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SECTION 6.05 – MOVING OF CENTRAL 
INVENTORY/PROPERTY TRANSACTION FORM 

Contact:  Purchasing @ Extension 4180 
 

A. Overview 
Tracking the movement of assets is crucial to maintaining accurate records for 
asset location, age, type and lifecycle.  Proper notification of asset relocation will 
ensure data integrity and streamline the process of conducting annual inventory 
at your location. 

 

B. References 
Section 6.02 – Central Inventory Process  
Section 6.03 – Definition of Theft Sensitive Inventory 
Section 6.07 – Surplus of Furniture, Equipment and Books 
Policy 6570 – Property Records 

 

C. Guidelines 
The following guidelines apply to the central inventory: 

 Moves from Location to Location – A Property Transaction form must 
be submitted to Purchasing before any furniture or equipment is removed 
from its assigned location, as shown on district central inventory.   

 Moves within School Sites – A Property Transaction form is required at 
school sites when central inventory items are relocated from one room to 
another within the same location.  They shall be submitted to the principal for 
approval and a copy is provided to the information Services and technology 
(IST) technician to update the record in BusinessPlus. 

 Moves at Non-School Locations – A Property Transaction form is not 
required when furniture or equipment is relocated from one room or building 
to another within the same location, however, such moves shall be 
documented during the annual inventory process. 

 Approval – All Property Transaction forms must be approved by the site 
administrator or budget authority. 

  

D. Property Transaction Form -  Completing/Routing  
Property Transaction forms are required for the moving of items 
contained in the central inventory system per Section 6.02.  They are 
also required to surplus any district equipment, supplies, furniture or 
other district property per Section 6.07.  The Property Transaction form 
should clearly indicate the disposition of the furniture or equipment such as: 

 Transfer to a new location/room number, name of new location/room 
number 

 Surplus property to be made available to another school, department, or for 
destruction or sale 

 Item used as a trade-in 

http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14318/6.02%20CentInvent.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14319/6.03%20TheftSens.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14323/Section%206.07%20Surplus%20of%20Furniture%2c%20Equipment%20and%20Books.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-44111/6570%20Property%20Records.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14323/Section%206.07%20Surplus%20of%20Furniture%2c%20Equipment%20and%20Books.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
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The Property Transaction form shall adhere to the following guidelines: 

 The program administrator/budget authority or their designee must sign the 
Property Transaction form.   

 Send all copies to purchasing. (Exception:  For moves from room to room at 
the same school site it is forwarded to the IST Technician per Section 6.02)  

 Surplus items should be stored together in one area of the school/department 
along with a copy of the completed paperwork. 

 
The Property Transaction form serves several purposes within the inventory 
function as follows: 

 It serves as a work order to maintenance to move the item from its current 
location 

 It provides an inventory control record for Purchasing 

 It acts as documentation of items for surplus 
 

E. Property Transaction Form – Processing 
After the form is completed by the school or department, it is submitted to 
purchasing for processing.  (Exception:  For moves from room to room at the 
same school site it is forwarded to the IST technician per Section 6.02) 
 
Purchasing accomplishes the following: 

 Review forms for adequate information - clarify if needed 

 Assign a record number 

 Retain one copy - send form to maintenance 

 Use completed forms received from Maintenance to update inventory records 
 

Maintenance accomplishes the following: 

 Assign a work order number to the Property Transaction form 

 Record the date of completion of the transaction and the new location of the 
asset on the Property Transaction form 

 Sign the completed form and send original to purchasing 
 

http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14318/6.02%20CentInvent.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14256/6.05a%20Property%20Transaction%20Fill%20in%20form%20.pdf
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