
	T0400313
	UTD INTERDEPARTMENTAL TRANSFER/RELEASE OF EQUIPMENT
	

	
	
	

	TO:
	PROPERTY ADMINISTRATION
	
	DATE:
	     

	
	
	
	
	

	FM
	RELINQUISHING DEPARTMENT/NAME OF DEPT:
	     
	    CUSTODIAL ID:
	     

	
	SIGNATURES  CUSTODIAN AGENT:
	
	    DEPARTMENT HEAD:
	

	
	
	
	
	

	
	RECEIVING DEPARTMENT/NAME OF DEPT:
	     
	    CUSTODIAL ID:
	     

	
	SIGNATURES  CUSTODIAN AGENT:
	
	    DEPARTMENT HEAD:
	

	

	The Relinquishing Department should initiate this transfer/release form.  When transferring property from one department to another, the Relinquishing Department should forward this form to the Receiving Department for completion prior to forwarding to Property Administration, SB14.

	To facilitate the moving of property from one department to another, or to Property Administration as Surplus/Salvage, the following steps should be performed:
1. Complete the Relinquishing Department section of the form.
2. Check the appropriate transaction section below.

3. Describe the property using description on inventory, or if not on inventory, describe thoroughly using model and serial n umbers where available.

4. Fill out a Physical Plant Work Request and submit to the Physical Plant Job Coordinator (PP11, ext 2177) to coordinate the moving of all property 
addressed within this transfer/release request.  Attach a copy of this form.

	 FORMCHECKBOX 

	I request that the property described below be TRANSFERRED to the above referenced Receiving Department.

	 FORMCHECKBOX 

	I request that the property described below be RELEASED to Property Administration as surplus/salvage.

	

	

	Custodian Initials
	Phy Plant Initials
	Prop Mgt Initials
	  TAG#
	  DESCRIPTION
	  SERIAL #
	OLD LOC
	 NEW LOC
	Condition of Property

	
	
	
	
	
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	
	
	
	
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	
	
	
	
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	
	
	
	
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	
	
	
	
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	
	
	
	
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	(If necessary, use a continuation sheet)
	CONDITION = FAIR, GOOD, POOR,
DISMANTLED, SALVAGED









