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This sheet must be returned with Inventory Printout.  Enter "NONE", sign and date if no items are listed.

TENNESSEE  STATE  UNIVERSITY

PROPERTY   ADDITION  SHEET

	Function No.
	
	
	1.   List all items that have been received, tagged and delivered which      

	Department
	
	
	      do not appear on the inventory printout.

2.   If item received as Gift/Donation - A completed copy of  the Gifts      

	Date
	
	
	      and Donation form must be attached.


	Item

No.
	Property 

Tag No.
	Description
	Model No.
	Serial No.
	Purchase Order No.
	Building
	Room No.
	Cost
	Comments

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Please indicate which support document attached:
	
	Print or Type Name
	Signature
	Date
	Tel. Ext.

	
	Prepared by:
	
	
	
	

	[   ] Gifts and Donation Acceptance Form
	
	
	
	
	

	[   ] Other: ____________________________
	Reviewed and
	Print or Type Name
	Signature
	Date
	Tel. Ext.

	
	    Approved by:
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