Madison College – Financial Resources
Capital Purchasing Information Form

For Fixed Assets
VENDOR NAME:   ____________________________________  Transaction Post Date:  __________________

Was the capital item(s) checked in by the campus shipping and receiving department?   Yes_____    No _____

If yes, was the item tagged?    Yes____________   (insert TAG NUMBER  _______________)    No ____________    

If the purchase relates to another piece of equipment, please give tag number it should be attached to:

      (Example:  Electrical work for existing piece of equipment, or any add-on costs to existing unit, etc).

      TAG NUMBER: _____________________________  (of existing unit(s) where costs should be added to).

(If this purchase is something that cannot be tagged, please write Non-Taggable as Tag Number and continue). 

Brief description of item(s) purchased _______________________________________________________________
______________________________________________________________________________________________
Serial Number (if applicable)  _________________________________

Where is capital item(s) located:   Campus __________________   Room _____________________
Who is the contact person for the capital item(s)  ________________________________________
If purchase was made using a State/UW Contract, list Contract Number:   _____________________








Expiration Date:  _____________________

If purchase was for a Madison College Bid or Sole Source, list Bid/Sole Source Number:  __________________








                         Expiration Date:  __________________

Did you reallocate the transaction to the appropriate chartfield using Access Online?   Yes ______  No ______

Revised 102811
H:\Website\Forms\Accounting\CapitalPurchasingInfoForm102811

