Smithsonian Institution
SI 707
Property Transaction Form

(Complete and send as an e-mail attachment to OCon Help Desk at OConHelp@si.edu or fax to 202.633.7399)

	Date:
     
	Organization Name:
     
	Department ID:
     
	Location of Property:
SAO-60 Garden Street
	Initiator’s/Property Custodian’s Name:
     

	Releasing Accountable Property Officer’s Name:

Michael McIsaac
	Releasing Accountable Property Officer Signature:
     
	Initiator’s/Property Custodian’s Phone Number: (617)495-7962

	Accepting Accountable Property Officer’s Name:

Michael McIsaac
	Accepting Accountable Property Officer Signature:
     
	Initiator’s/Property Custodian’s Building Number: 60 Garden Street-P-242

	Action Requested

	 FORMCHECKBOX 
 Report un-needed or excess property asset(s):      

	 FORMCHECKBOX 
 Transfer of property asset(s) to another org/office/building:      

	 FORMCHECKBOX 
 Request to cannibalize property (please attach justification):      

	 FORMCHECKBOX 
 Change or correct property asset(s) information:      

	 FORMCHECKBOX 
 Other property asset(s) action, explain here (please attach separate page(s) as needed):       

	Property Affected

	Item #
	Fund Code
	Designated

Code
	SI Tag
	Serial #
	Description
	Cost
	*Condition

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	  
	   
	     
	     
	     
	     
	     
	     

	 
	   
	     
	     
	     
	     
	     
	     

	*Condition Code: 1 = new or unused and can be used immediately.  4 = shows some wear but usable without major repair.  7 = unusable presently but can be repaired economically.  S = no value, except for its basic material content.

	(OSP Use Only)

  OSP Approval for 802 or 803 fund(s): (Signature, Title, and Date) 

	(OCon Use Only)

  Property records have been adjusted to reflect the above action(s): (Signature, Title, and Date)      
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