
PM-2 Training



PM-2 FORM



INSTRUCTIONS FOR 
COMPLETING THE PM-2

1. On the first line fill in your 
agencies:

 Fund: #
 Organization: # 
 Organization name:



Step #2
2. Fill in Surplus Warehouse information
 Receiving Fund: # 110
 Organization: #3101
 Organization Name: Surplus



Step #3

3. Fill in 
 Fixed Asset Transfer/Disposal 

Type:
“A”-Transfer to other organization.
“D”-Consigned to Surplus for 

Transfer/Disposal/Sale.



Step #4
4. Fill in
 Transfer Date: (Actual day the 

items are being transferred)



Step #5

5. Fill in
 Fixed Asset/Property ID#



Step #6

9. When applicable, the Salt Lake 
County Property Tag Number
should be filled in on each line item.



Step #7

6. Fill in
 Personal Property Description



Step #8

10. The description must be filled in      
on each line item.



Step #9
7. Fill in 
 Serial #



Step #10
11. When there is no Property Tag Number, the 

Serial Number (if available) should be 
recorded in column 3.



Step #11
8. Be sure to fill in all applicable information for each item 

being transferred.  The column for “Condition of Item” 
must be filled out for each line item. 

Suggestions for terms are:                              
 Excellent – Updated and in good working condition.  

Still usable
 Good – Working condition, old technology
 Poor – Marginal functionality
 Scrap – No value



Step 12

 No entry is required in the New 
Location # Column



Step 13

 No entry is required in the 
Bid/Auction & Sale Amount Column



5-Items or more

1. If you have more than 5 items listed 
on your PM2, you should identify 
each line item with a number in 
the left margin of the PM2 form

2. The corresponding number should 
be securely taped on the item 
being transferred.



Signed PM-2

Have the PM2 signed by your agency’s 
property manager prior to bringing 
items to the warehouse.

Warning:
PM-2'S NOT PROPERLY SIGNED BY
PROPERTY AGENT or FILLED OUT 
COMPLETLY MAY BE RETURNED 
AND DELIVERY OF SURPLUS ITEMS 
Denied.


