[bookmark: _GoBack]NORTH BOLIVAR CONSOLIDATED SCHOOL DISTRICT
ASSET TRANSFER REPORTING FORM

THIS FORM IS TO BE USED FOR PERMANENT TRANSFERS ONLY.  TEMPORARY TRANSFERS OR ASSIGNMENTS SHOULD BE REPORTED ON THE ASSIGNMENT/CHECK OUT OF FIXED ASSETS FORM.

THIS FORM MUST FOLLOW THE ASSET TO THE RECEIVING SITE.  AFTER COMPLETION AT RECEIVING SITE, IT MUST BE IMMEDIATELY SENT TO THE DISTRICT’S BUSINESS MANAGER.

SENDING SITE (ROOM, BUILDING OR SCHOOL)

ASSET DESCRIPTION:___________________________________________________________INVENTORY#________________________________

TRANSFER OUT:  DATE:__________________________SERIAL #_____________________________________________________________

			TRANSFERRED TO:

			SCHOOL:	________________________________________________________

			BUILDING:	________________________________________________________

			ROOM #:	________________________________________________________

____________________________________________________________			___________________________
SIGNATURE – EMPLOYEE (1)						DATE

____________________________________________________________			____________________________
SIGNATURE-PRINCIPAL/PRINCIPAL DESIGNEE (2)			DATE


RECEIVING SITE (ROOM, BUILDING OR SCHOOL)

TRANSFER IN:	DATE:________________________________________________INVENTORY #_________________________________

			ASSET DESCRIPTION________________________________________________________

			TRANSFERRED FROM:

			SCHOOL:	_________________________________________________________

			BUILDING:	_________________________________________________________

			ROOOME #:	_________________________________________________________

_____________________________________________________________			_____________________________
SIGNATURE – EMPLOYEE (3)						DATE

_____________________________________________________________			_____________________________
SIGNATURE-PRINCIPAL/PRINCIPAL DESIGNEE (4)			DATE
CENTRAL OFFICE USE ONLY

RECORDED BY:________________________________________________________ 	DATE:______________________
(1) EMPLOYEE RESPONSIBLE FOR ASSET (SENDING SITE)
(2) PRINCIPAL/PRINCIPAL DESIGNEE SENDING SITE
(3) EMPLOYEE RESPONSIBLE FOR ASSET (RECEIVING SITE)
(4) PRINCIPAL/PRINCIPAL DESIGNEE RECEIVING SITE





ASSET FORM B
