

Asset Transfer-in/Transfer-out Form
HQ-REF No: ______________
(To be filled by ASD)



	Atlas Asset ID (Atlas generated number) 
	Atlas Tag ID
(UNDP bar-coded label)
	Business Unit (currently in ATLAS)
	Description
(item name/ model/manufacturer)
	Serial Number
(Not applicable for furniture)
	Year of
Purchase
	Purchase Value
	Net Book Value
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COA of receiving unit
	BU
	Op.Unit
	Fund
	Dept
	Project ID
	Activity ID
	PC BU
	Impl. Agent
	Donor

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     



	To be Completed by Operating Unit 

	Transfer Out Unit
	Transfer In Unit

	Transfer From: _____________________________

Operating Unit: _____________________________

Operating Unit ID: ___________________________

Physical Transfer Out  Date:  _______________________


	Transfer To: _____________________________

Operating Unit: _____________________________

Operating Unit ID: ___________________________

Physical Transfer In  Date:  _______________________










	Signatures  

	Transfer Out Unit
	Transfer In Unit

	
Signature of  Asset Focal Point:

__________________________________________

Name: ____________________________________

Contact Number: ___________________________

Signature of  Manager of Operating Unit:

_________________________________________

Name: ____________________________________

Contact Number: ___________________________

	
Signature of  Asset Focal Point:

__________________________________________

Name: ____________________________________

Contact Number: ___________________________

[bookmark: _GoBack]Signature of  Manager of Operating Unit:

_________________________________________

Name: ____________________________________

Contact Number: ___________________________
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