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Instructions for completing the Internal Departmental Transfer Form (IDT).

Print clearly

An IDT is prepared whenever equipment and property which has a Property Tag affixed, is moved to a new location or is
transferred to another Department.

Please complete all sections

Qa 0 T W

Keep a copy for your files

Send a copy to Special Services as notice to move this Specific equipment.

Account numbers for both receiving and transferring departments MUST be included.
Department signatures
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