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Bulk Asset Transfer Cover Sheet
Please ensure both the Transferring and Receiving Section Authorisations are completed prior to forwarding this form to assets@fbs.uq.edu.au
	Instructions:

	1. Use Bulk Asset Transfer Template

	2. Fill in the Asset ID and Asset Description for each asset to be transferred

	3. Enter the portion of each asset to be transferred in the Transfer Amount

	4. Enter the Operational Unit and Site the asset is currently recorded under in the Old Chartfields section

	5. Enter the Operational Unit and Site the asset should be transferred to in the New Chartfields section

	6. Transfer Date _______________

	7. Journal ID _______________  (if applicable)

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


	Transferring Section Authorisation:

	Name:
	
	Ext:
	     

	Position:
	

	Signature:
	
	Date:
	     


	Receiving Section Authorisation:

	Name:
	
	Ext:
	     

	Position:
	

	Signature:
	
	Date:
	     


	FBS Use Only: 

	Notes: 

	Entered by:
	
	Ext:
	     

	Signature:
	
	Date:
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