EQUIPMENT INVENTORY TRANSFER FORM

                            PLEASE SEND FORM TO THE EQUIPMENT COORDINATOR
Complete this form when moving any equipment tagged with a college bar code. If the item has no bar code, insert “ No Code “ under the Inventory Number heading.

Your cooperation and assistance is necessary to keep the college’s inventory safeguarded.
                                         Thank you in advance for your cooperation.

	Inventory 

Number
	        Item

Description
	Current Location

& Department
	New Location

& Department
	Reason for Transfer or Cannibalization


*********further instructions are located on the back of the form ********
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Responsibility for the above item(s) is hereby relinquished  _______________________________

Responsibility for the above item(s) is accepted by _______________________________________

Please complete as applicable :

Custodian will move items ___________________________________

The Physical Plant Dept. needs to move the items ___________________

Intermediate Custodian_________________

Reasons for Transfer

Obsolete------------------CANNIBALIZE                                No Longer Needed---------------NLN

Replaced------------------REP                                                    Upgraded--------------------------UGD
