PTF #

INVENTORY CONTROL EMAIL: DST-Teaminventory@alamo.edu
PURCHASING & CONTRACT ADMINISTRATION EMAIL: dst-transfersurplus @alamo.edu

CHECK BOX THAT APPLIES:

ALAMO COLLEGES
PROPERTY TRANSFER FORM (PTF)
[1 DEPARTMENTAL TRANSFER [ SURPLUS PROPERTY

[] LOCATION CHANGE ONLY
SHADED AREAS FOR INVENTORY CONTROL USE ONLY!

ID # CK TAG #

DESCRIPTION SERIAL # C# ACQ. COST

Please provide email address for acknowledgment of your request:

@alamo.edu

C # = Condition Number: 1 = Useable 2 = Unusable 3= Unknown

College Department Name Banner FOAP . Phone No. Bldg. Rm.
From:
Releasing Property Steward: Signature: Date:

(Print Name)
Approved for Surplus Disposal: Received by:
(Vice President College Services or Vice Chancellor) (Surplus Sale Contractor) Date

College Department Name Banner FOAP. Phone No. Bldg. Rm.
To:
Receiving Property Steward: Signature: Date:

(Print Name)

LOGGED
IN:

INVENTORY CONTROL USE ONLY
LOGGED ENTERED:

OUT:
DATE INITIALS

DATE

INITIALS DATE INITIALS

Revised October, 2012

For assistance, contact Alamo Colleges Inventory Office @ 210-486-0186
Or Purchasing & Contract Administration @210-485-0125
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