
HOW TO SURPLUS VEHICLE  

ORDER TO SURPLUS VEHICLE YOU MUST BE property custodian  find FSU form CAPITAL 
PROPERTY ACCOUNTABILITY RELEASE FORM should be dated after 4/2024  

Fill out  Required environmental health & safety Certification most equipment should not 
be contaminated if in doubt please contact EHS on this equipment if there are Questions 

>>>>  

 

Fill out the Date requested as date you filled out the form to be submitted   

 

Fill out DEPT ID: where you Item is located in the property Inventory where item is 
accounted from 

  

Fill out the Phone number where best to Contact you for any questions related to this 
accountability  release request or Surplus this item with any questions. 

 

Fill out the Contact person name for this Form it should be property custodian if not 
Property accounting will reach out and verify that the correct person is notified on this 
request  

 

 

 

 

 



Please fill out Item Tag number that is the FSU number is 12 digits long and should be 
numbers as in 492000000000 please fill out Description should match OMNI data base. 

   

Please fill out the disposition method of this Request and if there are related Project this 
request is associated with  no need to fill out Net book value is not needed at this time  

 

Please fill out Section 1.  provide the Reason or circumstance for this request or 
justification for request of capital property accountability of release EX. Equipment is not 
repairable no longer needed examples  

 

 

 

 

 

 

 



Please fill out section 2.and section 3.  If item or equipment was stolen please Explain ? 
and police report is requested  for this line Item  

 

Please fill out Section 3 if section 2 was filled out stating how to prevent further loss  

 

Please fill out section 4. At minimum the Property manager signature is needed and then 
email completed form to  

 

controller signature is needed before disposal can happen if your item is sponsored 
research the the 3rd signature is required most forms only need the first 2 signatures  after 
this form is signed and returned to property manager a Work order must be submitted  for 
Surplus to remove and surpluses this equipment or any disposal can happen   

 

 

 

 


