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This procedure is to be used when any CASARA owned equipment is moved from one Zone to another.  This will include sending equipment out for repair or permanently transferring something to another Zone.

An Equipment Transfer form is to be filed out with all the necessary information.  This form is then either given to the person receiving the item, if given to him/her personally, or faxed to the person who is to receive it.  It is important to clearly state the reason for the transfer and any problem experience with the item.

Once the item has been received, the person who received it will then return the form via fax to the originator showing the date he had received it.  In the case of a permanent transfer, the originator shall write the item off the inventory of his Zone and notify the Provincial President of the change.

It is important to keep the returned form on file to help settle any disputes in the future.

Reference:

Related Forms: Equipment Transfer Form

