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- SUBJECT

ADMINISTRATIVE PROPERTY ADM NI STRATI ON
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

EQUIPMENT TRANSFERS

Equi prent may be transferred to other departnments by conpleting the Interdepartnental
Transfer/ Rel ease of Equi pment formwhich is included in the annual inventory packet.
Addi ti onal copies can be obtained by contacting the Property Adm nistration Ofice.
Accountability for the asset(s) will rest with the transferring departnent until both
the relinquishing and receiving department directors or department heads acknow edge
the transaction by nutual agreenent, (i.e., signature), and by marking the requested
transaction in the space provided. Once conpleted, the original formis forwarded
fromthe receiving departnment to the Property Adninistration Ofice for processing.
This procedure is necessary to docunent equi pnent novenment and to ensure that current
i nventory control records are maintained.

l. Equi pnrent Retired to Surpl us
Ref erence the procedures outlined in subtopic: Annual Inventories, Iteml.
Leaving an A d Location, Section C

. I nteragency Transfers of Equi prment
State agencies may transfer personal property to other state agencies with or
wi t hout reinbursenent. Transfers of this type nust be coordinated through the
Property Adninistration Ofice to allow for proper docunentation of this
transaction at both the University and State |evels. Accountability for the
property rests with the transferring agency until all required docunentation and
procedures have been applied and the receiving agency acknow edges receipt of
the property through the State Property Accounting System




