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Construction and Buildings Section--Property Transfer Procedures

st #2 8] Flow Chart -

NEkf2EEE Download and complete a Property Transfer Form

B4 EIH N N ESEES RS H A T TR - S S
(5% ~ FPak ~ #E5% - MER L - BABAMRERES - —E T SERER! ) -
Download and complete a Property Transfer Form from General Affairs Division website.
Please correctly state inventory number, serial number, purchase order number,
and code numbers of units from and to which property is to be transferred.
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Have form signed and approved by the responsible individuals and administrators of units
from which the property is transferred to and from.
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Submit Property Transfer Form to the Construction and Buildings Section.
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# d) s #5 ~ H >3+ BL X EE o When transferring property to another unit, please fill in inventory number, serial
number, purchase order number, and code numbers of property to be transferred on the Property Transfer Form.
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by the responsible individuals and administrators of units from which the property is transferred to and from.
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Construction and Buildings Section, completing transfer procedures.



