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Account Number Change
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Township High School District 214 
                                                     ACCOUNT TRANSFER REQUEST                      Date xxxxxxxxxxx 

 
Form Use Criteria:  This form is to be utilized for all District account transfers. 
 
 Transfer DEBIT Account Number/s:             Amount/s:    Transfer CREDIT Account Number/s:        Amount/s: 
    
1.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________    1.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

2.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________      2.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

3.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________    3.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

4.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________     4.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

 
Reason for Transfer/s:  1.xxxxxxxxxxxxxxxxxxxxxxx_____  1.xxxxxxxxxxxxxxxxxxxxxxx_____xxxxxxxxxxxxxxxxx  
 
Requested by:    1.xxxxxxxxxxxxxxxxxxxxxxx_____              Approved By:            1.xxxxxxxxxxxxxxxxxxxxxxxx    
 
Program Adm:    1.xxxxxxxxxxxxxxxxxxxxxxx_____  Business Services:   1.xxxxxxxxxxxxxxxxxxxxxxx_ 
 
                                                                         District Business Office Use Only 

 
 
Vendor No.                                                                          Description                                             Date Paid 
 
BLUE PAPER 
Revised 4-2010 
 
 

Township High School District 214 
                                                      ACCOUNT TRANSFER REQUEST                      Date xxxxxxxxxxx 

 
Form Use Criteria:  This form is to be utilized for all District account transfers. 
 
 
Transfer DEBIT Account Number/s:             Amount/s:    Transfer CREDIT Account Number/s:        Amount/s: 
 
1.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________    1.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

2.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________      2.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

3.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________    3.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

4.  1.xxxxxxxxxxxxxxxxxxxxxxx_____    $ _____________     4.  1.xxxxxxxxxxxxxxxxxxxxxxx____    $ xxxxxxxxxxxxxx 

 
Reason for Transfer/s:  1.xxxxxxxxxxxxxxxxxxxxxxx_____  1.xxxxxxxxxxxxxxxxxxxxxxx_____xxxxxxxxxxxxxxxxx  
 
Requested by:    1.xxxxxxxxxxxxxxxxxxxxxxx_____              Approved By:            1.xxxxxxxxxxxxxxxxxxxxxxxx    
 
Program Adm:    1.xxxxxxxxxxxxxxxxxxxxxxx_____  Business Services:   1.xxxxxxxxxxxxxxxxxxxxxxx_ 
 
                                                                         District Business Office Use Only 

 
 
Vendor No.                                                                          Description                                             Date Paid 
 
BLUE PAPER 
Revised 4-2010 

Account Transfer Request
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 Date: September 19, 2006  
    
    To: APO’s, Building Directors 
 
From: Kari Fair, Purchasing 
 
    Re: Surplus Equipment Disposal Policy 
 

 

This memorandum is a reminder of the Board’s policy to dispose of surplus equipment.   

Please review the policy below and save a copy for your reference.  When the “Request for 

Approval to Dispose of Surplus Equipment” is complete, it is to be submitted to Sherry 

Koerner (as stated on the form).   

 

When the request has been approved, the WHITE copy will be returned to you.  Until you 

receive the white copy, the equipment must be kept.  Thank you. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 District 214’s Board Policy on 
Disposal of Surplus Equipment 

 
The administration will establish procedures to dispose of surplus equipment in the best interest of the district (Chapter 
6.10). 

Board Policy on Disposal of Surplus Equipment
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Board Policy on Disposal of Surplus Equipment continued

 

 
PROCEDURES: 

A. Assistant superintendents and associate principals are authorized to request approval to dispose of 
surplus equipment. Each request must be in writing using the district’s Request for Approval to 
Dispose of Surplus Equipment form. Requests are made to the director of fiscal services who is 
responsible, along with the purchasing supervisor, for assuring compliance with the district’s Policy 
and Procedures. 
 

1. Transfer within District 214: 
 a. Requester will notify other associate principals and assistant 

superintendents of equipment availability, stating a description, price and a 
date for a reply. 

 b. If a transfer is agreed upon, an Order to Pay form and a Request for 
  Approval to Dispose of Surplus Equipment form should be completed  
  and sent to the director of fiscal services. The equipment may then be  
  transferred. 
 
2. Used for Parts: 
 a. If there is no in-district interest in using the equipment and  
  equivalent equipment is in use in the district, a determination should 
  be made as to whether it is “in the best interest of the district” to use 
  the equipment for parts to  repair similar district equipment. 
 
3. Sealed Bid Sale: 
 a. If the equipment is not needed within the district, a sealed bid sale  
 will be conducted by the purchasing supervisor. 
 b. Requester should submit a Request for Approval to Dispose of  
  Surplus Equipment form to the director of fiscal services for  
  approval. 
 c. Upon approval, the purchasing supervisor will contact the requester 
  to: 
      1. Set the date, time and place of bid opening. 
   2. Determine lowest acceptable bid (usually     
    this is a dealer trade-in  price). 
   3. Identify location and time for prospective     
    bidders to view the Equipment. 
   4. Obtain a description of the item. 
 
 d. The purchasing supervisor will post a notice of a sealed bid sale in  
 all normal posting locations in each building in the district and will  
 advertise  the sale in the school staff and student announcements. 
 
 
 

District 214’s Board Policy on 
Disposal of Surplus Equipment 

Page 2 
 
3. Sealed Bid Sale (continued):  
 e. All bids must be submitted on the district’s Bid Form (shown below) 

in a sealed envelope, stating item being bid, by the date and time 
stated in the bid notice. 

 f. Acceptable payment method is cash or check. 
 g. Item must be paid for and removed by successful bidder within  
  seven days of bid opening. 
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Board Policy on Disposal of Surplus Equipment continued

 

 h. Successful bidder must sign the Statement of Understanding on the 
  Bid Form. 
 i. The director of fiscal services, purchasing supervisor, their 

secretaries, and any staff member involved in determining lowest 
acceptable bid are not eligible to submit bids on surplus equipment. 

 j. If a large quantity of surplus items are available at one time, a  
  public sale or auction will be considered. 
 k. Tie bids will be determined by a coin flip or by drawing straws, as  
 appropriate. 
 
4. Trade-in or sale to dealer: 
 a. If no one bids for an item in the sealed bid sale, the item will be  
  traded-in or sold to a dealer. 
 b. Whenever possible, a trade-in price will be requested in a Request  
 for Proposals for the replacement equipment, if any. Otherwise,  
  three price quotations will be solicited from dealers whenever  
  possible. 
 
5. Donation: 
 a. If the equipment is not sold or traded-in, it will be offered as a 

donation to NSSEO and our feeder districts on a first come, first 
served basis. 

 b. Other sources for donation will be considered depending on the type 
and value of the equipment. 

 
6. Junk 
 a. If all other methods of disposal are unsuccessful, the surplus  
  equipment may be disposed of in the dumpster. 
 
 
 
 
 
 
 

Approved by Resources Council 5/22/90 
 

REQUEST FOR APPROVAL 
TO 

DISPOSE OF SURPLUS EQUIPMENT 
 

Disposal of surplus equipment must be approved by the Controller. Please complete this form in its entirety and forward to 
the Business Office at FVEC.  Do not dispose of the equipment until the request is approved and the white copy is 
returned. 
 
        A.  Description of Equipment 

Description of Equipment:  

Estimated Current Value:  

Method of Establishing Value:  

Reason for Disposal:  

  

 
       B. Proposed Method of Disposal     
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Board Policy on Disposal of Surplus Equipment continued

 

!In-district transfer to:    
! Donate to:     

! Use for parts described as:    
! Junk  

! Sell or Trade-In  
(P             Proceed to Approval Section 
 

 

 Purch        Purchasing Department Only 
Trade-In or Sale Info.:  

  

If sold, $ amt & Acct. # $             $                                 Acct: 

Purchasing Dept.  
Authorization: 

  Lll       Equipment Sale Unsuccessful ! 

 
     C.  Approval 

As requested by: _______________________________________________ at __________________________ 
            (Print or Type Name)                                                       (School Name)     
Requestor’s Signature: __________________________________________ Date: _______________________  
Approved by: _________________________________________________ Date: _______________________ 
             (Controller) 

White & Yellow: Submit to Controller 
Pink:  Originator Retain                     
Form399 
White:  To be returned to Originator after approval                                                
Rev0903ls 

 

      TOWNSHIP HIGH SCHOOL DISTRICT 214                                                                                                    
                                                                                                  Kari Fair, Purchasing Supervisor

                                                                                   Forest View Educational Center 
                                                                                                                                                    2121 S. Goebbert Road 

        Arlington Heights, IL 60005 
              Telephone (847) 718-7615 

Surplus Equipment Bid Form 
 

Date:   ____________________________         Printed Name:      ____________________________ 
 
Street Address:  ____________________________         City/Zip:               ____________________________                       
 
Phone:   ____________________________         Email:                   ____________________________ 
 
Item#:     ___________________                Unit Bid Price:    $_______________ 

Item#:     ___________________                 Unit Bid Price:    $_______________ 

Item#:     ___________________                 Unit Bid Price:    $_______________ 

Item#:     ___________________                 Unit Bid Price:    $_______________ 

 
(Please make a copy if you require additional bid lines). 
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Board Policy on Disposal of Surplus Equipment continued

 

The undersigned enters into the following agreements and understandings: 
 

1.   The property is offered on an “as is” basis. 
 
2.   Neither the Board of Education nor any representative thereof has made any warranties or representations or 

commitments of any kind that the property is in any particular condition or that the property is in a safe 
condition or that it is in a safe condition or that it is usable for any particular use. 

 
3.   The undersigned recognizes that the use of the property could result in an injury, and agrees the    

undersigned will not make any claim against the board of Education or its employees or representatives 
resulting from an injury to the purchaser or any person using the property which has been purchased. 

 
  
                                _________________________________ 
                          Signature 
  
 
Directions for Bid Form: 

1. Submit this form in a sealed envelope by the date and time stated in the bid notice to Kari Fair in 
Purchasing. 

2. Accepted payment method is cash or check. 
3. Item must be paid for and removed by successful bidder within seven days of bid opening. 
4. Successful bidder must sign the above statement of understanding. 

 
 
 
 
 
 

Approved by Resources Council 5/22/90 
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Credit Card Authorization for Hotel Reservations and Payment
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Delivery Form
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Duplicating Request
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Electronic Access Identification Card Agreement



ILLINOIS ASBO PURCHASING MANUAL                                                                                                                                                         14

Furniture and Equipment Condemnation
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Missing Documentation Form
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Order to Pay
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P-Card Account Maintenance Form
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P-Card Statement Dispute Form
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P-card Statement of Authority
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P-card Summary Form
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P-Card Use Agreement
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P-Card Use Agreement continuted
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Purchase Order
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Purchase Order Cancellation
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Purchase Order Pre-payment Request
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Purchase Requisition
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Release, Hold Harmless and Indemnification
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Request for Disbursement/Transfer of Funds
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Request for Supplies
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Request to Dispose
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Request to Purchase Software Application



ILLINOIS ASBO PURCHASING MANUAL                                                                                                                                                         32

Requisition Sample/Procedures
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Requisition Sample/Procedures continued
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Requisition Sample/Procedures continued
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Requisition (Science Supplies)
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Requisition (Skyward)
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TERMS AND CONDITIONS - READ CAREFULLY

1.  Purchase Order No. and Depart. Must appear on all packages, B/L’s, invoices, shipping papers and 
correspondence.  Orders must be invoiced and packed separately. 

2.  Invoice in Duplicate for each Purchase Order 

3.  We do not pay C.O.D. charges of any kind.  All shipping charges must be prepaid. 

4.  Ship least expensive way, unless otherwise indicated on order. 

5.  This Purchase Order may be cancelled if not shipped within 60 days from date of order, unless otherwise 
instructed.
 
6.  Township High School District 211 is exempt from all federal, state and local taxes. 

7.  By reference, the Equal Employment Opportunity Clause of Article VI of the Rules and Regulations of the 
Department of Human Rights of the State of Illinois is included as a material term of this Contract. 

8.  Regarding toxic substances as defined by the Illinois Department of Labor: Suppliers must provide a 
Material Safety Data Sheet, as prescribed by the Illinois Department of Labor, for every item designated as a 
toxic substance by the Illinois Department of Labor. This will be done for every shipment and will e done in 
accordance with the Illinois Toxic Substance Act No. 83-240. 

9.  Suppliers certify that merchandise supplied to Township High School District 211 meets or exceeds both 
the Illinois Life Safety Code and OSHA regulations, unless the Director of Purchasing is otherwise notified in 
writing by certified mail. 

10.  This Purchase Order form, when properly signed and bearing a valid order number is the only form 
recognized by Township High School District 211 for charging or ordering merchandise. The terms stated 
herein constitute the entire agreement between Township High School District 211 and the seller. This 
purchase order supersedes all previous communications and negotiations. No terms stated by the seller in 
acceptance or acknowledgement of this order shall be binding upon Township High School District 211
 unless accepted in writing by the Director of Purchasing. 

11.  In accordance with EPA regulations and the Asbestos Hazards Emergency Response Act (AHERA) of 1986, 
each facility has been inspected for asbestos-containing building materials (ACBM’s). Exposure to ACBM’s 
may cause health problems. 

A record of the inspection report and management plan containing a diagram of the location(s) of 
asbestos-containing materials can be reviewed in each building’s main office, as well as at the District’s 
Administrative offices. 


