds/agreed value of traded in asset)

	Where Required, Transaction Chartfields:
	     
Operational Unit

Site

   
Fund

  
Function

     
Account

     
Project ID



	Where Trade In, New Asset ID:
	    

	Where Donated, Details of Donation:
	
(who asset donated to)
	
(why asset donated)


	Authorisation:

	Name:
	
	Ext:
	     

	Position:
	Head of School/Centre/Institute/Division

	Signature:
	
	Date:
	     


	FBS Use Only:

	Location:
	
	Notes:
	

	Entered by:
	
	Ext:
	     

	Signature:
	
	Date:
	     


PLEASE DO NOT PRINT THIS PAGE

	ASSET DISPOSAL TYPE DESCRIPTIONS & REQUIREMENTS


	Added In Error
	Item was incorrectly purchased using an asset expense account or has never met the definition of plant and equipment or portable and attractive, eg. desktop.
	Financial Accounting will move the associated expense to a minor equipment account using the asset’s chartfields:

· operational unit - as recorded on asset register
· site - as recorded on asset register
· fund - 998
· function - 41
· account - 705330 or 705340
· project - 999998
If the above is not suitable, provide transaction chartfields that should have been used and Financial Accounting will prepare correction.

	
	Item should have been split into multiple assets.
	Attach asset addition forms for multiple assets.

	
	Item should have been consolidated with another asset.
	Attach asset cost adjustment form.

	
	Item has been returned and amount paid has been refunded.
	Provide transaction chartfields used for deposit of refund.

	Damaged

Please note assets disposed using this disposal type will be treated as a loss to the University in the Financial Statements.
	Item has been damaged beyond repair and is no longer in use.
	Attach a copy of the Loss Form submitted to the Insurance section.

	Donated to External Body
	Item has been donated to a body/individual external to the University.
	Provide details of donation, for example who was the asset donated to and why was it donated.

	Scrapped
	Item no longer provides an economic benefit to the University. 
	No documentation required.

	
	Item is technically obsolete.
	No documentation required.

	Sold To External Body
	Item has been sold to a body/individual external to the University.
	Provide transaction chartfields used for deposit of proceeds.

	Stolen 

Please note assets disposed using this disposal type will be treated as a loss to the University in the Financial Statements.
	Item has been stolen or knowingly lost, eg. left on a bus.
	Attach a copy of the Loss Form submitted to the Insurance section.

	Trade In
	Item has been traded in to a body/individual external to the University. 
	Provide transaction chartfields used for purchase of new item and asset ID assigned to new item.

	Other
	Item has been disposed for a reason not listed.
	Provide details of disposal.
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