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1. Scope 
 

All offices of Louisiana State University Agricultural and Mechanical College, LSU 
Agricultural Center, and other campuses served by Property Management are required to observe the 
basic policy set forth herein. 
 

2. Authority 
 

State Statutes (Louisiana revised statue Title 39) and University regulation provides that the 
Office of Finance and Administration Services shall devise and install suitable systems of accounting 
and property management for moveable property/equipment. 
 

3. Definition 
 

Moveable property is defined as items of a nonexpendable nature with a life expectancy of 
one year or greater.  Items meeting the $1,000 original acquisition cost/value threshold shall be 
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It is contrary to University policy for anyone to remove University property/equipment from 

the University premises for purposes other than University business.  Request to remove equipment 
from University premises must be approved by the Property Manager in writing (Request for Off 
Campus/Home Storage of Equipment form should be utilized) prior to removal.  For short term 
removal, such as sending equipment out for repairs, use of the Off Campus approval form is not 
required, as long as the department maintains sufficient documentation of same on file until the 
property is returned to campus (for example, repair work order and shipper’s tracking information). 
 
 

6. Identification, Marking, and Tagging 
 

In general, Property Management staff will be responsible for affixing an LSU property tag 
on equipment after items are delivered to a final location.  Departments are required to assist 
Property Management staff by providing access to equipment and helping with technical 
identification.  A tag will be placed on the front of the equipment near the manufacture’s nameplate 
or logo or somewhere near the front in a position for easy scanning or visibility.  Additional 
identifying information such as serial or model numbers will be recorded or verified at this time. 
 

Because of surface or material conditions, certain equipment may require tag numbers to be 
etched, inscribed, or written with a permanent marker, paint, or other means. 
 

If Property Management is unable to obtain access to department equipment, tags will be 
assigned to the equipment and issued to the Department Head or Asset Custodian along with a copy 
of the respective purchase order marked to identify and match tag numbers with purchase order item 
numbers.  A Property Management file copy of the purchase order with a list of the LSU tag 
numbers assigned must be signed for at the time of issue by a department representative.  This file 
copy will be retained as a record for audit purposes.  The equipment item and assigned inventory 
numbers will be added to the department’s inventory records.  It shall be the responsibility of the 
department to affix tags which are assigned in the manner cited above to the proper equipment.  
After tagging, any additional tagging information, such as serial or model numbers, building, and 
room location, should be forwarded to Property Management. 

 
Departments are responsible for notifying Property Management of any equipment under 

their control that does not have an LSU inventory tag if equipment is valued at $1,000 or more. 
 

7. Utilization of Property 
 

It is the responsibility of each department to provide proper and adequate care, maintenance 
and security for all equipment under its control in order to maximize useful lifespan and minimize 
loss from acts of theft. 
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8B. Transfer to University Surplus Warehouse 

 
Departments are responsible for obtaining a signed Asset Action Request form for their 

records when releasing moveable property to Property Management as surplus.  This serves as a 
receipt to confirm pickup by Property Management in the event a question arises later regarding 
removal from inventory.  Missing/Unaccounted for items will not be credited as surplused without 
receipt documentation. 
 
 

8C. Transfer to State Surplus Property Agency 
 

When departments are willing to deliver their surplus inventory directly to LPAA, prior 
approval must be given by LPAA through Property Management.  Once approval is given by LPAA, 
Property Management will inform departments to deliver property directly to LPAA Surplus 
Warehouse.  Departments are responsible for obtaining a signed receipt from LPAA Surplus 
Warehouse, even if items are delivered by Facility Services.  Signed receipts are to be returned to 
Property Management to have items disposed in Workday.  Failure to provide signed receipt could 
result in items being reported as Unlocated in a future inventory cycle. 
 
 

8D. Transfer to Other State Agencies 
 

Property to be transferred to another state agency must be approved by LPAA, through 
Property Management.  An Asset Action Request listing the property items proposed for transfer 
must be forwarded to Property Management, and a corresponding transfer must be initiated in 
Workday for any inventoried items.  The name of the state agency, contact person, and telephone 
number are required on the Action Request.  For grant/contract items, approval must be acquired 
from the Sponsored Program Accounting Office. 

 
 

8E. Transfer to Non-Louisiana State Institution 
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8H. Stolen/Missing Inventory Property 
 

Important: Notification to Property Management is required for theft of any moveable 
property, regardless of whether it is tagged and/or on inventory. 

 
If a department determines that an item of moveable property has been stolen, it must be 

reported to the appropriate law enforcement agency immediately (LSUPD if stolen from campus, 
local law enforcement as applicable off campus).  The department must promptly notify Property 
Management and submit an Asset Action Request form along with a copy of the police report, if 
available, or a case/incident number, if the report is not yet available.  Once Property Management 
receives written notification, a copy will be forwarded to the Legislative Auditors. 

 

http://appl003.ocs.lsu.edu/ups.nsf/0/5B5773AA36FDD27B8625722E006011D5/$File/PS+114+10+03+2006.pdf


https://www.lsu.edu/administration/ofa/oas/spa/asforms/as522.pdf


 
 

 
 

https://www.lsu.edu/riskmgt/claims/auto-accident.php

