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To:

Robert Riddle, State Surplus Property Officer



Division of Surplus Property

From:
(Name and title of person initiating the request)

(Fax Number)

Date:

(Date)

RE:

Trade-In Approval Request

Please use this template as an outline to request approvals to trade-in surplus equipment for new equipment. The persons requesting approval and the Authorized Agency Approver should be two different people. It is recommended that the authorized approver be the person responsible for purchasing equipment for NCSU. RFP’s should be received and a proposed vendor selected prior to making a request to the NCSU Surplus Property Officer.

Please do not print the italicized wording on your request letter, just the actual information regarding the trade-in request.

We request approval to trade-in the following item (s):

Please list all information requested.

· Description of item (s) to be traded in

· FAS account (if applicable)

· Price of original purchase

· Date of original purchase

· Current condition of item(s)

· Name of vendor offering trade in allowance

· Description of replacement item being purchased

· Price of replacement item (before allowance)

· Amount of Trade-In allowance

· Final purchase price

Justifying trade-in over other disposal options (paragraph form). Give a detailed statement indicating the benefit to the University to trade-in the equipment.

· Name of person requesting the trade-in

· Title

· Telephone number

Signature: _____________________________________________   Date:__________

     Approved (NCSU Surplus Officer)

Signature: _____________________________________________   Date:__________

     Approved (State Surplus Property Officer)

APPROVED


DENIED (Reason will be given)

Mail completed form to Materials Support, CB 7225, Attn: Surplus Office.

_1030872685.bin

