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Print three (3) copies of this form after it is completed and signed. Keep one copy and send two copies  Please transfer for us

 to: 


	Text3: 8/2/2013
	RadioButton1: Off
	Text2: 4685194
	Text12: 

	Text16: 

	instr3: A Condition Code from the highlighted Condition Codes box is only required for items being transferred to the Physical Plant Warehouse for disposal.
	instr2: For items to be transferred to the Physical Plant Warehouse, type the word "Warehouse" across the TRANSFER TO Bldg and Rm# columns.
	Text32: 
	Text33: 
	instr4: If there is no property tag on the item to be transferred, enter the serial number on the item in the Property Number column.  Do not use numbers from orange UCATS tags.
	instr11: Describe the item being transferred, including the brand name and model number, if available. Transfers of computers and other information technology to the Physical Plant Warehouse require completion of the Data Erased field to the right of the Condition Code field and the COMPUTER DATA & PROGRAM REMOVAL CERTIFICATION box at the bottom of this form.
	instr1: Click the "Please transfer for us" button for items the Physical Plant Warehouse (Warehouse) is to transfer as surplus or move to other departments. Click the "We are transferring" button only for items your department is transferring to other departments. The Warehouse will NOT accept department-delivered items without prior coordination with the Warehouse Supervisor.
	instr12: Org # is your Banner Org.
	copyFromOrg: 
	instr6: After computers and other information technology being transferred to the Warehouse have been cleaned of all data and programs, place an "X" in the Data Erased column and have the department head and the computer technician who cleaned the respective hard disks sign the highlighted COMPUTER DATA AND PROGRAM REMOVAL CERTIFICATION box below.
	instr7: Clicking the COPY button will copy the value in the highlighted box to all the boxes beneath it )within the same column)


