OFFICE OF COURT ADMINISTRATION


INTERDEPARTMENTAL TRANSFER OF EQUIPMENT (ITE)

 FORMCHECKBOX 
 TEMPORARY LOAN

 FORMCHECKBOX 
 PERMANENT TRANSFER
   FORMCHECKBOX 
 REQUEST TO SURPLUS
	OCA TAG #
	DESCRIPTION
	SERIAL #

	212-     
	     
	     

	212-     
	     
	     

	212-     
	     
	     

	212-     
	     
	     

	212-     
	     
	     


	TRANSFER FROM:
     
	
TRANSFER DATE:
      

	DIVISION/AGENCY:    
	     

	ADDRESS / BUILDING / ROOM:    
	     

	TRANSFERRING    
AUTHORIZED USER (TYPE OR PRINT):    
	     

	TRANSFERRING    
AUTHORIZED USER (SIGNATURE):    
	

	PROPERTY CUSTODIAN SIGNATURE:   
	


	TRANSFER TO:
     
	
RECEIPT DATE:
     

	DIVISION/AGENCY:    
	     

	ADDRESS / BUILDING / ROOM:    
	     

	PROPERTY CUSTODIAN SIGNATURE:    
	


	AUTHORIZED USER ASSIGNMENT AND AFFIRMATION
Each authorized user has the responsibility to use state personal property for state purposes and to exercise reasonable care for safekeeping of all assigned property.  The term "reasonable care" means to, at a minimum, ensure the security of any asset, ensure that care is taken to avoid damage to the property, and ensure that the asset can be located at any time requested.

Delegation of Responsibility: “I understand that I am under financial liability for loss or damage to this (these) item(s) if the loss or damage results from my negligence, intentional act, or failure to exercise reasonable care to safeguard, maintain, and service it (them).”



	NEW AUTHORIZED USER (PRINT):
	     
	

	NEW AUTHORIZED USER (SIGNATURE):
	
	

	

	


	 OCA PROPERTY MANAGER SIGNATURE:
	
	DATE:
	

	Original – Return to OCA Property Manager
	Copy – Retain copy for your records








	
	
	

	   [    ]  This change has been entered into SPA
	Date:     ______________
	ITE Form_version_05_04

	  
	Initials: __________
	Created on 5/27/2004 11:15 AM



