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How to complete an Asset Re-location Form (AS003)

When to use this form

· When you transfer an Asset to another Building within your Department.

· When you transfer an Asset to another Department.

Procedure 

Section 1 (To be completed by the original Department)

Fill in the Department and Asset details

· Enter your DEPARTMENT INVENTORY NO.

· Enter the DEPARTMENT name.  

· Enter the DESCRIPTION OF THE ASSET (Name, Make, Model and Serial No.)

Section 2 (To be filled in by same department)

Fill in the details of the Re-location within the same Department

· Enter the name of the new BUILDING or location WHERE the asset is to be HOUSED or transferred to

· Enter the ROOM NO. in the new building

· If the new building or location is the HOME of the user, enter the NAME of the staff member

· Also enter the PERSONNEL NO. of the staff member

SEND THE FORM TO THE ASSETS OFFICE, BREMNER BUILDING

Section 3 (To be completed by the original department)

Fill in the details of the old department for an inter-departmental transfer (outgoing)

· Enter the NAME OF the NEW DEPARTMENT

· The person by whom the TRANSFER was AUTHORISED must sign in the next space

· Enter the DATE on which the transfer was authorised

· Enter the NAME of the person authorising the transfer (print)

· Enter the POSITION of the person authorising the transfer

· The person COLLECTING the asset must sign in the next space

· Enter the DATE on which the item was collected

· Enter the NAME of the person collecting the asset (print)

· Enter the POSITION of the person collecting the asset

SEND THE FORM TOGETHER WITH THE ITEM TO THE NEW DEPARTMENT
Section 3 (To be completed by the new department)

Fill in the details of the new department and location of the inter-departmental transfer (incoming)
· Enter the new Dept’s INVENTORY NO.

· Enter the new Dept’s ORG CODE.

· Enter the name of the BUILDING where the transferred asset is to be housed.

· Enter the ROOM NO. in which the asset will be housed.

· If a staff member in the new Dept is taking the asset HOME, enter the NAME of the staff member.

· Also enter the PERSONNEL NO. of that staff member.

· The person responsible for assets in the Dept must SIGN the form in the next space.

· Enter the DATE when it was signed.

· Enter the NAME of the person signing (print).

· Enter the POSITION of the person signing.

SEND THE FORM TO THE ASSETS OFFICE

Section 4

The Assets Office will complete section 4 of the form.

08 March 1999
Page 2 of 2
AS003HLP

[image: image1.png]