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Version Date: 25 August 2020

Asset Addition Form
Please forward this form to assets@fbs.uq.edu.au
	Asset Addition Type: (Please tick one box)

	☐ Donated from External Body
NB the Advancement Office should also be advised of any donations

	☐ Manual Addition




	Added Asset Information: (Please print all information clearly)

	Asset Description:
	     

	Tag Number:
	     

	Serial ID:
	     

	Manufacturer Name:
	     

	Model:
	     

	Location:
	     
(UniFi “Ship To” format, example: 010011_01A)

	Area ID:

(room number)
	

	Custodian:

(if asset stored offsite)
	     
(Lastname,Firstname Middlename)

	Asset Profile:
	     
(see values on next page)


	roject ID

	

	
	

	Acquisition Date:
	    /    /    

	Asset Quantity:
	     

	Asset Value:
	$     


	Purchase Information: (Please print all information clearly)

	Purchase Order:
	     

	Transaction Chartfields:
	     
Operational Unit

Site
   
Fund

  
Function

     
Account

     
Project ID




	Authorisation:

	Name:
	
	Ext:
	     

	Position:
	Finance Officer

	Signature:
	
	Date:
	     


	FBS Use Only: 

	Asset ID:
	
	Notes:
	     

	Entered by:
	
	Ext:
	     

	Signature:
	
	Date:
	     


PLEASE DO NOT PRINT THIS PAGE

	ASSET PROFILE IDS

	Plant & Equipment Over $5000

	OTHAGRICEQ
	Agricultural Equipment

	OTHAVEQUIP
	Audio Visual Equipment

	COMMVEHICL
	Commercial Vehicle

	COMPDESKTP
	Desktop

	OTHFURNFIT
	Furniture & Fittings

	COMPLAPTOP
	Laptop

	OTHMOTOREQ
	Motorised Equipment

	OTHMUSICIN
	Musical Instrument

	OTHOFFICEQ
	Office Equipment

	COMPOTHER
	Other Computer Equipment

	OTHOTHER
	Other Plant & Equipment

	PASSVEHICL
	Passenger Vehicle

	OTHSCIENEQ
	Scientific Equipment

	COMPSERVER
	Server

	Portable & Attractive Items Under $5000

	PA_AGRICEQ
	Agricultural Equipment

	PA_AVEQUIP
	Audio Visual Equipment

	PA_FURNFIT
	Furniture & Fittings

	PA_LAPTOP
	Laptop

	PA_MOTOREQ
	Motorised Equipment

	PA_MUSICIN
	Musical Instrument

	PA_OFFICEQ
	Office Equipment

	PA_OTHCOMP
	Other Computer Equipment

	PA_OTHEREQ
	Other Plant & Equipment

	PA_SCIENEQ
	Scientific Equipment

	PA_SERVER
	Server
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