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Bulk Asset Change Cover Sheet
Please forward this form to assets@fbs.uq.edu.au
	Instructions:

	1. Use Bulk Asset Change Template

	2. Fill in the AM Business Unit (always UQ001) and Asset ID for each asset that requires a change to be made

	3. Only fill in fields C to M if the information currently in UniFi needs to be changed

	4. Tag Number must be less than 12 characters

	5. Short Description must be less than 10 characters

	6. Description must be less than 30 characters

	7. Serial ID must be less than 20 characters

	8. Manufacturer Name must be less than 30 characters

	9. Model must be less than 30 characters

	10. Location must be in the “Ship To” format and must be less than 10 characters

	11. Area ID (room number) must be less than 10 characters

	12. Custodian Name must be in the format Lastname,Firstname Middlename or Lastname,Firstname and less than 30 characters

	13. Comments must be less than 50 characters

	14. Email completed template to assets@fbs.uq.edu.au along with a scanned copy of this authorisation
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