Job ID: 
The University of Hong Kong
PERSONAL COMPUTERS & RELATED EQUIPMENT DISPOSAL FORM

(INCLUDING PRINTERS, SCANNERS)
Administering Authority, Dept of Mechanical Engineering

(to be kept by department for audit purpose)
(for items costing HK$15,000 each or below AND with age of over 5 years)
	Asset No.
	Quantity
	Item Description
	Purchase 
Date
	Unit Cost
	Category
	HKU Ref. No. 
(assigned by Information Technology Services)
	Remarks

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


* I confirm that I have examined the items proposed for disposal shown above duly fall within the categories indicated, and it is highly unlikely that other departments will find the items useful.
I shall ensure to remove all licensed softwares that are owned by the University and arrange the disposal with the appointed charitable organization to collect the items directly as stipulated in paragraph 7 of DFA 9 Annex III, update relevant inventory records in Departmental Inventory System (DIS), and maintain all supporting documents along with the original copy of this form for audit purpose.

Please contact


at


if you have any queries.


Name



Telephone

	Category :
	

	(I)
	Surplus to requirements
	

	(II)
	Functioning but outdated
	

	(III)
	Broken but easily repairable
	   ____________________________      _______________________      ________________

	(IV)
	Broken & uneconomical to repair
	Signature of
	Name of
	Date

	(V)
	Beyond repair
	Administering Authority
	Administering Authority
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