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VIRGINIA STATE UNIVERSITY
FIXED ASSET ACCOUNTING
OFF CAMPUS ASSET RELOCATION / LOAN FORM


This form is used when an asset is needed to accomplish university business off campus. Prior approval must be obtained from the respective Vice President, Dean or Director. The approved form is then submitted to the Fixed Assets Office with the signature of the Vice President, Dean or Director. The Responsible Person will be accountable for all equipment used off campus, and shall notify the Fixed Assets Office in writing when the equipment is returned to campus so the records can be updated.


	
	
	Click here to enter text.
	DEPARTMENT / ACTIVITY
	
	RESPONSIBLE PERSON (VP, DEAN, DIRECTOR OR CHAIR)



	Click here to enter text.	
	Click here to enter text.	
	Click here to enter text.
	BUDGET CODE
	
	ISSUE DATE
	
	ESTIMATED RETURN DATE



	Sign here.	
	Click here to enter text.
	SIGNATURE OF USER
	
	(PLEASE PRINT NAME)




	
	
	
	
	  

	Enter ID #.	
	Click here to enter text.	
	Click here to enter text.
	Enter ID #.	
	Click here to enter text.	
	Click here to enter text.
	Enter ID #.	
	Click here to enter text.	
	Click here to enter text.



	FROM BUILDING / ROOM
	
	TO ADDRESS

	Click here to enter text.	
	Click here to enter text.
	Click here to enter text.	
	Click here to enter text.
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