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Once during each fiscal year, on the date prescribed by the State Conptroller, a state

agency shall nmake a conplete physical inventory of all property in its possession

The Property Administrator will send each custodial account property nanager an

i nventory packet consisting of the follow ng docunents:

1. Cover Letter (Exhibit F15)
2. I nventory Listings (Exhibit F16)
3. Report of Equi prent Located Not Listed on Inventory (Exhibit F17)
4. I nt erdepartnental Transfer/Rel ease of Equi prent Form (Exhi bit F18)
5. I nventory Receipt (Exhibit F19)
6. M ssing or Stolen Report for State Departnents, Institutions, and Agencies
( Exhi bit F20)
7. Uni versity Property Custody Receipt and Instructions for Conpletion (Exhibit

F21)

The annual inventory is processed in two phases: 1)Unofficial or "working phase" and

2)Oficial or "verification phase."

Unof ficial or "Wrking" Phase

Upon recei pt of the inventory packet, each custodial account property nanager is
required to conduct a physical inventory of all personal property within his/her area
using the nethods described in the cover letter of the inventory packet. This is the
unofficial or "working" copy of the inventory. The custodial account property manager
nmust provide a witten confirmati on of each asset's location or identify the asset as
m ssing. The custodial account property manager nust conplete and return the
appropriate docunments, |listed above, to the Property Administrator within thirty (30)
days after receipt of the inventory packet. The forns referenced above are self-

expl anatory; however, if questions arise regarding their use, contact the Property

Admi ni strator.
NOTE: Failure to provide witten confirmation of the |location of each asset
will place the asset(s) in mssing status. (See "M ssing/Stolen Equi prent™,

Section F15-130.1, for procedures on reporting m ssing equi prment.)
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Oficial or "Verification" Phase

Upon recei pt of the conpleted "unofficial" inventory, the Property Adm nistration Office wll
update the existing asset records. After the updates have been conpleted, the Property

Admi nistration Ofice will forward a second, or "official" inventory packet to the division or
program head. It is requested that the custodial property manager conpare the "official" to
the "unofficial" report. This follow up phase of the inventory process allows the custodial
account property manager to verify that all updates have been nade and to identify any
addi ti onal changes which may be necessary. After the custodial property manager has revi ewed
the "official" inventory, he/she nust return the official inventory docunents to the Property

Adm ni strator.

NOTES:

1. It is not necessary to performtwo physical searches. The physical search is
perfornmed during the first phase of the process.

2. The official inventory report results are reported to the State Property
Accounting System

3. To increase departnental internal controls over fixed assets and to reduce the

time required to conplete the annual inventory, departnents are encouraged to
rel i nqui sh obsol ete equi pnent to Property Admi nistration for surplus disposal.
Surplus itens are renpved fromthe departnent's custodial authority and

transferred to a surplus hol ding account.

I nventories Required Upon Canpus Rel ocation

When a department or office is preparing to relocate to a different campus area, the
departnental custodi al account property manager nust informthe Property Adm nistrator of all
changes invol ving the personal property charged to his/her custodial property account. In
addition, if a department wi shes to nove furniture and furnishings to the new | ocation, prior

approval nust be granted by the Vice President for Business Affairs.

Leaving an O d Location
Prior to nmoving froman assigned space to a newly assigned area, the custodial account

property manager nust conduct a physical inventory of the furniture, furnishings, and
equi pnent in the space to be vacated no sooner than one (1) week prior to the nove, and
the followi ng acti on nust be taken:
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Report Equi pnent to Be Moved to the New Location

The custodi al property manager must forward a report to the Property Admi nistrator
listing all personal property to be noved fromthe old |l ocation to the new
location. To acconplish this, contact the Property Adnministrator to obtain an
inventory listing for the custodial authority, then apply the new | ocations and

return the report to Property Adnministration for processing.

Report Equi pnent to Be Abandoned or Left in Place

The custodi al property nanager nmust forward a report to the Property Adm nistrator
listing all equipnent that is to be abandoned or left in place by (1) conpleting
the "relinquishing departrment” section of the Interdepartnental Transfer/Rel ease
of Equi pment formand (2) placing an "X" in the "transferred to the above-
referenced receiving department” section of the form (Exhibit F18) Abandoned
equi pnent will be nmintained on the abandoni ng departnment's custodial property
account until a new owner can be established. Wen the property is transferred to
a new owner, the Property Adnministrator will have the new owner verify the
accuracy of the listing and conplete the "receiving department” section of the
transfer/rel ease form Upon recei pt of the conpleted |nterdepartmental
Transfer/ Rel ease of Equi prent form the Property Administrator shall nake the

necessary adjustnments to both custodial property accounts.

Report Equipnent to Be Retired to Surplus
The custodi al property manager must forward a report to the Property Admi nistrator

listing all equipnent that is to be considered excess to the departnment's needs by
conpleting the "relinquishing section" of the Interdepartnmental Transfer/Rel ease
of Equi pment formand by placing an "X" in the "rel eased to Property

Admi ni stration as surplus/sal vage property" section of the form |In addition to
conpleting this form the custodial property account manager nust submit a

Physi cal Plant Wrk Request formto arrange for renoval of the surplus equipnent.
Once the conpleted Interdepartnmental Transfer/Rel ease of Equi pment form and the
ref erenced equipnment is received by the Property Administrator, he will verify the




DATE T SSUE REVI ST ON PAGE
s

- SUBJECT

ADMINISTRATIVE

PROPERTY ADM NI STRATI ON
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

ANNUAL INVENTORIES, Continued

docunent for accuracy, docunent any di screpancies, then sign the
"receiving" section of the formand nmake the necessary adjustnents to both
the custodial property and the surplus/sal vage equi pmrent accounts. A copy
of the conpleted formwill be forwarded to the relinquishing departnent
for their inventory records. It is inportant to note that departments are
not allowed to discard damaged or canni balized equi pnent. Damaged

equi prent, or the remains of cannibalized items, must be sent to the

surplus storage facility along with the appropriate docunentation

NOTE: When relinqui shing computer equipnent to surplus, the custodial
property manager should ensure that all software (both operating system
and applications) is deleted fromthe conputer equipnent. This process
will elimnate the possibility of recirculating unlicensed software
products and sensitive information (copyright infringenment, federally
protected records, etc.). (See Exhibit F22.)

Cccupying a New Location

Prior to moving into a newWy assigned area, the custodial account property
manager mnust conduct a physical inventory of all furniture, furnishings and

equi pnment within the space to be occupied. The account property nanager nust
forward a report of this equipnent to the Property Admi nistrator by nmenorandum
Upon receipt of this report, the Property Administrator will cross-reference
this report with the Interdepartnental Transfer/Rel ease of Equi pnent forns which
have been forwarded by the departnent(s) abandoning the space and submit the
appropriate Interdepartnmental Transfer/Rel ease of Equi pnent form for conpletion
by the "receiving departnment," i.e., department occupying the new |l ocation. Once
the conpleted formis received by the Property Administrator, he wll adjust

both custodi al property accounts accordingly.

Causes for Changes in Inventory Listings
The Property Administration Ofice nust receive a source docunent signed

by the individual with signature authority for the custodial account when
a request for transfer or deletion of assets is made. The correspondence
nmust include the tag
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ref erence nunber and description, the reason for deletion, and the current

physi cal location of the asset (for verification purposes).

Possi bl e causes for renoval or additions to a departnental inventory include,

but are not linmted to, the follow ng categories:

. Transfer of Equi pment Between Departnents

. M ssi ng Equi pnent

. St ol en Equi pnent

. Canni bal i zed Equi prment

. Damaged Equi pnent Retired to Surplus

. Equi pnent Returned to Vendor

. Equi pnent Trade-ins

. M ssing Equi pnent Eligible for Deletion

. Equi pnent Transferred to Surpl us/ Sal vage

. Equi prent Transferred to Another State Agency
. Federal | y- Omed Equi pnrent Transferred to Another G ant/ Contract
. Feder al | y- Omed Equi pnent Abandoned-i n- Pl ace
. Federal | y- Omed Sur pl us/ Sal vage Equi pnent

. State Property Accounting Non-Reportable Assets




