Title III Inventory Guidelines
Inventory moves, additions, or changes:

Responsibility for Equipment
Department heads and administrative unit heads will be responsible for acquisition and care of any item considered to be equipment according to the University.  Any acquisition, disposal, or transfer of equipment should be promptly reported to the Title III Office in writing, and copied to the Fixed Assets accountant (Mr. Wayne McGill) by the responsible person.
New Equipment:

· Fill out the Equipment Log and submit document to the Title III office 3 weeks after receiving equipment- Copy Mr. Wayne McGill

· Fill out the log in its entirety- If there is a portion that cannot be filled out at the time of submission, label that portion TBD (To Be Determined). Once the determination has been made, submit an updated form to the Title III Office and copy Wayne McGill.   
Surveyed Equipment:
· Fill out the Inventory Change Form found on the (O) drive in the Financial Services folder, under Accounting Forms- copy Wayne McGill 
· If the surveyed item was purchased with unobligated funds, be sure to include the budget account number for the year in which the item was purchased, along with the unobligated account number, and the year of purchase.
Stolen Equipment:

· Submit a police report to the Title III Office no later than three days after report has been filed- copy Wayne McGill 
· Include all pertinent information such as; Budget acct#, NSU ID number, Serial number, Date of theft and location 
Loaned out Equipment:

· Submit a Loan of Property Agreement to the Title III Office with all appropriate signatures- copy Wayne McGill
· Include on the form your Budget account number, the NSU ID Number, the Serial number, the name of the Dept the equipment is assigned to, and the name of the person in possession of the equipment 
Relocated Equipment:
· Fill out the Title III Equipment Relocation Form and submit to the Title III Office- copy Wayne McGill
*NOTE: Please remember to keep a copy of all forms submitted to the Title III Office for your own personal records

NORFOLK STATE UNIVERSITY

EQUIPMENT INVENTORY

POLICY

The University will maintain an inventory of all land, buildings and equipment costing $5000 or more, all equipment purchased with federal funds costing $5000 or more, and all Equipment Trust Fund items. Microcomputers, laser printers, LCD projectors, digital cameras, laptop computers, firearms, and palm pilots, regardless of cost, will be included in the inventory.   Items owned by faculty, students, and staff will not be included.

Activity Name:                                                                                                       Activity Director:                     


Account No.                   Unobligated No.                   Date:                     


Acronyms:

· L.O.P.A.,  Loan Of Property Agreement

· I.N.F., Item Not Found (i.e., Item Stolen, Surveyed, Replaced, etc…) 
	Description of  Item
	Location
	NSU Equip. Id No.
	  Serial  Number
	I.N.F
	L.O.P.A.
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Title III Equipment Relocation Form

         Activity Name                                                                                                          Activity Director
________________________

         

Account No.__________ Unobligated No. ________   Date _________                     

	ACCT#
	Description/Item
	Former Location
	NSU Equip. Id No.
	Serial  Number
	New Location

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


