Tag Number  ____________________		Asset Description  ______________________________________



ASSET TRANSFERS
New Information:
	Building		_____________________________
	Room			_____________________________
Transfer Date		______________________

___________________________________			__________________________________
Receiving Building Administrator Approval			Sending Building Administrator Approval
ASSET DISPOSALS

Disposal Method _________________________________________________   Disposal Date _____________
Reason for Disposal _________________________________________________________________________

Building Administrator Authorization ______________________________________
Note:
For disposal method, please identify if the asset was sold, traded-in, junked, or stolen.  If traded-in, please include the P.O. number of the new asset purchased.
DONATED ASSETS
[bookmark: _GoBack]Building _____________________________		Room ____________________________
Donor’s Name __________________________________________________________
Date Donate ____________________________		Asset Value at Date of Donation $______________
Please return this form intact to the Central Office.
