
Move
 furniture/equipment

 between rooms/buildings on 
campus 

or 
no longer need furniture/

equipment 
and want it removed?

Remove

Move furniture/
Equipment

Between rooms/
Buildings on campus

No longer need
Furniture/equipment 
and want it removed

Place Maint. Work 
Order the system

Department contacts 
Assistant to Procurement 
Director

Procurement puts 
MWO on system

(as required) 

MWO taken off 
system. Facilities 
Services assigns 

to campus moving 
team.

Furniture/equipment
Has Value to University

Value No Value

Move to Pole Barn

Disposition 
(recycle, trash, 
sale, donate, 

other)

Facilities Grounds 
receives MWO 

Carries out 
request

Accounting Dept. 
Asset Manager 

makes adjustment 
to fixed asset
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Subj: Surplus Move process

Move/Store

End

F&E on fixed asset 
system
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