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Property & Inventory Management
Policy 

The University of Alabama’s Property and Inventory Management (PIM) Department is 
responsible for ensuring that adequate accountability systems are established and administered 
for University and sponsoring agency equipment.  PIM is also responsible for providing a public 
record of state or federal property, as specified in Federal Acquisition Regulation (FAR), Part 45, 
"Government Property"; Title 2, Code of Federal Regulations (CFR), Chapter II, Part 200.  

This policy is applicable to all equipment purchases, regardless of the funding source, including 
but not limited to the following:  

• Equipment purchased from any University fund, including grant, state, or gift funds,  
• Equipment donated or transferred to the University by external entities, and  
• Equipment purchased by related foundations for use by the University. 



Property & Inventory Management
Policy

Threshold and Inventory Control Requirements

Property Subject to Inventory Control should satisfy the following requirements to be included:  

• Moveable (not permanently affixed to a building or structure)  
• Have a life expectancy of one (1) year or more  
• Have an acquisition value of $10,000 or greater  
• An identity not altered materially through use 
• An account code in the 791XXX range must be used to ensure that the equipment is included in 
the University’s inventory system

Policy Link:
https://ua-public.policystat.com/policy/18018413/latest/

https://ua-public.policystat.com/policy/18018413/latest/
https://ua-public.policystat.com/policy/18018413/latest/
https://ua-public.policystat.com/policy/18018413/latest/


Property & Inventory Management
Increase in Threshold of Capitalized Assets from 

$5,000 to $10,000, effective 10/01/2024

What does this mean for me?

• As of 09/30/2025 – All assets with a purchase price of $9,999.99 or less have been disposed of 
and removed from the UA inventory system.

• IMPORTANT:  This DOES NOT mean that you do not have to continue to physically account for 
these items.  It ONLY means that Property and Inventory Management will no longer include 
these items on the University’s physical inventory listing, and they will not be inventoried on an 
annual basis.

• This increases the importance of departments developing internal methods by which they 
account for these items.  

• PLEASE NOTE:  Any audit requests to view any of these specific items will be directed to the 
appropriate department.



Property & Inventory Management 
Website

https://uafacilities.ua.edu/property-and-inventory-management/
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Website



Property & Inventory Management 
Website



Property & Inventory Management 
Website



Property & Inventory Management 
Website



Property & Inventory Management 
Website



Property & Inventory Management 
Website – Quick Links

Capitalized Asset Loan to External Entity

Property Management Form
Separate forms must be completed for each individual 

organization number
The “Organization Description” on the form must be the 

exact description of the Organization that is in Banner.

Transaction Form

https://uafacilities.ua.edu/wp-content/uploads/2023/05/ON-LOAN-AGREEMENT.pdf
https://uafacilities.ua.edu/wp-content/uploads/2023/05/ON-LOAN-AGREEMENT.pdf
https://uafacilities.ua.edu/pm-update-form/
https://uafacilities.ua.edu/pm-update-form/
https://powerforms.docusign.net/90d8f71e-5b82-4523-9dde-e66d0145d087?env=na2&acct=046ae80d-7495-4a39-a960-9a4b16ff5c0f&accountId=046ae80d-7495-4a39-a960-9a4b16ff5c0f&recipientLang=en
https://powerforms.docusign.net/90d8f71e-5b82-4523-9dde-e66d0145d087?env=na2&acct=046ae80d-7495-4a39-a960-9a4b16ff5c0f&accountId=046ae80d-7495-4a39-a960-9a4b16ff5c0f&recipientLang=en


Transaction Form



Transaction Form
Name and Email of an 
individual in the  
Department currently 
in possession of the 
asset. 

Name and Email of an 
individual Department 
currently in possession 
of the asset with 
authorization to 
approve that transfer.

OPTIONAL - Name and 
Email of an individual 
in the Department 
receiving the asset.

OPTIONAL - Name and 
Email of designated 
Building 
Representative OR any 
individual you would 
like included on this 
transaction form.



Transaction Form



Transaction Form



Transaction Form

MUST INCLUDE THE 
ACTUAL WORK ORDER 
NUMBER – NOT THE 
REQUEST NUMBER.

You can attach any 
document to this form 
here.

Please contact PIM 
BEFORE Cannibalizing 
any asset.



Transaction Form



What property am I responsible for?

Capital Equipment

• Moveable/tangible
• Not permanently affixed 

to a building
• Does not lose its identity
• Value of $10,000 or above

Examples
• Lab & Scientific 

Equipment
• Office Equipment
• Tools & Machinery
• Recreation Equipment
• Kitchen Equipment
• Maintenance/Janitorial 

Equipment
• Vehicles
• Other General Equipment



How do I determine the value of my 
asset?

Purchased Equipment

Amount Invoiced
- discounts
+ freight
+ installation cost
-------------------------
Value of Asset

Donated Equipment

Donations are typically 
routed to PIM through 
Advancement. 
Acquisition Value 
determined as of the date 
of the donation.



Tracy Sutton

Expense Coding/Recoding, 
Organization Numbers, 

Capitalized Asset Process



EXPENSE CODING 
& RECODING



Expense Coding



Expense Coding



Expense Coding



Expense Coding Assistance

Adrianne Harris             Tracy Sutton    
205.348.7503                 205.348-0297

aaharris6@ua.edu        tlbooth1@ua.edu

mailto:aaharris6@ua.edu
mailto:tlbooth1@ua.edu


Capitalized Asset Identification
 Reports Used to Identify Capitalized Assets

 Purchase Order Report

o This report is reviewed daily to identify taggable capitalizable 

assets. Account codes beginning with a 791 are a good identifier. 

o If purchases are identified as being incorrectly coded, the 

requestor and buyer are contacted about changing the coding in 

the PO.

o If the asset is not taggable, Financial Accounting is notified to 

capitalize on their end. 



Capitalized Asset Identification
 Reports Used to Identify Capitalized Assets

 P-card and Concur Reports

o This report is reviewed weekly to identify taggable capitalizable 

assets. Account codes beginning with a 791 are a good identifier.

o If purchases are identified as being incorrectly coded, the 

purchaser is contacted to request a journal entry to be submitted 

to make the changes.

o If the asset is not taggable, Financial Accounting is notified to 

capitalize on their end. 



Capitalized Asset Identification
 Reports Used to Identify Capitalized Assets

 Supply Store Report

o This report is reviewed monthly to identify taggable capitalizable 

assets. Account codes beginning with a 791 are a good identifier.

o If purchases are identified as being incorrectly coded, the 

purchaser is contacted to request a journal entry to be submitted 

to make the changes.

o If the asset is not taggable, Financial Accounting is notified to 

capitalize on their end. 



Capitalized Asset Tagging Process
 Departments are contacted to schedule an appointment to place the UA 

Asset Tag on the item so that it can be added to the inventory system.

 Non-vehicle purchases made via Purchase Order will not be scheduled for 

tagging and added to the inventory system until the purchase order is paid 

in full or closed.



Delays in Completing the 
Capitalized Asset Tagging Process

 Purchase Orders not being closed in a timely manner.

 Currently we have Purchase Orders still open from previous Fiscal Years.

 Example:  Purchase order was created on 09/30/2022 for $54,495.  There is 

currently a variance of $5,870 and the issue has not been resolved.

 PLEASE NOTE:  The item must be entered into the inventory system for 

depreciation to begin.

 Improper Coding

 Payments made through Concur instead of under the Purchase Order number.



Importance of Accuracy of 
Organization Numbers

Start-Up Accounts

Organization Numbers – Payment 
Source

Transfers



Adrianne Harris

Overview of Inventory 
Process, Importance & 

GovDeals



Inventory Process
• Annual inventory begins on the Tuesday after the Martin Luther King Holiday – 

January 20, 2026.  This process should be completed by the end of July each year.

• IMPORTANT – Please update Property Manager Information Form (a separate form 
must be completed for EACH org that you are responsible for) 
https://uafacilities.ua.edu/pm-update-form/

• Asset listings, as requested.  Please take the time to physically locate each item.  
• IMPORTANT:  LEASED VEHICLES – UA Fleet Services - Please let us know if you have any leased 

vehicles in your area that will need to be inventoried.  Leased vehicles are housed under Fleet’s 
organization and will not be a part of your list.

• Property Managers will be contacted to set up an appointment for a 
representative from Property and Inventory Management to come out and 
physically inventory each item on the list.

https://uafacilities.ua.edu/pm-update-form/
https://uafacilities.ua.edu/pm-update-form/
https://uafacilities.ua.edu/pm-update-form/
https://uafacilities.ua.edu/pm-update-form/
https://uafacilities.ua.edu/pm-update-form/


Important Information to Notify 
Property & Inventory Mgt About

• Relocation of Assets
• Use of Assets Off-Campus
• Any Loan/Removal of Equipment
• Loans to UA Departments
• Loans to External Entities
• Removal in Performance of One’s Duties
• Removal for Repair



What if we are unable to locate an 
asset?

1. If it is determined during inventory process that assets are lost, missing, or stolen, 
PIM will instruct the Property Manager of the necessary steps as outlined in the 
policy section Loss, Theft, or Destruction. 

2. If the Property Manager does not take the necessary steps, the Department Head 
will be notified. 

3. If after contacting the Department Head, appropriate action has still not been 
taken, the respective Vice President, Associate Provost or Senior Executive Director 
will be notified. 

4. In the event compliance with University policy is not followed, the Director of 
Logistics and Support Services will be notified, as well as UAPD to request an 
investigation of the loss. 



Lost/Missing Assets

Equipment that cannot be located by the department is considered misplaced 
or lost.  Any asset that cannot be located after an exhaustive search must be 
reported as lost by the department.  Once the asset is reported to Property 
and Inventory Management as missing (via email to property@ua.edu), the 
status of the asset will be changed to “Missing” in the Asset Management 
System for 30 days.  It is the responsibility of each department to reconcile 
items not found within 30 days of becoming aware of or being notified of 
missing item(s).  If the asset is not located after 30 days, the department 
should then notify UA Police Department and request an investigation of the 
lost.  A Transaction Form must be completed with the “Lost” box checked, all 
missing items listed, and the police report attached.  The appropriate 
department head must sign the Transaction Form.

mailto:property@ua.edu


Stolen Assets

When equipment has been stolen, the Property Manager should immediately 
notify the UA Police Department and request an investigation of the loss.  The 
department should also notify the Office of Risk Management.  The Property 
Manager should also notify PIM by forwarding a completed Transaction Form 
with “Stolen” checked and a copy of the police report of the investigation.  The 
appropriate department head must sign the Transaction Form.  When proper 
paperwork has been prepared and sent to PIM, staff will complete the 
requirements to remove the item(s) from inventory.  Property Managers must 
keep a copy of all paperwork for their department records.



Destruction

When assets are unintentionally destroyed due to fire, flood, human error, etc., a 
Transaction Form must be completed and sent to PIM. If the asset was intentionally 
destroyed due to vandalism or criminal activity, then a police report is required in 
addition to the Transaction Form. If the destruction will be claimed against the 
University’s insurance, the department should also notify the Office of Risk 
Management. 



Why is Inventory So 
Important?



Capitalized Assets, 
Grants & Processes, 
etc. are Subject to 
Audit at Any Time



Property & Inventory Management / Logistics & 
Support Services are Currently Under Internal 

Audit



Why is Inventory So Important?



Why is Inventory So Important?



Why is Inventory So Important?
PROPERTY MANAGEMENT SYSTEM QUESTIONNAIRE

Section I 

• As a requirement in FAR 52.245-1(b)(1), does your company have a system to manage (control, use, 
preserve, protect, repair and maintain) Government Property in your possession? YES/NO 

• As a requirement in FAR 52.245-1(b), does your company have an approved Property Management 
plan, system, or procedure? YES/NO 

• If no, please provide your Government Property process and procedure? 

• Does your organization have a process to enable the prompt recognition, investigation, disclosure, 
and reporting of loss of prime contractor's property including losses that occur at subcontractor or 
alternate site locations? YES/NO 

•  Does your organization maintain property records which include, at a minimum, part number, 
description, cost, ownership, location, serial number if applicable, and quantity? YES/NO 

• How often does your organization perform periodic physical inventories? (Example: Annually, 
Biannually, Daily Cycle Count) 



GovDeals.Com



GovDeals.com – Public Sale



Important Information Concerning UA 
Faculty/Staff/Student GovDeal Purchases

• No ua.edu email address can be used for a public account
• No reference to The University of Alabama allowed on this 

type of account
• Payment MUST be made with NON-UA Funds
• BOTH payment and removal must take place with 5 business 

days from the date that the auction closes.
• A work order CAN NOT be submitted to have a personal 

purchase delivered to you.
• Removal: Monday – Friday 8:00 – 11:30 AM & 1:00 – 3:30 PM.
• If you are unable to personally remove the item, you can grant 

permission for a third party to remove on your behalf.  This 
must be done via email and submitted from the email address 
on your GovDeals profile.

• Default



UA Faculty/Staff/Students are Not 
Exempt from these Requirements



GovDeals.com 
Departmental Access

https://uafacilities.ua.edu/wp-content/uploads/2022/08/GovDeals-UA-Departmental-Tier-Add-User-form-fillable.pdf
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GovDeals.com
Departmental Access

• Access can only be granted by Property & Inventory Management upon 
receipt of completed request form.

• These accounts are for full time UA faculty and staff only, 
not students/graduate teaching assistants/graduate research 
assistants/fellows/post docs or adjunct/temporary employees.

• There is no “cart” to hold items that you may want to claim.  Once you 
click Request/Claim the item, it is immediately awarded to you.

• We are unable to hold items after they are claimed, the work order to 
deliver them is typically entered no later than the next business day.

• The work order will be set to deliver to the address on your profile.  If it 
should be delivered to a different location, you must email us at 
property@ua.edu, IMMEDIATELY, to let us know where, on campus, it 
should be delivered.

mailto:property@ua.edu


GovDeals.com



Departmental Surplus



Departmental Surplus



Departmental Surplus



Any Questions?



Gerald Mills

Logistics & Support Services





















Jeremy Faulkner

Recycling & Central Receiving





What We Recycle
Aluminum Cans 

Cardboard
Composting (from Dining Halls) 

Computers, Monitors, Printers, Scanners, Keyboards & Mice 
Grease (from Dining Halls) 

Light Bulbs- Environmental Health & Safety 
Motor Oil & Car Batteries - UA Automotive Services 

Paper
Wooden Pallets
Plastic (#1 & #2) 

Scrap Metal (all types) 
Toner Cartridges 



What We Do Not Recycle

Aluminum Foil 
Aluminum Pans 
Food Wrappers 

Glass 
Styrofoam 

Wood
Plastics #3 - #9

Alkaline batteries



Paper
- Copy/computer/office paper
- Glossy paper
- Colored paper and notebook 

paper
- Envelopes and card stock
- Newspapers and magazines
- Books and cardboard
- Sticky notes
- No newspapers, magazines, 

books, cardboard or binders in 
confidential bins



Cardboard

Cardboard dumpsters are 
located throughout campus. 
If your building does not have 
one and you have a large 
amount of cardboard for 
pick-up, please call Recycling 
(348-7502) to schedule a 
pick-up. 



Aluminum and Plastic

- Empty aluminum drink cans 
(any beverage)

- Empty plastic beverage and 
storage containers marked 
with recycling symbol and the 
numbers 1 or 2

- No unopened or partially full 
cans; aluminum foil

- No plastic bags of any kind; 
Styrofoam; unopened or 
partially full food containers; 
unwashed plastic containers



How You Can Recycle

- Daily building pick-ups
- Community Drop-off



Savings
• It costs UA $33 per ton to dispose of trash in a landfill ($85 

if compactors are involved). 
• In the 2024-2025 fiscal year, UA diverted 1,396.799 tons 

from landfills. This saved the University $46,094.37 just in 
landfill fees.

• Shred companies charge fees. The Recycling department 
provides this service for free. 

• In 2024-2025, UA shredding savings were $349,560.  
• Total Cost Savings = $395,654.37.

In 2024-2025, recycled items were worth $433.83 
per ton vs paying $33 per ton to the local landfill. 



Why We Recycle
- UA is committed to sustainability

- UA community expectations
- It saves money.



Central Receiving

Ancillary Services Building
1115 14th Street

Tuscaloosa, AL 35401
205-348-7502

Monday-Friday 8:00am-12:00pm, 1:00pm-4:00pm



Central Receiving

• Central Receiving is for freight shipments that cannot be delivered to 

your building. If your building has a loading dock, shipments can go 

straight to you. UPS/FedEx packages should not be delivered to Central 

Receiving.

• It is recommended to reach out to Central Receiving in advance so that 

we can plan for a shipment. Space is limited and we typically stay near 

capacity or slightly above capacity.



Central Receiving
• Please contact us in advance concerning large shipments (item size or 

quantity), unusual-shaped shipments or time-sensitive shipments 
(especially for perishable items) or for climate-sensitive shipments. 

• HAZMAT shipments should be shipped to EHS.

• Shipment must match either Central Receiving or Facilities Maintenance’s 
addresses. 

• Your name or department must be on either the shipment, its packing list 
or its bill of lading. We cannot accept the shipment if we cannot verify who 
it belongs to.

• If you need to re-direct a shipment to Central Receiving, please call 348-
7502 or email me (faulk020@ua.edu) before the truck arrives at our 
facility. Without confirmation, shipments may be rejected.

mailto:faulk020@ua.edu


Central Receiving
• Five business days of temporary storage. Space is limited. You can 

either pick items up yourself or place a delivery work order with the 

Logistics department. After five business days, there is a storage fee 

per pallet/crate/individual package. 

• Storage fees. $25 for standard-sized pallets. $50 for extra large 

shipments. Extra large is any shipment more than 48 inches wide, 48 

inches long or 67 inches tall. Items charges are prorated. Central 

Receiving reserves the right to accelerate fees if necessary.

• Packages that arrive unpalletized are charged per package.



Questions?
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