
Updates
Property Division

Policy
Forms

Inventory Update
Inventory Cleanup & Accountability



Property Policy

• Responsibilities for (Individual, Department, 
Property and IT)

• Property Passes will not expire*
• All Laptops and Tablets will require passes
• Surplus process is the only way to sell unused 

assets

*Unless assets are out of compliance with the inventory requirement



Property and Inventory Control Forms

• Forms on web site
• PRO-04 Property Pass Powerform updated



Inventory Update

• Thanks for your help with Inventories

• Rolling Inventory
• We are reaching out to schedule updated inventories

• Departments with unfound assets and/or
• Departments with change in signatory authority



Assets not yet located; by age



Inventory Cleanup
Pro-03 Missing and Unaccounted For Form



Inventory Cleanup
Missing and Unaccounted For Form

• Internal accountability for disposal of lost assets
• Missing and Unaccounted for forms require two signers, department manager 

& supervisor, as determined by authorized signatory form on file in the 
Controller’s Office 



Inventory Cleanup
Missing and Unaccounted For Form

• Form should be used after all efforts are made to find an asset
• When a Vice Chancellor is the manager, the VCAF will be 

second signer
• Chancellor is second signature for VCAF



Questions?


