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POLICIES AND PROCEDURES MANUAL

SUBJECT
ADMINISTRATIVE FACI LI TI ES AND SERVI CES

SUB-TOPIC

CAPITAL EQUIPMENT

Capita
or greater and an estimated useful life of nore than one year. Please note that state
law requires that all equipnent, regardless of value, nust be narked or tagged as
property owned by the State of Texas.

equi pnment is defined as personal property with a single unit value of $5, 000

The procedures for receiving capital equipnent are as foll ows:

A

B

For the UTD Canmpus - Richardson

1
2.

Mat ch up the purchase order with the receiving docunent(s).

Notify the Property Administrator, etc. 2150, that equi prent has been
received.

Hol d the capital equipment for inventory procedures by Property

Admi ni stration personnel (issue and affix property tags).

Upon rel ease by Property Administration personnel, follow the usua
recei ving and delivery procedures (see F2-110.0).

For the Callier Center Canpus - Dall as:

1

Property Adnministration personnel attach the property tags and conplete
dat a wor ksheet s.

Fol | ow t he usual receiving and delivery procedures (see F2-110.0).

By intercanpus mail, send all receiving docunents (except SOS' s),

i ncl udi ng packing slips and invoices, etc., to Procurenent/Accounts
Payabl e (AD34) at the UTD canpus, Richardson, Texas.




