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Originating Department Receiving Department

Department: Department:

Department Head Authorizing transfer: 

Department Head's signature & date: Department Head's signature & date:

Department Head Authorizing receipt: 

This form is to be used for internal transfer of tagged items to another LCSC department. To initiate the transfer of items, complete this form. 
Once the form is completed, the originating department shall forward a copy to coap@lcsc and either Physical Plant or IT as needed and items 
can be transfered. 

LCSC Tag Number Item Description Manufacturer Serial # or VIN#
If applicable, 

IDG#
Date PP or IT 

Notified

mrhattrup
Sticky Note
This form is for tagged items. It is not to be used for un-tagged items. Practice due diligence in attempting to get the correct item tag number for all items. 

mrhattrup
Sticky Note
This field should only be used if one department is purchasing an item from another department.

mrhattrup
Sticky Note
Do not transfer vehicles without including the VIN.
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