
University of Houston-Downtown               Property Management 
 

Capital Property Request to Remove Multi-User Log for Single Item 
 
Department: _________________________________________    Tag Number: ____________________________________ 
Department Chair/Manager: _____________________________    Description: _____________________________________ 
Signature: ___________________________________________    Serial Number: ___________________________________ 
           Capital Value: ___________________________________ 
 

Please read the following statement before signing: 
 
I, the undersigned, request authority to remove University of Houston-Downtown property for purposes of performing official business of the University 
relating to my duties as an employee.  I understand that I assume financial responsibility for loss or damage to this (these) item (s) if the loss or damage 
results from my negligence, intentional act or failure to exercise reasonable care, safeguard, maintain and service it (them).  If reimbursement is not 
made, the State Attorney General may take legal action to recover the value of the property.  Any alteration to this form will void any request to remove 
equipment.                Note:  Shaded area to be completed by property custodian ONLY.                                                                                            
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UNIVERSITY OF HOUSTON-DOWNTOWN 
PROCEDURES FOR CAPITAL PROPERTY REQUEST TO REMOVE MULTI-USER LOG FOR SINGLE 

ITEM 
PRP-2B 

 
 

The following steps should be completed before removing capital property from the university. Under no circumstances should property be 
removed without proper authorization.  Ensure this by completing the entire line item on form PRP-2B indicating condition, destination, 
printed name, signature, employee ID.   
 

1. Make sure equipment to be removed is tagged. 
2. Personally look over the equipment to be removed to view the condition that the property was in before it was taken off-campus. 
3. Complete all sections of the form PRP-2B (equipment should be checked out/in by property custodian ONLY). 
4. Be sure date returned and received by is completed by property custodian when property has been returned. 

 
Note:  When capital property is removed, the equipment must be kept in good condition.  If there are any damages the responsible 
person will be held liable.  Property custodians must keep track of all property off-campus.   
 
 
 
 
Property Management is located in 970-S. 
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