
Property Forms Procedure 
The Report of Internal Transfer of Property can be found on the iTAC Web site: 

http://www.palmbeachstate.edu/Documents/Help_Desk/InternalTransfer.doc 
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A form MUST be completed and submitted to the iTAC 

Helpdesk to record any move of computer equipment 

with a Palm Beach State College white barcode label.  

This includes any equipment that is moved from 

campus to campus OR from room to room.   

 

http://www.palmbeachstate.edu/Documents/Help_Desk/InternalTransfer.doc


Please use the following guidelines when completing the form:   

 
 Indicate the department where the equipment is being moved FROM and TO 

 

Campus – Use the following correct Campus information: 

a.  01 Lake Worth 

b. 02 Palm Beach Gardens 

c. 03 Belle Glade 

d. 05 Boca Raton   

 

 Site – Use the following correct Site information: 

a. 01  Lake Worth 

b. 04  Palm Beach Gardens 

c. 06  Belle Glade 

d. 09  Boca Raton 

 

Enter Room # From and To 

 

Enter # on White Barcode Label 

 

Enter Manufacturer and Name of Item 

 

Enter Serial # 

 

Enter an “X” under Temporary or Permanent 

 

Enter/sign your name in the “Technician Filling Out Request” field and fill in date 
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 The form should be copied to the following iTAC share:  

\\pbcc.edu\shares\ITAC-InternalTransferForms  

  You may e-mail it to the iTAC, but it MUST also be copied to the share. 

 If you do not have access to the share, please contact Denise Truese-Shultz. 

 The name of the file should begin with the Heat Ticket Number, i.e. 99999.docx 

 The forms need to be submitted to the iTAC and copied to the share before the 

ticket is closed.   

 

Please remember that part of completing the request is also completing the form.  

 A note should be added to the journal stating that the Transfer From has been 

properly completed and submitted. 

 

file://pbcc.edu/shares/ITAC-InternalTransferForms

