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This form is to be completed to inform the finance team of the internal transfer of a computer and the new location 
	Computer Asset No. 


	Date:
	Requested & Authorised by :
Signed:

	Previous or current location of Computer and or Employee Name: 



	New Location of Computer and or Employee Name:


	Reason for the Transfer 


	Date computer transferred 

	FINANCE OFFICE USE ONLY 

	Computer Assets Master Register updated  
	

	Transfer  processed to nominal ledgers
	

	Fixed Asset Registers on Sage Accounts updated 
	

	Original invoice in FA Register File reassigned to new location 
	

	Date :


	Signed :


COMPUTER INTERNAL TRANSFER ReQUEST
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