
FORM 333 MS 

                                                     Rev: SSEM 10/2019  

  Transfer Form for Surplus/Obsolete Equipment, Furniture, Misc. Items  
Date Initiated:                            Work Order #: Box #: of Total Boxes 

Requestor: Bldg. or Dept: 

Contact Person: Location of Pickup Items: 
 Equipment        Furniture         TV/VCR/DVD (Electronics)        Licensed/Titled Vehicles      Office Supplies         Misc. Items 
 

CONDITION CODES:  Use these codes to describe the condition of the obsolete/surplus items   U = USABLE     R = REPAIRABLE     NG = UNUSABLE 
 

Asset Tag # Qty. Model, Serial, License # Description 
Condition 

Code 
Hand Truck 

or Pallet Jack Transfer To 
       
       
       
       
       
       
       
       
       
       

 

 
Transfer Authority FOR WAREHOUSE USE ONLY 

Work Order # for xfer: 

DES #: 
Building Administrator or Designee Notes; 

Distribution of Form:       ORIGINAL To SSEM / Copy for your records / Copy with Surplus (Write Work Order # on all boxes) 
 



Head Custodians work with building staff for surplus 
items in the building. Head Custodians divide the 

items into two categories  ‐ Usable (U) and Unusable 
(NG).  Complete a separate Misc. Form 333‐MS for 

each category. 

Head Custodian obtain signatures and enter a work 

request for each form into SchoolDude. Put Work 

Request # on Form 333 MS’s and submit to SSEM. 

SSEM submit binder to  

Business Services  

SSEM scan copy of form to work request 

(on‐hold unƟl board approval) 

Business Services review/submit 

for Board Approval. Return Bind‐

er to SSEM aŌer Board Approval. 

FO release work orders for NG 

pickup 

Warehouse  

PalleƟze and schedule 

pickup with DES 

SSEM print completed work requests. All Paperwork  archived at SSEM 

SURPLUS PROCESS 

Misc Form 333‐MS 

For DEPT ITEMS (CTE, FO, FNS, OSE, 
TR)...paperwork is 

generated by the department, signed and 

submiƩed to Head Custodian.  Items should be 
divided into the two categories. 

Head Custodian enter a work request for each 

form into SchoolDude. Put Work Request # on 

Form 333 MS’s and submit to SSEM. 

SSEM release work orders for 

Warehouse pickup 

Warehouse schedule pickups 

from buildings 
FO schedule pickups from 

buildings. 

Warehouse  

Put in work order for idenƟfied 

NG items for pickup by FO 

Warehouse sort NG and DES items. 
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