Instructions for Completing Your  Annual Capital Equipment Inventory

   Please read the following instructions very carefully prior to conducting the inventory for your area.  If you have any questions regarding these instructions, please contact the Chemistry Stockroom Staff.

     Each research group and RSS unit has been provided a listing of Chemistry Department Capital Equipment (previously referred to as the “Chemistry Department Equipment Inventory ($5000 and Greater) List”).   Our records show these items were purchased by or transferred to the group or unit. This list is either a printed list or an Excel spread sheet, referred to as an “electronic version”. The Chemistry Department Capital Equipment List contains items with a value of $5000.00 or more.  Each fiscal year, items on this list are required to be physically validated by Equipment Inventory and Relocation Services (EIRS) personnel.  Since EIRS personnel will want to physically see each of these items, please verify (look at) each item listed on this list, checking the following information:

Name: Professor’s or responsible party’s initials

Building: Building where the item is located. The following codes are used for the building:


“A”: Chemistry Annex


“C”: Chemistry building


“L”: Stephenson Life Sciences Research Center


“P”: Physical Science Center


“S”: Stephenson Research and Technology Center

  If the item is located in an area other than the ones listed above, but still belong to your unit, please note it in the comment section on this list. I have included on this list some of the notes and comments made during last fiscal year’s inventory. 

Room Number: Area where the item is located.  If your location is in the Stephenson Life Sciences Center, please include aisle designation if applicable. 
  If you are using a printed copy of your list, please make any corrections and make a check mark (√) next to each item in the margins of this list.  The check mark in the margin denotes that you have verified this item and it can be located in this location.  If the item is not in plain view in the room or is part of another piece of equipment, please make a note in the comment section where the item is located (inside cabinet, part of__ machine, etc.) or the OU tag number of associated piece of equipment.

  If you are using an electronic version of your list, please make any corrections and enter an “X” in the column labeled “VERIFIED” next to each item in this sheet.  The “X” denotes that you have verified this item and it can be located in this location.  All corrections to this spread sheet need to be in BOLD font for easy identification. If the item is not in plain view in the room or is part of another piece of equipment, please make a note in the comment section where the item is located (inside cabinet, part of__ machine, etc.) or the OU tag number of associated piece of equipment.

.

SPECIAL CASES:
NON-TAGGABLE ITEMS:
 You may find some items denoted with the word “Non-taggable”. This means this item is either too delicate to place a tag on it or is valued above $5000 and considered consumable, with a life expectancy of 1 year or less. 

TRANSFERRED ITEMS:
  If you find equipment listed that you know was transferred to another Chemistry Department lab, another Department on campus, or another University, please list the contact person and the location in the comments section.

SURPLUSED, CANNIBALIZED, TRADED-IN, SOLD, OR DESTROYED ITEMS:
  If you find equipment listed that you know was sent to surplus, cannibalized (scrapped for parts), traded-in, sold or destroyed, please note it in the comments section.  If you know the date (month and year), please include that information.

ADDITIONAL ITEMS: 
 As you are checking equipment in your area, you may notice some equipment that may have an OU tag number on it, but is not listed on your inventory.  You may also notice items that cost $5000 or more but do not have an OU tag on it at all.  Please send an email to ouchemistrystockroom@ou.edu listing these items.  Please put in the subject line “Addition Sheet and your group name”.   Be sure to include the OU tag number (if known), description, serial number and location.  If an item does not have a tag, fill in the serial number, if known.  Thank you if you have already submitted your list of additional items throughout the past year.  An additional attachment will be included with the appointment email sent to the principle investigator.
“LOST” ITEMS:
  After physically verifying each item, making corrections, and additions, you may have some remaining items on your list.  If you have made a “good faith” effort in trying to locate these items but were unable to do so, these items need to be noted in the comments section as “lost”.

   Upon the completion of your EIRS validation appointment, we will update your Chemistry Department Capital Equipment List with any corrections or additional comments.  An updated copy of your List will be available upon request after updates are preformed and a copy will be provided during your next EIRS appointment.
CHEMISTRY DEPARTMENT EQUIPMENT INVENTORY (COMPLETE) LIST:
   Even though the state mandates validation of the fixed assets with an acquisition value of $5000.00 and greater, some granting agencies, Internal Auditing, as well as Risk Management may require a complete list of items valued over $500.00. These entities may also require a physical audit of these items in your possession at some future time.  The Stockroom no longer maintains or updates your “Chemistry Department Equipment Inventory (Complete) List”.  Upon request, we will be happy to provide you with a copy of the last updated list that we have on file.
  It will be the responsibility of the principal investigator/ budget head or designated representative to track equipment with an acquisition value of $500.00 or greater. 

   We will continue to coordinate the disposal of all equipment (surplus and transferred) in our department and update your records for items with a value of $5000 or greater as required.  Please feel to contact the Stockroom at any time for guidelines regarding the disposal of unwanted equipment.  Surplus equipment disposal guidelines are also located on the Stockroom’s web page.
EIRS APPOINTMENT:

  An appointment with EIRS has been made on your behalf for the date and time period listed in an email sent to the principal investigator.  During this appointment period, either the principal investigator or their representative should be available to meet with EIRS personnel to physically validate your list.   EIRS personnel will come with a copy of your Chemistry Department Capital Equipment List.  They will be verifying the OU Tag number along with the serial numbers and location. The amount of time required to validate your list will be dependent upon the number of items on the list. 

  Appointment times are listed as a time slot.  Please understand that some appointments take longer than others due to the varying amount of items per group.  If there is a specific time you require for your appointment, we will do our best to visit your area during your requested time!  Please contact the Chemistry Stockroom staff immediately if wish to reschedule your validation appointment date or time period.  We will try our best to arrange for the times you requested but there are no guarantees these times will be available.  The Chemistry Stockroom staff will email you a reminder of your appointment in advance of your appointed time. 

 After, you have completed all of the above instructions, please return by emailing the Chemistry Department Capital Equipment List and your “Additions Sheets” to ouchemistrystockroom@ou.edu  and provide a validation appointment contact person’s information by Wednesday May 1, 2013.  If you have any questions regarding these instructions or the equipment inventory sheets, please feel free to contact us at 5-5561.  Thank-you for your assistance!

Dee Stone, Scientific Materials Manager,

