Missouri Western State University

Asset Transfer Form

Please call the Fixed Asset Accountant, X5917 if you have any questions.

· If transfer requires Physical Plant assistance you must first fill out a Maintenance Request available through Physical Plant. Complete the sections that apply and attach this form to the Maintenance Request and send to Physical Plant. All forms must be completed before Physical Plant will transfer items.

· If transfer does not involve Physical Plant complete the sections that apply and send to the Fixed Asset Accountant in Popplewell 220.

TRANSFER WITH-IN A DEPARTMENT

Transfer Date:





MWSU Tag # (only if asset is tagged): 


 
Asset Description:






 Asset Serial #: 





Department Name:



   


Department #: 






Building/Suite # & Suite letter transferred from:








 

Building/Suite # & Suite letter transferred to: 










Department contact:




Email:




Ext:


 

Department Approval






Date
TRANSFER FROM DEPARTMENT TO DEPARTMENT

Transfer Date: __________________

MWSU Tag # (only if asset is tagged):_______________

Asset Description: ________________________________

Asset Serial #: ______________________

Department Name Transferring Asset: __________________________________________________________


Department # Transferring Asset:_______________

Bldg/Suite # & Suite: _______________________

Transferring Department Contact :______________________Email:________________
Ext:_____________

Department Name Transferred To:_____________________________________________________________

Department # Transferred To: _________________

Bldg/Suite # & Suite Letter: __________________

___________________________________



____________


Department Approval






Date




Please keep a copy of this form for your records.

