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             PROCEDURE: 

 

1. On Campus Transfers 

 

A. For on-campus transfers, please complete the Fixed Asset Transfer Form. 

 

B. The transfer form must be completed and approved prior to the time the transfer occurs. 

 

C. General information needed 

 

a. Asset tag number (if applicable) 

b. Description of the asset (includes make, model, manufacturer) 

c. Serial number or VIN 

d. Previous location (building, room, and responsible department) 

e. New location (building, room, and responsible department) 

f. Signatures of both the originating department property manager and the receiving 

department manager (see accountability section in the Fixed Asset Guidelines Policy). 

 

2. Off Campus Transfers 

 

A. Transfer can be made between state agencies when it is determined that such a transfer is in the 

best interest of the State. Prior written approval for such transfers must be obtained from 

Financial Services. 
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https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=7a7110fd-d129-4a85-b818-06bc167b11fb&env=na3&acct=6e77d7cc-2b97-42ce-8c94-ee454e7f9766&v=2
https://msubillings.edu/financialservices/assetguide/assetguide.htm

