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Fixed asse t s purchased by Carlt on Trail College , from any source  of funds, shall remain 
t he  property of Carlt on Trail College , unless othe rwise  provided for in t he  t e rm of 
re fe rence  agreed to with t he  funding source . 

All College  owned asse t s must  be  inventoried if t hey have  a use ful life  expect ancy. 
Other College  owned asse t s may be  inventoried at  t he  request  of t he  Facilit ie s 
Technician. 

The  inventory list  shall be  reviewed by the  VP Finance  on an annual basis. 
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• Purchases must  be  made  in accordance  with Carlt on Trail College  policies with 
respect  t o product  st andards and e rgonomic principles. 

• Purchases must  be  coded to appropriat e  program/administ rat ive  areas as we ll 
as locat ion as e st ablished in t he  Financial Records Syst em. 

• All equipment  require d to be  inventoried must  display a Carlt on Trail College  
equipment  t ag; t ags can be  request ed from IT Technician. Tag number range  
for IT it ems: 0001 to 1000. Tag number range  for othe r it ems: F0001 to F2000. 

• Any changes in ownership or disposal of asse t s must  have  prior approval of t he  
VP Finance  using Appendix A: Asse t  Disposal Form. 

• On an annual basis, t he  inventory list  shall be  reviewed and random checks will 
be  pe rformed on both new and exist ing asse t s by the  VP Finance . 

• The  inventory list  shall be  reviewed annually with Carlt on Trail College  
insurance  broker t o ensure  appropriat e  coverage . 
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ASSET DISPOSAL REQUEST FORM 

ASSET DESCRIPTION: _______________________________________________ 

ASSET TAG # : ______________________________________________________ 

RECOMMENDED DATE OF DISPOSAL: _________________________________ 

RECOMMENDED METHOD OF DISPOSAL: ______________________________  

_____________________                 __________________                  ___________________ 

           Signat ure                                                  Tit le                                          Date  

APPROVED 
  

  

  

NOT APPROVED 

  

                           NOTES: _______________________________________ 

____________________________________________ 

  

____________________________                                        _____________________ 

Signat ure                                                                                              Date  VP Finance  

  


