
[bookmark: _GoBack]Property Transfer Form
(Only for property with a unit acquisition cost of $5,000 or more)	

 A.  Releasing Agency Identification (completed by the releasing fiscal agent)
1. LWDA’s name and number:  _______________________________     __________

2. Fiscal agent’s name and address: _______________________________________

                                                       _______________________________________
                                                 
                                                       _______________________________________

3. Contact’s name: _____________________________________________________

Phone number and fax number: ____________________   ___________________

Email address: ______________________________________________________

 B. Transfer Property Information (completed by the releasing fiscal agent)
4. Description of the property:_____________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

5. WIOA/WIA identification tag number(s):

___________________________________________________________________

           ___________________________________________________________________
          
6. Original unit acquisition cost:  ___________________

7. Printed name and title of the releasing fiscal agent or authorized signatory:

______________________________________     __________________________

8. Authorized signature and date:

_______________________________________________ Date:  ______________



	
C. Receiving Agency Information (completed by the receiving fiscal agent upon taking possession of the property)
9. LWDA’s name and number:  _______________________________     __________

10. Fiscal agent’s name and address: _______________________________________

_______________________________________

_______________________________________

11. Contact’s name: _____________________________________________________

Phone number and fax number: ____________________   ___________________

Email address: ______________________________________________________

12. New holder’s name and address location of the property: 
(if different from the fiscal agent)

___________________________________________________________________

     ___________________________________________________________________

     ___________________________________________________________________

 D. Certification (completed by the receiving fiscal agent)

I certify that the transfer, as described herein, has taken place and that we accept accountability and responsibility for all property as listed.  This property has been added to our inventory records.

13. Printed name and title of the receiving fiscal agent or authorized signatory:

Name: _________________________________     Title:  _____________________

14. Authorized signature and date:

Signature: _____________________________________  Date: _______________







Instructions for completing the Property Transfer Report Form

It is the responsibility of the fiscal agent transferring property out of its jurisdiction to report the transfer to the Bureau.  The same form may be used when more than one item of property is being transferred from one agency to another agency as long as the type is the same, ex. three computer monitors.  A separate form must be used when more than one type of property is involved, ex. one computer monitor, one copier, and one fax machine.  A separate listing may be attached if necessary.   

Section A:  Releasing Agency Identification (completed by the releasing fiscal agent)
Item 1.  Enter the name and number of the releasing Local Workforce Development Area.
Item 2.  Enter the fiscal agent’s name and address.
Item 3.  Enter the contact person’s name, phone number, fax number, and email address.

Section B: Transfer Property Information (completed by the releasing fiscal agent)
Item 4.  Enter the general description of the property.
Item 5.  Enter the WIOA/WIA identification tag number.  Use the ID tag number already affixed to the item.  Do not retag with a new ID tag number.  
Item 6.  Enter the original unit acquisition cost of the item.
Item 7.  Enter the name and title of the releasing fiscal agent or authorized signatory who will be signing the form.
Item 8.  Enter the signature and the date when the form was signed.

Section C: Receiving Agency Information (completed by the receiving fiscal agent upon taking possession of the property)
Item 9.  Enter the name and number of the receiving Local Workforce Development Area.
Item 10. Enter the fiscal agent’s name and address.
Item 11. Enter the contact person’s name, phone number, fax number, and email address.
Item 12. Enter the holder’s name and address of property (if different from the fiscal agent). 

Section D: Certification (completed by the receiving fiscal agent)
Item 13.  Enter the name and title of the receiving fiscal agent or authorized signatory who will be signing the form.
Item 14.  Enter the signature and the date when the form was signed.

It is the responsibility of the receiving fiscal agent to report the completed transfer to the Bureau of Workforce Development Administration.

The receiving agent must retain the original and mail or email a copy of the form to the Bureau of Workforce Development Administration.  The receiving agent must also mail or email a copy of the form to the releasing fiscal agent.  
The fiscal resource account email is RA-LIBWDA-FISCALOPS@pa.gov.  

This form, once completed and signed, authorizes the respective agencies to update their inventory to reflect the property transfer. 
