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Annual Inventory Verification 

 

 

 

 

Why Does the Annual Inventory Process 
Matter? 
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Annual Inventory Verification 

 

 

 

In times of financial uncertainty, we have an 
opportunity and the responsibility to maximize 
the use and extend the life of our existing assets 
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Media Attention 
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Affidavit of Lost/Stolen Property 

 

 Introduced March 2011 

 

 Requires signature of Department Head and 

detailed explanation of loss for all unlocated items 
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Objectives of Inventory Verification 

 

① Assess the accuracy of asset records 

② Update asset records 

③ Assess asset loss experience 

④



Located vs. Non-Located 

“Located” means: 

 Item has been physically located (touched/handled) 

 LSU# has been observed and confirmed 

 

Items on Home Storage should be brought in for 

inventory verification if  practical (laptops, etc.) 

 

Remote Located items must have a current statement by 

the assignee confirming possession (email is acceptable) 
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Located vs. Non-Located 

“Not Located” means: 

 



 All 





Inventory Verification Guidelines 

 Use of students is discouraged; if used, they 

should be closely monitored 

 All storage places (storerooms, lockers, attics, 

desk drawers, file cabinets) should be 

checked for infrequently used equipment 

 Building and/or room discrepancies should 

be noted on the inventory listing and changes 

made by the department’s property 

custodian  

Note: locations should be kept current 

throughout the year as equipment is moved 
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Inventory Verification Guidelines 

 

 Items marked “Not Located” must include a 

reason such as missing, stolen, scrapped 

without approval, etc. 

 If an item has been surplused or transferred 

to another department, please include a 

copy of the Action Request 

 For stolen items, after reporting to 

authorities, notify Property Management and 

send an Action Request along with copy of 

the police report, when it is available 
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Inventory Verification Guidelines 

 

 Property deemed to be idle or no longer of 

use to the department should be sent for 

surplus or scrap 

 Note any items not on your inventory listing 

that you think should be on inventory and 

notify Property Management for follow up 

 Request replacement tags as needed 
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Inventory Submittal Cover Sheet 

 

Must Be Signed By: 

 

① The person(s) taking the inventory; and 

②



2013 Inventory Key Dates 

 

May 31 Inventory Due in Property                

  Management 

Sept  3 Discrepancy Lists Sent to   

           Departments 

Oct  15 Discrepancy Lists Due in Property 

         Management 

Dec  13 Certification Deadline with LPAA 
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Alternate Sort Request 

 

Available Upon Request -- 

 “Customer/Color” List 

 

 Send email to property@lsu.edu 

 Include 5 digit account number(s) 
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QUESTIONS? 18 



THANK YOU FOR YOUR FEEDBACK 
 
TOLIVER BOZEMAN 
LSU OFFICE OF PROPERTY MANAGEMENT 
3555 RIVER ROAD 
BATON ROUGE, LOUSIANA 70803 
(225) 578-6923 
TBOZEMAN@LSU.EDU 


