City of Durant Fixed Asset Policies and Procedures – Exhibit C


ASSET TRANSFER FORM
(This form must be completed whenever any fixed asset  is moved from one location to another.)

	
	TRANSFERRED FROM:
	TRANSFERRED TO:

	Department:
	
	

	Location:
	
	


	EQUIPMENT DETAILS:

	Asset #: ____________________    Make/Model #: _________________________________________________       V.I.N. or Serial #: __________________________________________________

	

	Description:

	Reason for Transfer:


	TRANSFER DETAILS:

	Signature of Receiver: ____________________________            Date: _______________________________

	Signature of Disposer:  ____________________________             Date: _______________________________

	Any cost involved: New Motor, New Belts, New printer cables, anything added to item to improve it when your department acquires it,  

	please indicate those improvements, and the cost of such improvements:_______________________________________________________

	_________________________________________________________________________________________________________________


	CITY OF DURANT-CITY CLERK AND CITY TREASURER OFFICE USE ONLY

	Form Received from Department By: _________________________________Date: _______________________

	Transfer Complete in the Following (initials and date)

	Insurance:  ____________________ Fixed Assets:   _________________ General Ledger:  __________________

	G.L. Fund/Dept: Transferred From:  _________________________ Transferred To: ________________________
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