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	PURCHASING DEPARTMENT

TRANSMITTAL FORM


MOVABLE PROPERTY SURPLUS/TRANSFER REQUEST FORM
(Use a Separate Form for Different Dispositions)


1.  The following department requests transmittal of property as described.

	Department Name:
	     
	Date:
	     


	Approved by:
	     
	Phone:
	     
	Fax:
	     


Requested disposition:


 FORMCHECKBOX 
  Transfer items to Purchasing Department Property Control.


 FORMCHECKBOX 
  Transfer tagged property to       Department.

Note:  If property has already been moved, completion of #3 below is required.

	Property No.
	Description of Property
	Location
	Condition

	     
	     
	     
	     



Forward this form to Purchasing when section above is complete.

2.  MIS Department approval (for computer and computer-related equipment)


 FORMCHECKBOX 
  Equipment is usable for another department.


 FORMCHECKBOX 
  Equipment is usable for parts.


 FORMCHECKBOX 
  Equipment is unusable or obsolete.

Forward this form to Purchasing when section above is complete.

3.  Disposition by Purchasing


 FORMCHECKBOX 
  Surplus.

 FORMCHECKBOX 
  To be transferred to another department as indicated.


 FORMCHECKBOX 
  Scrap.

	Authorized by Purchasing Dept.
	
	Date:
	


4.  Maintenance Department Action

	Item(s) moved by:
	
	Date:
	


5.  Receiving Department Action

	Received by:
	
	Date:
	


Forward this form to Purchasing when section above is complete.
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