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Early Learning Coalition of the Nature Coast

Serving Citrus-Dixie-Gilchrist-Levy-Sumter Counties
Inventory Custodian Change Request Order

Request Number:      
To be completed by Fiscal Assistant
This form must be originated by the Current Property Custodian or the Custodian’s Supervisor. The requestor should keep a copy of the completed form for their records. Property transferred without the completion of this form does not relieve the Current Property Custodian from responsibility for the property. 
Requestor:      
 Position:       
Date of Request:     
Description of Item:      




Serial #:     




Tag #:       






Condition of Property:      
Property Location:      





Current Custodian:      

Transferred to:      


Date Transferred:      


Current Custodian Signature: ____________________________________ Date: ____________________

New Custodian Signature: ______________________________________ Date: ____________________

 FORMCHECKBOX 
 Transfer Denied

 FORMCHECKBOX 
 Transfer Approved:         FORMCHECKBOX 
 Inventory List Updated              FORMCHECKBOX 
 Change Order Request Indicated on Log

Fiscal Assistant Signature: ____________________________________ Date: ______________________

Transfer of Inventory Verified:            FORMCHECKBOX 
 Serial #        FORMCHECKBOX 
 Tag #      FORMCHECKBOX 
 Condition of Property      FORMCHECKBOX 
 Custodian

 FORMCHECKBOX 
 Updated Inventory List Verified    FORMCHECKBOX 
 Filed in Employee’s HR File    FORMCHECKBOX 
 Copy Submitted to Current Custodian
 FORMCHECKBOX 
 Copy Submitted to New Custodian  FORMCHECKBOX 
 Original Submitted to Fiscal Assistant 
Office Manager: _____________________________________________________ Date: _____________________

 FORMCHECKBOX 
 Original Attached to Property Assignment Form 
Date: _____________ Initials: _______________
ELCNC120: Inventory Custodian Change Request Order


