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I. Purpose 

 
To provide a procedure for the transferring of College property. 
 

II. Procedure 
 
A. Secure permission to move property from the official departmental property custodian. 
 
B. The departmental property custodian completes the Property Disposition/Transfer Form 

and forwards it to the Property Control Office. 
 
C. If the equipment is taken off campus for repair or other reasons, the Property 

Disposition/Transfer Form should be completed, signed by the person taking custody 
(i.e., vendor), and kept on file by the Property Control Office until the equipment is 
returned.  Once the property is returned, a Property Disposition/Transfer Form should be 
completed by the departmental property custodian and forwarded to the Property 
Control Office. 
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