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                      Equipment Requisition Procedures
Inventory control starts with the original request to purchase equipment (ie requisitions). To assist departments, Property Management has provided a general procedure for drafting equipment requisitions. This information and procedure will help with proper receiving, recording and tracking of University assets. So we can best serve all departments at UMB and ensure accurate accounting/inventory control, equipment requisitions are reviewed in 2-4 business days. 

Procedure: Equipment Requisitions

For accurate accounting and inventory control when assets are purchased, the information departments provide in #’ 1 and # 2 is added to the Asset Management System (AMS) for future departmental inventory reports. 
For inventory control purposes, please follow these procedures when drafting equipment requisitions.  Departments may be asked to provide additional information on the requisition.

1. Line Descriptions:  Start requisition lines with the generic or noun name of what you are buying
followed by the brand name, model, and any other specs to assist your department (i.e part numbers, etc.). Requisitions may not begin with part numbers or catalogue numbers.
Examples: Computer, Dell Optiplex GX20 or Laptop, Apple Macbook  
Autosampler, Agilent 1290 Infinity #PBX12J 

2. End-User and Location of equipment: In the Justification Comments of the requisition,
provide the End-user’s name and location the equipment will be used/stored (building, floor, & room number). Check the send to vendor box (so the information will print on the PO).  If this information is not provided, the equipment will be assigned to the location and person drafting the requisition.
3. Systems: For large equipment configurations, aka “systems”, components which operate/function alone, should be separate line items, and, the requisition should note the type of system (i.e. video conferencing system, projector system or gas spectrometer system). For accurate accounting and inventory control, departments may be asked to provide additional information on the requisition. 
4. Quotes: The vendor’s quote should mirror the vendor’s invoice.  When requesting quotes from 
vendors, instruct them to send their quote the same way they invoice; this will help ensure timely payments to vendors.  Equipment requisitions should be drafted in the same manner as the quote/invoice (i.e. in the number of lines, units (quantity), and per unit costs).  

Account Codes
Components/enhancements that are part of putting an item into service should have the same account code as the core unit.  The appropriate account code is determined by the total cost of putting the Unit into service.  

To further assist departments in account code use and departmental inventory guidelines, please refer to the Fiscal Year 2010 Equipment Guidelines memo sent out by the UMass Boston Controller and VC for Contracts and Compliance and the Account Code book available on the Procurement Website.
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