
Flowchart of Transfer Procedures:

Proper procedure for filling out Fixed Asset Transfer Forms:

Process:
Custodians (Principals) who are releasers 
must fill out form.

Document:
Fixed Asset Transfer Forms
Forwarded with equipment to another school.
Write the W.O. on it if necessary
Send it together to the Custodians who are 
receivers, or to maintenance if necessary

Preparation:
Fill in proper 
information
Submit the Work Order 
# if necessary

Preparation:
Fill in proper 
information
Sign the name
Send Transfer Form 
together to the Business 
Office, Sp. Proj. 
Accountant

Process:
Custodians (Principals) who are receivers 
verify properly information on 
equipment. 

Decision:
For Work 
Order #

Alternative Process:
Submit Work Order # to SiteNet 
Via Internet
Get the # of W.O.
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Process:
Sp. Proj. Accountant
Verify, enter data and 
send to three sites

Custodians (Principals) 
who are releasers

Custodians (Principals) who 
are receivers

Process:
Maintenance checks 
with W.O. and assign 
to Dept.


