PROPERTY TRANSFER REPORT
(PTR)

INSTRUCTIONS

A. This form shall be used when there are transfers of property from one Accountable Officer/Agency/Fund Cluster to another Accountable Officer/Agency/Fund Cluster.
B. It shall be accomplished as follows: 
1. Entity Name – name of the agency/entity
2. Fund Cluster– the fund cluster name/code based on UACS 
3. From Accountable Officer/Agency/Fund Cluster – name of the accountable officer/agency/fund cluster where the property is located
4. To Accountable Officer/Agency/Fund Cluster – name of the accountable officer/agency/fund cluster where the property is to be transferred
5. PTR No. – number assigned to the report by the Supply and/or Property Custodian for control purposes which shall be as follows:

        0000 – 00 – 0000
                                        Serial number (one series for each year)

                                        Month

                                        Year 
6. Date – date of the preparation of the PTR
7. Transfer Type – put a check “√” mark in the appropriate box corresponding to the type of transfer
8. Date Acquired – acquisition date of the property
9. Property No. – property number assigned to the property transferred  
10. Description – brief description or details of the property including serial number, if any 

11. Amount – acquisition cost of the property
12. Condition of PPE – present condition of the property transferred 
13. Reason for Transfer – reason for the transfer of property (i.e., retirement, reassignment or disposal, donation, etc.)
14. Approved by – signature over printed name and designation of Agency/Entity Head for transfer to another agency or Head of Supply and/or Property Unit in case of property transfer to another accountable officer and the date of approval
15. Released/Issued by – signature over printed name and designation of the assigned releasing officer of the Supply and/or Property Unit and specify the date released
16. Received by – signature over printed name and designation of the assigned receiving officer of an agency/entity or employee/user and also indicate the date of receipt
C. In case of transfer of property/asset from one agency/entity to another, a copy of the JEV of the transferring agency/entity shall be attached to Copy 2 of this report.

D. It shall be prepared in four (4) copies distributed as follows:

	Original             
	–
	Chief Accountant or Head of Accounting Division/Unit

	Copy 2
	–
	Recipient or user of the property

	Copy 3
	–
	Transferring agency/entity or user/officer

	Copy 4     
	–
	Supply and/or Property Unit file
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