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4200 Surface Road
Columbus, Ohio 43228-1395


OAKS Inventory Input Form
	Preparer:
	     
	Preparer’s Phone Number:
	(   )    -    

	Email Address:
	     
	Preparation Date:
	     


I would like to:
     FORMCHECKBOX 
 Add an Asset                       FORMCHECKBOX 
 Change an Existing Asset’s Information                  FORMCHECKBOX 
 Retire an Existing Asset
	Complete this Section to Add an Asset or Change an Existing Asset’s Information in OAKS: 

	OAKS Business Unit:
	     

	Profile ID:
	     

	Description:
	     

	Location:
	     
	Document (wing, floor, etc.):
	     

	Asset Tag Number:
	     

	Transaction Date (mm/dd/yy):
	     
	In-Service Date:
	     

	Cost:
	     

	Fund:
	     
	ALI:
	     

	Dept.:
	     
	Program:
	     

	Manufacturer:
	     
	Model:
	     

	Serial ID:
	     
	Custodian:
	     

	Condition Code:
	 FORMDROPDOWN 

	Acquisition Code:
	 FORMDROPDOWN 


	Parent-Child Relationship:
	 FORMDROPDOWN 

	Parent Asset ID:
	     

	Additional Comments/Notes:
	     


Additional Coding for Split-Funded Assets:
	Cost:
	     
	Fund:
	     
	ALI:
	     

	Dept.:
	
	Program:
	     

	Cost:
	     
	Fund:
	     
	ALI:
	     

	Dept.:
	
	Program:
	     

	Cost:
	     
	Fund:
	     
	ALI:
	     

	Dept.:
	
	Program:
	     

	Cost:
	     
	Fund:
	     
	ALI:
	     

	Dept.:
	
	Program:
	     


Building Information:
	Year Built:
	     

	Stories Above Ground:
	     

	Square Feet:
	     

	Building Use:
	     

	Construction Type:
	     

	Sprinkler System:
	 FORMDROPDOWN 

	Alarm System:
	 FORMDROPDOWN 


	Appraised Value:
	     
	Report to Risk Management:
	 FORMCHECKBOX 
 (check box if yes)

	Building Group ID:
	     

	Additional Comments/Notes:
	     


Land Information:
	Length (Total Number of Acres):
	     
	Length Units:
	ACR (Acres)


	Complete this Section to Retire an Existing Asset in OAKS: 

	OAKS Business Unit
	     

	Description
	     

	Asset Tag Number
	     

	Transaction Date (mm/dd/yy):
	     
	Disposal Code:
	 FORMDROPDOWN 


	Is this a Partial Retirement?
	 FORMDROPDOWN 

	Partial Retirement Quantity:
	     

	Partial Retirement Amount:
	     

	Additional Comments/Notes:
	     


	Entered by:
	     
	Date Entered:
	     


1

[image: image1.png]