INTRA-AGENCY TRANSFER

	[bookmark: _GoBack]Section 1:  Effective Date of Transfer ______________________ (mm/dd/yy)

	Section 2:  Intra-Agency Transfer : 

                   Transferred From_______________________________
                   Transferred To _________________________________


	Section 3: Description


	
Asset #
	Description
(Include Serial #, Model #, PO # and any other identifiers)
	Item
Location
	
Book Value

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Section 4: Comments or Explanation of Transfer

	

	

	

	

	Section 5: Transfer Authorization (Sending Unit)  I certify that this is state-owned property and is not subject to any lien, restriction or other encumbrance

	Section 7: To Be Completed by Sending Unit upon receipt of signed form from the Receiving Unit.

	Signature:
	

	Title:
	

	Phone #:
	

	Date Shipped:
	Asset Coordinator Signature & Date

	Section 6: To Be Completed By Receiving Unit 

	(a)



Receiving Employee Signature & Date
	(b)



Asset Coordinator Signature & Date


Send original to receiving unit for signature and return to the asset coordinator.  A copy of the signed form is sent to the sending unit asset coordinator.  
INTRA-AGENCY TRANSFER

Instructions:

	Section 1
	Provide the date of the transfer between agency units.

	Section 2
	Enter the units sending and receiving the property.

	Section 3
	List the asset number if applicable, description, location and the book value of the property.  Use one line per item.  List additional information on a separate page.

	Section 4
	Provide any additional details.

	Section 5


	Transfer Authorization – The individual authorizing the intra-agency transfer must sign the form and indicate the date the property was shipped.  Provide the original copy of this form to the receiving unit to serve as a shipping document. 

	Section 6(a)
	Receipt Verification – The employee of the receiving unit must sign and date the original form upon receipt of the property.  The employee must then return the original form to the receiving unit’s asset coordinator.

	Section 6(b)
	Posting  – Upon receipt of the original, the receiving unit’s asset coordinator must sign and date the form indicating the transaction information was posted to the recordkeeping system, if applicable.  The receiving unit asset coordinator must retain a copy and forward the original to the sending unit’s asset coordinator.

	Section 7
	Posting – Upon receipt of the original signed copy, the sending unit asset coordinator must sign and date the form indicating the transaction information was posted to the unit’s recordkeeping system, if applicable.




