[image: image1.jpg]


Early Learning Coalition of the Nature Coast

Serving Citrus-Dixie-Gilchrist-Levy-Sumter Counties
Property Assignment

Request Number:      
To be completed by Fiscal Assistant
The form is utilized to assign responsibility for Coalition property and to track Coalition property and must be originated by the Finance Department.
Requestor:      
 Position:       
Date of Request:     
Description of Item:      




Serial #:     





Tag #:       






Condition of Property:      
Property Location:      





Assigned Custodian:      




Date Assigned:      


Custodian Signature: __________________________________________ Date: ____________________

By signing this form the Custodian is accepting responsibility for the item listed above. The Custodian will maintain responsibility until an Inventory Custodian Change Request Order is completed and approved or the item is properly disposed.  The Custodian should keep a copy of the completed form for their records. 

 FORMCHECKBOX 
 Inventory List Updated


       FORMCHECKBOX 
 Inventory Custodian Assignment Indicated on Log

Fiscal Assistant Signature: ____________________________________ Date: ______________________

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

   FORMCHECKBOX 
 Updated Inventory List Verified 

   FORMCHECKBOX 
 A copy Filed in Employee’s HR File
   FORMCHECKBOX 
 A copy submitted to the assigned custodian 

Office Manager: _____________________________________________ Date: _____________________

 FORMCHECKBOX 
 Original filed in property file 


Date: ___________________ Initials: _______________
ELCNC131: Property Assignment Form


