County of Glenn

Fixed Asset Transfer Form

Please choose:



_____________ Transfer Tag # ________to another County Department

______________Transfer Tag# ________ to Surplus Property Officer for Disposition*
Description of Fixed Asset________________________________________________

Value of Fixed Asset as reported on Inventory of Equipment____________________

Reason for Transferring Asset _____________________________________________
Transfer From:


Department_______________________________ Org Key _________________

Approved by ____________________________________ Date: _____________





(Releasing Department Head)

 Transfer To:

Department ________________________________ Org Key ________________


Approved by ___________________________________ Date: ______________




  (Receiving Department Head)

Transfer approved and completed by the Department of Finance:




__________________________  Date_________________





                Deputy

If transferring between departments or transferring to the Surplus Property Officer, please have both the releasing and receiving department heads sign form before turning the original into the Dept of Finance.  A copy of the form will then be sent back to each department.
*Only the Surplus Property Officer may dispose of fixed assets.  You must transfer your fixed assets to the Surplus Property Officer and then that department will complete the disposition of fixed asset form.

