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FIXED ASSETS

Use for a permanent room/custodian change within one school. Use the interschool form for another school. Submit
to the District Property Manager.

TRANSFER REQUEST
Different room Different responsible employee Both

Request date

School Effective date

Current custodian / room New custodian / room

Reason

Asset Tag Serial No. Description Condition Federal?

CUSTODY AND APPROVAL

Transferring employee signature / date Receiving employee signature / date

Principal / director approval / date District Property Manager posted / date

Inventory effective date / reference Move completed by / date
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