LEHIGH UNIVERSITY CONTROLLER’S OFFICE
INTERDEPARTMENTAL TRANSFER OF EQUIPMENT   

Instructions:
-Originating Department:  Custodians please complete equipment information for each piece of equipment being transferred from your area. Please


  refer to the Policy on Custodian of Fixed Asset Equipment located on the Capital Asset Accounting section of the Controller’s Office Web Page.

-After completing the equipment information, complete the custodian information and forward the signed form to the receiving department.


-Receiving Department: Review the information for accuracy, correct any errors, sign and forward the completed form to: 

  Jennifer Bruchok, Financial Analyst Capital Asset Accounting, 306 S New St, Suite 451 (jsb206@lehigh.edu)
-Call Jennifer Bruchok x85675 with any questions.
Equipment Information:


        ___________FROM-Originating Department________________

 ____________TO-Receiving Department___________________
	Asset #
	     
	Description:
	


	
	
	Department:
	     
	Building:
	     
	
	Department:
	     
	Building:
	     

	
	
	Custodian:
	     
	Room:
	     
	
	Custodian:
	     
	Room:
	     


	Asset #
	     
	Description:
	     


	
	
	Department:
	     
	Building:
	     
	
	Department:
	     
	Building:
	     

	
	
	Custodian:
	     
	Room:
	     
	
	Custodian:
	     
	Room:
	     


	Asset #
	     
	Description:
	     


	
	
	Department:
	     
	Building:
	     
	
	Department:
	     
	Building:
	     

	
	
	Custodian:
	     
	Room:
	     
	
	Custodian:
	     
	Room:
	     


	Asset #
	     
	Description:
	     


	
	
	Department:
	     
	Building:
	     
	
	Department:
	     
	Building:
	     

	
	
	Custodian:
	     
	Room:
	     
	
	Custodian:
	     
	Room:
	     



   ____________________Originating Department
 




_____________________Receiving Department

	
	
	
	
	
	
	
	
	

	Name:
	
	Email:
	
	
	Name:
	     
	Email:
	     

	
	
	
	
	
	
	
	
	

	Phone:
	     
	
	
	
	Phone:
	     
	
	


Signature__________________________________ Date_______________

Signature________________________________ Date____________
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