APS provides department with
an Inventory List at the January
08’ meeting.

l

Department reviews the list and makes sure that
the inventory is locatable.

A 4
On the designated date and time, APS and the
department inventory coordinator walk through
the department to verify and identify (scan) all of
the inventory items in the department.

4

APS manually updates the U. T. Austin’s
inventory system with the information provided by
the department on the Found/Not Found Report.
At this time, APS will work with any departments
that have had a change in unit code due to depart-
mental realignments at U. T. System.

2008 Annual Physical
Inventory Process

Department works with APS to resolve issues
until a “clean” report is achieved.

A 4

A 4

Department reviews found list for accuracy
(location & appropriate ownership) then
investigates inventory on the Not Found Report,
finds missing inventory, and documents that it
has been found.

APS prepares a certification management letter

Department turns in the signed
Certification Form to APS with
“clean” report attached. (All pages of
“clean” report should be initialed by
department inventory coordinator
confirming accuracy of content.)

m—————

| APS maintains the letters and

to U. T. Austin that is signed by U. T. System
Administration’s Property Manager

U. T. Austin reports the annual inventory into the
State Property Accounting (SPA) system on U. T.
System Administration’s behalf.

"| backup documentation from
the departments.

-




