MEMORANDUM

DATE:

April 2, 2007
TO:

Departmental Executive Officers

FROM:
Selina Martin, Associate Controller
RE:

Federally Titled Equipment Inventory Reports - Current, 2007
In compliance with Federal Guidelines, regarding the annual audit of Federally Titled Equipment, please find the following enclosed:

· Annual Federally Titled Equipment Inventory report, as of March 31,2007.
· Audit of Equipment Inventory Instructions
· Letter of Certification 
· Statement of Federally Titled Equipment Status forms

Please complete your inventory audit using the attached “Audit of Federally Titled Equipment Inventory Instructions” as your guide (see the reverse side of this memo).  The Property Management Office would appreciate receiving all inventory audits as soon as possible but no later than May 15, 2007.

The Property Management Office would like to remind you that none of the standard University forms may be utilized in the request for removal, transfer, addition or deletion of Federally Titled Equipment.  Please use the “Statement of Federally Titled Equipment” form to indicate status changes of your Federally titled Equipment only and especially to update the condition report of those assets. In an effort to help stream line the process this year, we have divided your equipment list into two parts; the first part is a list of assets for which you need to locate and report on condition.  The second group would be the asset that you have previously indicated as needing disposition requested from the federal agency.  For this group please make sure they are still in a secure place.  Grant accounting is working with the agencies involved to release the item per your disposition request.Your assistance and compliance in the completion of this reporting process is appreciated.

Should you have questions while performing your departmental audit please contact Charma Wenck at the Property Management Office at 335-0118. 

AUDIT OF FEDERALLY TITLED EQUIPMENT 
INVENTORY INSTRUCTIONS

PURPOSE

The Annual  Equipment Inventory Report is a worksheet to be used by each department to update the status of their federally titled equipment.   All assets must be either checked off, which means the asset was found, or the department must submit the equipment status form.  The Property Management Office will update the asset records and keep the worksheets and forms on file for internal, state and federal audit purposes.

PROCESS

Please review and follow the steps listed in order to complete the worksheets and insure completeness and accuracy of the inventory process.  Please make all corrections legible to expedite the recording function. Either Use a different colored font or highlight changes so changes can easily be seen.
For assets located:

· Place a check mark (X) in the left margin by the asset number to indicate the asset was located.

· Record changes of asset location (building name and room number) in the space provided.

· Record changes of person responsible for each asset in the space provided.

· Record changes to the condition of the equipment (see Statement of Federally Titled Equipment Status form).  Federal guidelines require that the equipment condition be verified on a yearly basis.

For assets not located:

If located off campus, please verify that appropriate documentation is retained within the department files indicating where the asset is located and when the department expects the asset to be returned to the campus.  For “off campus locations” filing of government shipping document, form 1149, or DD 250 is also required.

AUDIT COMPLETION CHECKLIST

Checklist of material to be returned to the Property Management Office:

1. ___ Federal Letter of Certification, dated and signed by Departmental Executive Officer is enclosed. 
2. ___  Printed worksheet, with proper notations is enclosed:

· Each  asset located has been noted by a check mark (X) .

· Location,  person responsible, and condition codes have been updated appropriately.

· Request for re-tags for both UI Number and Gov’t Numbers are clearly noted.

· Apply new “University of Iowa” blue tags if  Federally titled equipment is listed (Doesn’t beging with GFE0#)

3. ___ Statement of Federally Titled Equipment Status Form, where applicable, has been

               included.
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