Inventory – New Purchases

Please complete the Inventory-New Purchases Form when adding newly purchased items to your inventory.  Please make sure to include Serial Number and the item’s location. Keep a copy of this form for your records and forward the original to Donna at C/O.
	Item
	Asset Tag
	Serial Number
	Location/Room
	Vendor Name
	Date of Purchase
	Cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Signature: _________________________________



P.O. #: ____________________________

Campus: ______________________________
____



Date Completed: ____________________

