
  
 

PROPERTY CONTROL MANUAL 
 
The Property Control Office is responsible for maintaining the University’s capital assets 
inventory and for the disposition of equipment and supplies that are no longer required by 
the University.  It is the responsibility of each department head to track, monitor, and 
locate capital assets assigned to his/her department and to account for items below the 
capitalization threshold purchased by, or transferred to, his/her unit.  
 
INVENTORY PROCEDURES 
 
Property Control is charged with identifying the equipment to be inventoried, assigning 
an inventory control number, affixing an inventory control tag, and recording in the 
inventory control system all equipment purchased by the University that conforms to, or 
is consistent with, the following criteria: 
 

• Equipment:  Items where the original acquisition cost is $5,000 or more and 
the items have a useful life of at least one year, with the exception of firearms 
and licensed vehicles which must be inventoried regardless of the acquisition 
cost.  Donated equipment is subject to the same guidelines as purchased 
equipment; however, items that are donated must be processed through the 
Development Office prior to being added to a department’s inventory. 

• Original Acquisition Cost:  The original acquisition cost includes the purchase 
price, shipping, handling, and/or delivery charges, warranty costs, and 
installation fees, as may be applicable.   

• Software:  Software is not assigned an inventory control number.  If it is an 
integral part of a computer or computer-based system, the cost is included in 
the acquisition cost. 

• Computers:  The purchase price for the computer and all associated 
components, such as the monitor, keyboard, integral software, speakers, etc., 
is used to determine the original acquisition cost of the computer or system. 

• General Plant Equipment:  Equipment that is hard-wired or plumbed into a 
facility is not assigned an inventory control number.  Such equipment is coded 
to general plant. 

 
An annual inventory of University equipment is required by the statutes of the State of 
Missouri (Section 34.125, RSMo).   Departments are responsible for accounting for all 
items purchased by, or transferred to, their units. 
 



Property Control will conduct an annual inventory of all items with an acquisition cost of 
$5000 or more.  Department heads will be notified when an inventory of their units is 
going to be conducted.  Property Control will provide a copy of the completed inventory 
to each major department on an annual basis.  A Reconciliation Report must be 
completed if the department is not able to locate items reported missing by Property 
Control.  
  

• Units must notify Property Control of location changes of inventory items to 
facilitate the annual inventory.  When equipment is relocated within a 
department, an email to the Property Control Office may be used in lieu of the 
Equipment Tracking/Transfer Form.   Transfer forms must be used when 
inventory items are transferred out of the department.  Items will not be 
transferred out of a department until Property Control receives a copy of the 
transfer form, signed by the receiving department.  Property Control will e-
mail the sending department when items have been transferred from their 
inventory. 

 
Should items on the inventory form not be located, the following actions must 
be taken: 
 
 If an item is believed to have been stolen, the Springfield Police 

Department must be notified.  After a copy of the police report is sent to 
the Property Control Office, the item will be removed from the inventory. 

 
 If an item listed on the inventory has been sent to surplus or transferred to 

another department, forward a copy of the signed surplus or transfer form 
with the inventory so that Property Control may correct the inventory 
listing. 

 
 If an item cannot be located, a Reconciliation Report must be filled out 

and submitted with the inventory listing.  Items that are lost or missing 
will remain on the departmental inventory for three years before they are 
deleted from the inventory listing.  These lost or missing items are left on 
the inventory for three years in case they are found and to encourage units 
to continue seeking them after they are reported lost or missing. 

 
RETURNING EQUIPMENT TO VENDOR 
 

• All items that are to be returned to a vendor for repair or replacement must be 
processed through the Receiving Department.  Inventory items need to be              
taken to the Receiving Department with the shipping box open.  Receiving        
personnel will remove the inventory tag and ship the item to the vendor.  A 
call tag, return authorization, and/or budget number must be provided to 
return the item to the vendor.   When the replacement/repaired item is returned 
to the University, the Receiving Department will re-tag the item and deliver it 
to the appropriate department.  



DISPOSAL OF UNIVERSITY PROPERTY  
 

• All University property (which includes items that are below the $5,000 
inventory threshold) is to be disposed of through the Property Control Office, 
with the exception of selected agricultural items.  Agricultural products should 
be disposed of according to the University’s Policy for Disposing of Excess 
Agricultural Animals and Products. 

  
To dispose of unwanted property, a Surplus Form must be filled out and 
returned to Property Control.  This form is a two-part NCR form and is not 
available on the web page.  Contact Property Control at 6-5103 should you 
require additional copies of this form.  The form needs to be completed and 
both copies returned to Property Control.  Items that are not on the 
departmental inventory (items under $5,000) still need to be noted on the 
form.  When Property Control picks up surplus property, the surplus form is 
signed by Property Control, and the yellow copy is given to the department to 
serve as a receipt for the property.   The signed surplus form should be 
retained by the department until an updated inventory is provided to the 
department and the department ensures that items sent to surplus have been 
removed from its inventory. 
 
Departments in possession of equipment that is purchased with grant monies 
must attach disposition instructions to the surplus form stating any special 
surplus stipulations within the funding grant.  If no instructions are attached to 
the surplus form, the items will be disposed of as University property. 
 
When a department desires to surplus computers, they must “zero-out” the 
hard drives.   The certification on the surplus form stating that the hard drives 
have been “zeroed-out” must be signed before the computers will be picked 
up.   Should help be required to perform this function, call the Computer 
Services Help desk at 6-5891. 
 
Items that are no longer needed by the University will either be sold at public 
auction or by sealed bid, at the discretion of the Property Control Coordinator.  
The auction/sealed bid will be advertised in the local newspaper two times 
prior to the auction/sealed bid date.   Departments will be given an 
opportunity prior to the surplus auction to retrieve useful items for University 
use.  

 
TRADE-IN OF EQUIPMENT 
 

• Equipment that is to be traded in on the purchase of new equipment must be 
accomplished through the Purchasing Department.  The inventory control 
number and a description of the equipment to be traded in must be listed on 
the purchase order for the new equipment so that the equipment being traded 
in may be removed from the department’s inventory. 



UNIVERSITY EQUIPMENT OFF-CAMPUS 
 

• University equipment that is not portable in nature (such as a desktop 
computer) and will be used off-campus must have the written approval of the 
department head.  The Off-Campus Equipment Authorization Form must be 
completed, signed by the department head, and the completed form 
maintained in the department’s office until the item(s) is returned to campus. 
 
Equipment that is portable in nature that is to be used off-campus for 
University business does not require the equipment authorization form to be 
filled out unless the equipment is to be off-campus for more than two 
consecutive weeks.  For example, cellular telephones, PDA’s, and laptop 
computers that are regularly transported to and from campus do not require 
completion of the Off-Campus Equipment Form unless kept off-campus for 
more then two consecutive weeks. 
 

TRANSFERRING INVENTORY ITEMS TO ANOTHER DEPARTMENT 
 

• When equipment is transferred to another department, an Equipment 
Tracking/Transfer Form must be completed, signed by the department 
receiving the equipment, and forwarded to Property Control.  Items will not be 
transferred on the inventory unless the form is signed by the department 
receiving the equipment.   

  
EQUIPMENT LOCATION CHANGES 
 

• When equipment locations are changed, the Equipment Tracking Transfer 
Form should be filled out and forwarded to Property Control.  For location 
changes that involve a room change only, an e-mail to Property Control noting 
the location change will suffice.  
 

EXCESSIVE MISSING EQUIPMENT 
 

• A department’s equipment budget may have the depreciated value of missing 
items withheld.  For Property Control purposes, a 10-year straight line 
depreciation schedule will be used.  However, the depreciated value will not 
drop below 50 percent of the adjusted acquisition cost.  Funding will be 
reinstated upon written notice to the Director of Accounting and Budgeting 
that all reasonable and appropriate means have been taken by the department 
to account for or locate the missing equipment. 



MISSOURI STATE RECONCILIATION REPORT 
 
Date: ____________________ 
 
Department: __________________________________________________ 
 
 
Tag Number Description Date Acquired Original Cost 
    
    
    
    
    
 
 
⁯ STOLEN Police Report or Case Number ___________________________ 
⁯ LOST 
 
Date last seen:  _______________________________ 
 
 
Actions taken to locate property: 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Procedure that has been initiated to control loss of similar items: 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Required Signatures: 
 
Department Head ________________________________ 
 
Vice President __________________________________ 
 



MISSOURI STATE UNIVERSITY 
Equipment Tracking/Transfer Form 

 
Date:________________________ Contact Person:_____________________ Ext: __________ 
 
Sending Dept: _____________________________Approved By: ________________________ 
 
Receiving Dept:*___________________________Approved By:________________________ 
 
 

FROM: 
BLDG/ROOM 

TO: 
BLDG/ROOM 

ITEM 
DESCRIPTION 

TAG 
NUMBER 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 
*Fill out only if equipment is to be transferred to another department. 
 
The following information is required when transferring items with data drives to other 
departments: 
 
All items on this sheet with data drives have been “zero’d out” using:________________ 
 
Technician Signature: _____________________________________ 



 
MISSOURI STATE UNIVERSITY 

OFF-CAMPUS EQUIPMENT AUTHORIZATION 
 
 
 
Date: __________________________________________________________________ 
 
Department: ____________________________________________________________ 
 
Equipment Description:  ___________________________________________________ 
 
Tag Number (or serial number): _____________________________________________ 
 
Location of equipment while off-campus:  _____________________________________ 
 
Date when equipment will be returned to campus*_______________________________ 
 
 
 
Person accountable for the equipment: ________________________________________ 
 
Department Head Authorization:_____________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
*This form must be renewed annually. 
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