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Central Stores / Inventory Control
Robertshaw Building
650 South Thirteenth Street
Indiana, PA 15705 
Phone: 724-357-7569. Fax: 724-357-7921

Transfer of Fixed Asset
[bookmark: Date]Date:      

[bookmark: Transfer][bookmark: Surplus][bookmark: MissingStolen][bookmark: Replacement][bookmark: OffCampus]A Fixed Asset is defined as an item or unit of items with an original purchase price of $5000.00 or more.	

Type of Transaction:  
Transfer |_| Surplus |_| Missing/Stolen |_| Replacement |_| Off Campus |_|

Asset Description:
	Type of Equipment
	     

	Manufacturer
	     

	Model Number
	     

	Serial Number
	     

	Asset Number (if available)
	     



Original Purchase Information:
	Purchase Order (if available)
	     

	Cost
	     



Transfer Information:
	Releasing Department Name
	     

	Releasing Department Location:
	     

	Releasing Department Cost Center
	     

	Signature of Releasing  Holder
	     

	Receiving Department Name:
	     

	Receiving Department Cost Center
	     

	Signature of Cost Center Holder
	     



[bookmark: OffCampusVPDean]Off Campus Authorization:
 Item has been approved by Vice President or Dean for Off Campus use |_|


Authorized Signature (Vice President or Department Dean for off campus use

Inventory Control Use Only
	Date of Transfer Rec. by IC 
	     

	Date Entered
	     

	Completed by
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