MOVING/SURPLUS PROPERTY SERVICES
To have equipment moved on campus a “Request for Moving Services Form” (located at: http://www.mcg.edu/supply/property/MOVREQ.pdf) must be completed, showing property record numbers where available.  The form must be forwarded to Moving Services (HSB or faxed, 2189).  The department’s Assistant Property Control Officer must be available to meet with representative from Moving/Surplus Property Services, if necessary.  All small items must be packed and equipment must be prepared and cleaned before moving.  Move will be scheduled.    

Decontamination and Disposal of Surplus Equipment 

Departments must remove biological, chemical or radiation precaution stickers from surplus equipment.  An original signed Surplus Equipment Decontamination Form (http://www.mcg.edu/supply/property/deconform.pdf) must be attached to the equipment.    The department must submit a Request for Moving Services form and a signed Decontamination Form to Moving and Surplus Services (fax – 2189).   Moving and Surplus services will verify decontamination form and pick up surplus equipment.  Surplus Equipment that is not reasonably clean will not be picked up by Moving and Surplus Services.       


