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Cal State San Marcos




CALIFORNIA STATE UNIVERSITY SAN MARCOS

San Marcos, California 92096-0001


CSUSM Property Action Request Form - 

Materials Management/Property Office (760) 750-4539

Department           
     



Date         
Contact Person                 



Phone      

Authorized Signature      
PLEASE CHECK THE APPROPRIATE BOX(ES) BELOW FOR THE PROPERTY ACTION REQUIRED

           FORMCHECKBOX 
   CHANGE OF LOCATION / INTER-DEPARTMENT-----------   Fill in # 1

            FORMCHECKBOX 
    CHANGE OF LOCATION / NEW DEPARTMENT-------------   Fill in # 1, 2

            FORMCHECKBOX 
    ON - CAMPUS PROPERTY LOAN REQUEST------------------   Fill in # 1, 3, 4, 7

            FORMCHECKBOX 
    OFF-CAMPUS PROPERTY USE REQUEST---------------------   Fill in # 5 – 8
The State Administrative Manual, Section 8643, states: "Employees will be charged with any loss and damages to State property due to their negligence or unauthorized use."
1.   

	   Current Location
	  Location Moved To
	CSUSM Barcode Number
	           Description

	  Dept.
	Bldg/Room
	   Dept.
	Bldg/Room
	
	

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


2. Authorized Signature / New Dept:      
​​​





3.  Property Being Loaned To:                 






4.  Contact Person:
     
5.  Where to be Used:                                
6.   Statement of Use:                          


     







7.   Date to be Returned:                         
8.
	  CSUSM Barcode Number
	Description

	     
	     

	     
	     

	     
	     


______________________________________________________________________________

Materials Management/Property Use Only

Date Requested       




Inventory Data Correction Completed

Date Returned         




Date      

Initial      
Materials Management/Property Office Signature       
CSUSM Property Action Request Form

Created on 4/1/08   

