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AS003 – ASSET RE-LOCATION/TRANSFER FORM


	Asset re-location:
	Complete sections 1 and 2 and send the form to fnd-assets@uct.ac.za for processing.

	Inter-departmental transfer:
	Complete sections 1 and 3 and send the form to fnd-assets@uct.ac.za for processing.


	SECTION 1:   TO BE COMPLETED BY ORIGINAL DEPARTMENT

	DEPARTMENT NAME
	

	ORG.CODE
	

	ASSET NUMBER
	

	DESCRIPTION OF ASSET
	

	
	

	SECTION 2:   RE-LOCATION WITHIN THE SAME DEPARTMENT

	NEW BUILDING
	
	Please provide full name as acronyms can be obscure.  Where non-UCT, provide full address.

	NEW ROOM NO.    
	

	NEW STAFF NUMBER 
	
	If asset is transferring to another staff member within the department

	
	

	SECTION 3:  INTER-DEPARTMENTAL TRANSFER

	NAME OF NEW DEPARTMENT
	

	NEW DEPARTMENT ORG CODE
	

	NEW BUILDING
	
	Please provide full name as acronyms can be obscure.  Where non-UCT, provide full address.

	NEW ROOM NO.    
	

	NEW STAFF NUMBER 
	
	If asset is allocated to a staff member, e.g. laptop.

	NEW DEPRECIATION COST CENTRE
	
	The cost centre where the depreciation going forward needs to be charged.

	
	
	
	

	FORM COMPLETED BY
	Name and position
	Signature
	Date

	
	
	
	

	

	AUTHORISATION

	RE-LOCATION
	Finance Manager or nominee

	Signature

	Date


	INTER-DEPARTMENTAL TRANSFER


	Finance Manager or nominee of new department

	Signature

	Date


	
	
	
	

	To be completed by the Assets Office

	Document no:


	Date:
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