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FIXED ASSETS

Do not move equipment until both administrators approve. Send the completed form to the District Property
Manager so the asset record can be updated.

TRANSFER REQUEST

Request date Requested move date Business reason

From school / location To school / location

Current custodian / room New custodian / room

Asset Tag Serial No. Description Condition Funding / Federal?

CUSTODY AND APPROVAL

Transferring custodian signature / date Receiving custodian signature / date

Transferring principal / director / date Receiving principal / director / date

District Property Manager posted / date Inventory effective date / reference
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