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The Bureau of Corporations, Elections and Commissions is the responsible agent for managing any inventory distributed under its authority. Inventory may be adjusted in a number of ways including returning it to the Elections Division for reissue, transfer to surplus or disposal; or being authorized to perform a local disposal action. Prior to taking any adjustment action on assigned equipment, the entity holding the equipment will contact the Elections Division for instructions. Once a determination is made on how to proceed, the Adjustment Request Form below must be completed and submitted to the Elections Division with a copy retained for local records. 
PROPERTY ADJUSTMENT REQUEST

Date: _______________		Division/Municipality: __________________________________ 

Equipment Description: _________________________________________________________________

Serial # (if applicable) ________________________________	Asset Tag #: _____________________

Other Identification (if applicable): ________________________________________________________

Requested By ___________________________________	Phone: _________________________

Reason (obsolete, damaged,  etc.):  ______________________________________________________

____________________________________________________________________________________

___________________________________________________________________________
Action taken (e.g., return to Elections Division, local disposal): ______________________________________

Elections Division Authorizer: ________________________	 Authorization #: _____________________

For Elections Division return: 		

Return Method (Postal Service, FedEx, UPS, etc.): __________________

Tracking # (if available): ________________________ 	Return Date: ___________________

Received by ___________________________________	__________________________________
			Signature						Print name

Receipt Date: _____________________			Contact Phone: __________________

Note: Once received by the Elections Division, a copy of the signed receipt and acceptance form will be returned to the adjusting entity.
___________________________________________________________________________
For local disposal: 		

Removal Method (transfer station, waste disposal): ___________________________________

Removed by (name/title): _________________________________ 	Removal Date: __________________

Note: On completion, return signed form and supporting documentation (e.g. transfer station receipt, etc.) to the Elections Division.
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