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Please follow the steps below to properly process the property disposal. 

Step 1: Fill out all of the applicable boxes on the form 
Step 2: Have the School Principal or Department Director sign the form. 
Step 3: Submit the form to propertycontrol@pasco.k12.fl.us once 
completed. 

Date: ____________ 

Requested By:  
Name of Authorized Person ___________________________ 

(First)  (Last) 
Title: _____________________________________________ 
Contact Telephone Number: __________________________ 
Cost Center Name: _________________________________ 
Cost Center Number: ___________

        __________________________________________ 
Signature of Person Requesting Disposal of Property 

List of Items 

Barcode ID Detailed Description Date Acquired Book 
Value 

Approved By: 
Name of Authorized Person: ___________________________________ 

(First)   (Last) 

__________________________________________________________ 
Signature of Person Authorizing Disposal of Property 
Date: ________________ 
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