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Prerequisite Process:
Subsequent Process:

POLICY:

Savannah State University employees who act as custodians of University property are
must complete and submit an Internal Property Transfer form prior to moving any
University equipment from one location to another on campus in order to ensure the
inventory records of the University reflect the actual location of equipment items.

PROCEDURE:
Transferring Property to Another Department and/or Location:

1. Complete Internal Property Transfer form and forward completed form to Property
Control and Plant Operations.

2. Plant Operations will be responsible for assisting the department with the transfer
or moving of University Equipment. Property will be responsible for updating the
Fixed Asset System.

3. Note: If property items are small items that can be moved by the department,
complete the internal property transfer form, and forward the form to Property
Control ONLY.)

4. Property Control forwards a copy of the completed Internal Property Transfer form
to Fiscal Affairs, so that property records can be updated.



