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Inventory Management Procedures

This manual sets forth the overall property management procedures for CEHD Finance and IT groups.

Employee Responsibilities

Each state employee is responsible for using property only for state purposes and exercising reasonable care for
its safekeeping.

Reasonable care means that steps have been taken to ensure the asset:

Undergoes acceptable upkeep and maintenance

Is secure

Can be located at all times

Has documentation specifying the person responsible for the asset

Purchasing Process

By the Finance Team:

VI.

Quote Submission:

a. Technology Services submits a quote via an IT-shared spreadsheet to each respective
department.

IT-Related Equipment:

a. Consult the IT team prior to purchasing monitors, scanners, office printers, TVs, cables, and leased
copiers;

b. Xerox copiers is a brand preferred to be used due to security issues and ease of operations.
Peripheral Devices:

a. ltems like keyboards, mice, external hard drives, and workstation accessories can be ordered
directly by the Finance Team.

b. No IT approval is required.
Software & Subscriptions:

a. IT creates and maintains a consolidated list of available options for
software/licenses/subscriptions/web services, cloud storage;

b. Consult IT prior to purchasing.
Requisition & Receiving:

a. The department creates a requisition in AggieBuy and handles the receiving of goods.
Purchase Order Coding & Asset Classification:

a. The coding of the Purchase Order prompts AggieBuy to establish a Preliminary Fixed Asset in
Canopy/FAMIS as follows:

i. All capital items-$5,000.00 and above and estimated useful life > 1 year



Capitalized object codes start with 8XXX
Examples: computer software, internally developed software, works of art and vehicles

ii. All controlled items-$500.00 to $4999.99 and estimated useful life > 1 year
Controlled object codes are 5775-5799
Examples: computers, TVs, projectors and tablets

VII.  Preliminary Fixed Asset Setup:

a. Pertinent information related to the management of the item for inventory purposes should be
updated in FAMIS / Canopy, including:

i. Acquisition Date (date goods received)
ii. Serial Number
iii. Building Number (4-digit number)
iv. Room Number
v. User First Name and Last Name
vi. UIN#

b. This process will establish a 10-digit inventory asset number, which will uniquely identify the asset
within FAMIS/Canopy.
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Through TechHub Store:

Only approved purchasers can log in and purchase hardware on TechHub. By placing an order, the purchaser
confirms they have full authorization from the employee's supervisor and/or finance department to purchase
products using approved funds.

Requests to add or remove access to TechHub must be submitted via email to the IT Manager. The Assistant
Dean for Business Services is responsible for providing access information for the Finance Team.

All equipment that meets inventory thresholds will have an asset tag assigned and be added to the college
inventory in FAMIS. Once the assets are received and deployed, the business office should update the
specific location and verify all inventory information in Canopy/FAMIS including building and Room Number,
UIN, and First/Last name of the individual receiving the devices

Workstation Guidelines

Faculty and Staff will be allowed to have either a laptop or a desktop as their primary workstation. No
more than one laptop will be provided to an individual.

CEHD will provide no TAMU purchased equipment for Emeriti faculty. Security requirements and the
financial position prohibits supporting the purchasing of equipment for non-employees.



Tagging Equipment

The state of Texas requires equipment to be tagged. The department will create a temporary inventory tag. The
temporary tag confirms the item has been properly received in AggieBuy and/or Canopy. The inventory asset
number must be permanently affixed to the asset no later than 10 calendar days after receipt.
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Department Abbreviations:
= DN -Dean

EA — EAHR

EP - EPSY

HK — HLKN

TL-TLAC

A permanent Bar Code Tag is a sticker that Texas A&M uses as an official permanent marking that contains the
asset/tag number and other pertinent information specific to the asset, as shown below:

E'MADBE}DHNFI

sz TLDUGTRTR)

021500172266

FProperty of Bt of Texas

Texas A&M Property Management mails permanent bar code tags through campus mail to the departments to be
attached to the equipment once assets are approved.

Both IT and Finance teams are expected to ensure bar codes are on all assets and the serial number matches
the number listed on the barcode.

Annual Inventory Verification

The Departmental Property Contact (Finance Team) will conduct an Annual Verification of Physical Inventory
every fiscal year, including verifying the following information:

Username

UIN #

Serial Numbers

Building/Room Numbers

Each asset is permanently marked with the asset/tag humber

Report Missing Property via FDP-9

Verification of assets located across campus— IT should assist with this process
Completion of FTP-410 Loan of TAMU Property form annually

Completion of FDP-402 Certification of Physical Inventory Conducted by the Department

Managing Inventory



The Departmental Property Contact (Finance Team) is responsible for the following:

Transferring equipment to other departments or Surplus

Reporting Stolen items within 24 hours of notification

Assigning Bar Codes to assets — (IT can help if assets are in the main IT office / offices)

Updating property location and username immediately if returned to IT or assigned to a new user. IT will
assist us with this information via Team Dynamix

Missing / Stolen Property

\ FDP-9 Report of Missing or Stolen Property

\ Police report for stolen property

Missing and stolen items should be reported to the department head and Property Management within 24 hours.
FDP-9 Report of Missing or Stolen Property should be submitted to Property Management with a police report
and any other supporting documentation. Missing property will remain on the department's inventory for at least
two years. The stolen property will be deleted immediately. IT should lock down the device as soon as it is
reported missing.

Employee Transfers and Office Moves

When a CEHD employee transfers to another department on campus and takes their laptop, remember that all
CEHD purchased items will remain on CEHD inventory, regardless of the centralized staff.

e HROE will purchase their machines through HROE, and their inventory will remain with HROE
¢ Finance staff machines will be purchased by CEHD and be on CEHD inventory
e Technology Services — will be purchased by Technology Services and on Technology Services inventory

Technology Services will not physically move technology items from one office to another. Movers should be hired
for the equipment moves. IT will help with the breakdown and setup of technology items

Returns or Exchanges

An FDP-414 Property Additions and Deletions form should be submitted with a copy of the credit memo to
Property Management if any inventory item is returned to the vendor for a refund. The credit needs to be paid to
the same object code the original payment was made to.

If the asset was exchanged for the same equipment or equipment was replaced by the vendor/manufacturer and
no additional money was spent or refunded, a ticket should be submitted to Property Management via Report an
Issue with the new asset’s serial number so it can be updated. Notification should be sent to the business office
and IT regarding changes via Team Dynamix (TD).

Offboarding

A proper reporting process should be established between HROE / IT and the business office to eliminate
equipment loss/data security risks after an employee leaves a college or university. Supervisors should ensure
assets return to the departments.

HROE staff should put a ticket in via Team Dynamix when individuals are offboarding (faculty, staff, graduate
assistants). HROE provides a list of student worker terminations monthly to the IT and business office. Once the
ticket is submitted, it will be automatically emailed to the appropriate finance and Technology Services partners in
the department.

Finance staff should reach out to the employee/supervisor regarding the return of equipment.



Employees terminating, retiring, or transferring, should return their equipment (laptops, iPads, etc) directly to their
designated finance staff in the departments. IT can collect the inventory items if the department finance staff is
unavailable (vacation, sick leave, travel).

Finance staff should update Canopy with appropriate changes once information is received from HROE and
provide details and equipment to Technology Services.

Securing of Assets

According to the SPA Process User’'s Guide (Updated Aug. 16, 2024),

“Each agency is responsible for ensuring that property is tracked and secured in a manner that is most likely to
prevent theft, loss, damage or misuse. The agency must take all necessary precautions to ensure that property is
secured.”

Additional Information:

Search for serial number in Canopy:
Canopy: FFX > Search > Attribute Search
Enter the Serial Number in the Search field
Select Serial Number as Type

Search

*** You may have to try all 3 statuses to find what you are looking for***

= A-—active
= P —pending
= D -disposed

Building Name and Number:

EDCT - Harrington Tower — 0435

CSG - Computing Services Center/Teague - 0516

WCDC - West Campus Data Center - 971

PEAP - Physical Education Activity Program — 1540

PEBC - Physical Education Boot Camp and Archery - 1541
HCRF - Human Clinical Research Building — 1542

PISC - Penberthy Intramural Sports Center - 1556

PDCWC - Player Development Center — 1582

GGB - Gilchrist Building — 1600

EPRC - Educational Preschool Research Center — PD01 — Charlotte Sharp
MILN — Milner Hall — 0420

STCK — The STACK - 2957

Becky Gates Children’s Center - 3199

Becky Gates Children’s Center Multipurpose Building - 3190



Potential Property Audit Issues K | TEXAS AsM

* Items not tagged or permanently marked with a
TAMU inventory number

* Incorrect location recorded in FAMIS
* Incorrect description recorded in FAMIS

* Loaned equipment documentation not in
departments files

* Employees not trained to fulfill their inventory
responsibilities



