Fixed Asset Transfer Request – Instructions for Completion
1. Receiving Custodian Name – This field is required.  Enter the name associated with the receiving department’s custodian number.  Often, but not always, this will be the same as the department name.  An example is “Chemistry Labs.”  

2. Receiving Custodian Number – This field is required.  Enter the custodian number assigned to the receiving department and used to accumulate and track its property

It is recommended the correct receiving and releasing custodian number for each asset be identified before preparing a Fixed Asset Transfer Request.  If a department needs to transfer assets that are released by or will be transferred to two (or more) different custodian numbers, then two (or more) Fixed Asset Transfer Requests will be needed.  

3. Organization Code.  This field is required.  Enter the 6-digit organization code associated with the Receiving Custodian Number.   

4. Date – This field is required.  Enter the date the Fixed Asset Transfer Request is completed.

5. Prepared By – This field is required.  Enter the first and last name of the person who completed the Fixed Asset Transfer Request.  This person will be contacted if additional information is needed to process the disposal request.  

6. Address/Extension – This field is required.  Enter the department’s campus address and phone number.  The phone number should be one that will be answered during business hours.  This will help avoid delays if there are questions.

7. Asset Tag No(s) – This field is required.  It is critical that the correct OSU asset tag numbers are provided when transferring assets.  If the correct tag numbers are not provided, each department’s inventory custodian may not be updated correctly.  It is recommended that the most recent Inventory Verification List be reviewed before preparing a Fixed Asset Transfer Request to correctly identify and reference any asset tag numbers.  If the asset is not tagged, enter “N/A”.  

8. Quantity – This field is required.  Enter the number of assets to be transferred.  

9. Item Description, Serial No, Mfg/Model – This field is required.  For all property that has a serial number and/or model number, and serial number and/or model number are required.  The name of the manufacturer is required, if known.  All assets should contain a common, non-technical description, such as “computer,” “microscope,” “chair.”   An example is below.  

Desktop computer, Dell Optiplex 7010, SN BX7976C

If the required information does not fit on one line, the next line can be used.  
The Fixed Asset Transfer Request is formatted to contain Calibri 10 point font.  For efficient processing, the data must be typed (not handwritten), clear, and legible.  The font should not be modified.  

10.  Cost Each – This field is required.  Each department is responsible for maintaining records of purchases so the original value can be provided when requesting transfer.  For reference, original values can be found on the department’s Inventory Verification list which is available on eprint (for tagged assets) or in OKCorral.    

11. Building and Room – These fields are required.  Enter the location where the equipment will be housed after the transfer takes place.  It may be necessary to use a second line or add a note in the comment section to convey the location if the asset is to be housed off-campus.  

12. Title To Code – If OSU holds unrestricted title to the asset, enter the letter “U”.  If there are restrictions or if title is held by another entity, Asset Management staff will help determine the correct code.  

13. Comments – This field is optional.  Enter comments as needed.    

14. Releasing Custodian Number.  This field is required.  Enter the custodian number assigned to the releasing department.  

15. Department Head signatures – The signature and date for *both* the releasing and receiving custodian are required.

16. If the department(s) require the assistance of Facilities Management to physically move the equipment from one location to another, it is the responsibility of the department(s) to submit a work order to Facilities Management to request assistance.   

17. The completed and signed Fixed Asset Transfer Request, along with any supporting documents, should be submitted to University Accounting-Asset Management.  The preferred method of submission is email to asset.management@okstate.edu.  Please submit *all* required forms together attached to one single email.  
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