SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT            PROPERTY TRANSFER REQUEST
Mission Viejo, California 92692
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Division: Property Transfer Request (03/00)

MOVE FROM





REQUESTED BY





DEPARTMENT





PHONE EXT.





DATE





DESCRIPTION OF PROPERTY ITEM(S) - INCLUDE BRAND NAME/MODEL /SERIALNO.





SADDLEBACK  I D #





COLLEGE





�


�





ROOM





COLLEGE





DEPARTMENT /BLDG





ROOM





MOVE TO





OFF-CAMPUS ADDRESS. IF APPLICABLE.





APPROVED BY  (SIGNATURE OF AUTHORIZED MANAGEMENT)





DATE





1.





PROPERTY RELEASED BY   (SIGNATURE)





PROPERTY MOVED BY   (SIGNATURE)





PROPERTY RECEIVED BY   (SIGNATURE)





RETURN OF TEMPORARY TRANSFER ACKNOWLEDGED    (SIGNATURE)





2.





3.





4.





5.





DATE





DATE





DATE





DATE





TIME REQUIRED





Instructions: Complete each item of information requested. When assistance is required to move property, send ALL copies to Bldg./Grounds





Department after approval of transfer (No. 1). Distribution of copies is as follows:





White - Purchasing Department





Pink - Department releasing property





Yellow - Department receiving property





For temporary transfer, yellow copy should be retained by releasing department, signed received when property is returned, and


forwarded to Purchasing.








