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Phase 1 – Equipment Verification Process
April 7, 2009

Instructions for Equipment Verification:

Review the equipment listing provided. The listing indicates all tagged Furniture, Fixtures and Equipment (FFE) currently listed for your specific building and/or room. Items that should be on the list are those items of FFE which cost $1,000 or more when purchased, or are considered high risk for theft. 

Please work with your staff to identify and correct the listing as follows:

1. Identify items on the list that are located in your department. Corrections or additions can be written directly on the report.
a. Correct and/or clarify the description if required.
b. Correct the department/location if required, including room number
c. Correct specific information for Manufacturer, model number or serial number if required.
d. On the top right hand corner of the Equipment list, write the name of reviewer and office phone number.
2. Identify tagged items located in the department that are not included on the list.
a. Add the tag number and required information on the supplemental form provided.
3. Identify untagged items that the reviewer believes should be on the list.
a. Add the required information on the supplemental form provided and indicate that the item does not have an identifiable tag.
4. Modified Equipment report and all supplemental forms must be reviewed and returned to the Business Office by May 1st. Please return as one packet from each cabinet member.
5. Contact any of the following Business Office Staff for information or assistance related to this process:
a. Gary Brink X3659
b. Michael Karl X3203
c. Berlean Johnson X3089
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