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	Temple University
A Commonwealth University
	Controllers Office
Cost & Property Accounting
	1107 Wachman Hall
Voice  (215)  204-7199
Fax       (215)  204-4500
MurphyM@mail.Temple.Edu



To:
Budget Unit Heads

Date:
October 17, 2003

Re:
Annual equipment inventory – Fiscal 2003


Each year, a census of movable equipment is mailed in compliance with established University procedures.  The purpose of this movable equipment inventory confirmation is to verify the existence and location of the assets recorded on the University's fixed asset file.  These assets determine the value presented on the University's Financial Statements and Federal Indirect Cost Proposal and will be open to audit by Temple Internal Audit department, external auditors (Deloitte Touche) and the Federal government.

Attached is the report listing the assets for which you have stewardship.  As managers, it is required that you verify the accuracy of the listing and report to us all changes, along with the signed transmittal.  Your confirmation of the asset listing report protects Temple University in the event that agencies audit these efforts.

Please review the attached inventory and verify the following:

Existence
· If the asset was disposed of, indicate by writing "RETIRE" next to the asset key number.  Assets that are less than 4 year’s old must have a reason for the retirement.  If the asset was cannibalized (used for spare parts), indicate by writing, “CANNIBALIZED”.  The University requires the submission of a surplus form for disposal/cannibalization of equipment.  Information can be found at http://www.temple.edu/purchasing/inventory.htm 

· If an asset should be on the file but is not listed, you must provide the PO number, month and year of acquisition and location.  Do not include assets purchased in fiscal year 2004!

· If the asset was transferred to another department, please indicate the asset and the department & contact person.

Location  Has the location of the asset been moved?  If the asset has been moved, please indicate the

                 new location (building, room number & department name) of the asset.

If you have any questions about the report's content, please call us at the contact number below.  If you need the report sorted in a different order, or in electronic format, please call us.  Michael  Murphy 1-7199 MurphyM@mail.temple.edu or  Kathi Noel 1-4596  NoelK@mail.temple.edu . To view the inventory policy please set your browser to http://www.temple.edu/property/procedures/Eqmt_Mailout.htm.  The capitalization policy can be viewed at http://www.temple.edu/property/Procedures/capitalization.htm.
We thank you for your efforts and request that you please return the completed survey along with the signed return transmittal to Cost & Property, Room #1107 Wachman Hall (038-17) no later than Friday, February 20, 2004.  Please be sure to make a copy for your departmental records prior to mailing original back.

cc: Dean's
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