Red Tag/Fixed Asset - SPED
DIRECTIONS:  Complete this form when receiving or requesting a transfer or the deletion of a red tagged item.

I.  ADDITION The teacher signature line is located on the bottom of this form.    
	Red Tag # (if known)

	School
	Room #
	Staff Member Name (print)



	Vendor (Company item was purchased from if known)
	Item Description (i.e. Computer, Mimio, etc…)



	Brand/Model (i.e. Dell Computer OptiPlex 760)


	Serial Number 

	Signature
	Date




      For Central Office Use Only:
	PO#
	Check#
	Claim#
	Fund
	Amount




II. TRANSFER  The teacher signature line is located on the bottom of this form.        
	Transferring Staff Name (from)

	School
	Room #
	Item Description 



	Receiving Staff Name (to)


	School
	Room #
	Red Tag #

	Reason for Transfer: 

☐  Replaced with Updated Equipment     ☐  No Longer Needed     ☐  Other  __________________________


	Signature
	Date




III. REMOVAL or DELETION  The teacher signature line is located on the bottom of this form.      
	Staff Member Name


	School
	Room #


	Red Tag #
	Item Description

	Reason for Removal or Deletion:
☐  Broken/No Longer Usable             ☐  Replaced with Updated Equipment     ☐  No Longer Needed         

☐  Removed by Technology Staff      ☐  Other  __________________________



	Has Item Already Been Removed? 

 ☐ Yes   or    ☐ No


	If yes, who removed the item?
	If yes, on what date?

	  Signature

	Date




         *If the item is broken/no longer usable, a request will be made to the board to remove the item.  Once approved, you may discard.
Special Education Teacher’s Signature _______________________________

Date  _____________
Special Education Director’s Signature _______________________________    
Date  _____________ 

CO Fixed Asset Clerk’s Signature  _______________________________________  
Date  _____________ 
RETURN THIS FORM TO THE SPECIAL EDUCATION DIRECTOR

