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Request for Property Decal 
1.  OMNI Financials (http://omni.fsu.edu)
2.  Asset Management
3.  Search for an Asset
3.  Select the University Space Management System (USMS)
4.  Select the “Secure Apps” tab
2.  Log in using your FSUID and Password
1.  Go to http://campus.fsu.edu
All buildings/rooms/equipment must have an FSU scanning barcode.  If, for any reason, they do not, use this form to request a Duplicate Property Decal.   Once you receive your duplicated decal, affix it immediately to the asset in question.
Verify that your building/room number is listed in the University Space Management System (USMS).  To access the information, do the following:
Once you hve accessed the system, use the various search functions to find the specific building and room number for which you are searching.  Please attach a copy of the building/room information to this request form (page two of this document).
 
If you cannot find your information in this system, please contact the Associate Director of Facilities Planning (645-6744) to have your location added to the USMS.
 
If you cannot find your information in this system, please contact the Associate Director of Facilities planning (645-6744) to have your location added to the USMS.
To request a duplicate property tag you must first verify the original tag number.  This can be done via logging on to the OMNI system and making the following selections:
This will bring up a search menu that will allow you to look for your particular item by serial number, location, or status.  Once you find the tag number for which you wish to request a duplicate property decal, please attach it to the request form.
Office of the University Controller
Florida State University
DUPLICATE PROPERTY DECAL REQUEST FORM
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Property Services
6300A University Center
Tallahassee, FL 32306-2393
Ph: (850) 644-9758   
CTL-AssetManagement@fsu.edu
Request for Duplicate Building/Room Decal
DUPLICATE PROPERTY DECAL REQUEST FORM
Property Manager's Signature 
Request for Duplicate Building/Room Decal
Request for Duplicate Property Decal
By signing this document you certify that you have completed a thorough search in OMNI and/or USMS to ensure that the information listed is correct.  You also agree to affix the replacement decal(s) to the building/room/equipment immediately upon receipt.
Phone Number 
Date 
Mail Code 
Department Name 
Department ID 
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Property Tag Number: 
Property Tag Number: 
Property Tag Number: 
Property Tag Number: 
Building/Room Number: 
Building/Room Number: 
Building/Room Number: 
Building/Room Number: 
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Attach a copy of the computer print-out for each box completed.
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