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Office Furniture 

Notify Building & Grounds 

Can be used by another 

department – Notify Auditor 

of inventory change by 

completing Additon-Removal 

Asset Form 

Can NOT be used by another 

department and has value of $250 

or more – Notify County Board 

Chairman to request Property 

Committee to declare surplus 

Technology Items 

Notify Technology Services 

Property Committee Meeting 

Held 

Property will be transferred 

to Local Government 

Property Valued at $0 - $250 by Property Committee 

Inventory to donated, recycled, disposed of 

 

Property Valued at $250 or more 

Property Committee will follow 

procedures of sale 

 

Notify Auditor of inventory 

removal by completing 

Addition – Removal Asset 

Form 

Sale Completed by Procedures 

Can NOT be used by another 

department and has value of $0 - 

$250 – Donate, Recycle, or 

Dispose. Notify Auditor of 

inventory change by completing 

Addition-Removal Asset Form 
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