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https://www.memphis.edu/ehs/pdfs/first_report_of_injury_form.pdf
mailto:ehs@memphis.edu
mailto:benefits@memphis.edu
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https://www.memphis.edu/ehs/pdfs/first_report_of_injury_form.pdf
mailto:ehs@memphis.edu
mailto:benefits@memphis.edu
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https://www.memphis.edu/ehs/report_an_incident/index.php
https://www.memphis.edu/ehs/
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mailto:bclman13@memphis.edu
mailto:adifucci@memphis.edu
mailto:benefits@memphis.edu


•

•

•

•

•







•

•



•

•

•



•

•

•







•

•

•
•
•
•
•



•

•

https://www.memphis.edu/sep-clear
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http://www.memphis.edu/sep-clear


http://www.memphis.edu/audit/
mailto:vddeaton@Memphis.edu
mailto:jjpierce@memphis.edu
mailto:ebridges@memphis.edu
mailto:lsoder@memphis.edu










IT Security and 
Identity 
Management 

Questions?





• Annual Inventory Confirmation is a required procedure:  BF4025 Policy

• Once a year Accounting will send a Fixed Asset Inventory report of capital 
assets only by Organization to Equipment Reps and Financial Managers.

• It is essential that you maintain accurate and up-to-date records of your 
department’s inventory.

• State and Internal Auditors verify Inventory Confirmations as part of their 
normal audit procedures. Failure to complete Inventory Confirmations 
could be reported as an audit finding.

https://memphis.policytech.com/dotNet/documents/?docid=711&public=true


• “Capital Equipment” is a single item costing $5,000 or more.

• “Sensitive Minor Equipment” is particularly vulnerable to theft and has a
cost between $1,500.00 and $4,999.99. Examples of items that may be
viewed as sensitive minor equipment include: boats, boat motors, boat trailers,
canoes, cameras, computers, audio and video equipment, microscopes,
oscilloscopes, and other scientific equipment.
This category is NOT included in Report this year.

• Controlled Equipment under $1,500 is not included in Report.  



Report of all assets may be obtained from Banner ePrint – Banner Finance 
Repository – FYFR001-Fixed Asset Inventory Listing.

Per policy, “departments should take every precaution to safeguard ALL state
property, regardless of cost.” Therefore, we strongly recommend you take this
time to inventory and confirm Sensitive Minor Equipment and Controlled
Equipment (between $0 - $4,999) as well. This report would be for your use
only and should not be sent to Accounting as part of the confirmation
process. Only the confirmation report of capital assets should be completed
and submitted to Accounting.



Annual Inventory Confirmation Process
1. Print a copy of the Confirmation and read instructions carefully.

2. Physically confirm the location of all assets.

3. If information is missing or incorrect, update asset description information
(make, model, serial number, etc.) on the confirmation report, preferably using a
red pen or font. Changes to description, make, model and serial number are
made by Financial Reporting.

4. If Location is missing or incorrect, update it through Fixed Asset Workflow.
(indicate WF on confirmation). If Location is “Off Campus”, be sure to submit the
Off-Campus Use/Return of University Equipment form to Financial Reporting.

5. If asset has been transferred to another Organization, update it through Fixed
Asset Workflow. (indicate WF on confirmation).

6. If needed, zero value assets through Fixed Asset Workflow (indicate WF on
confirmation).



Annual Inventory Confirmation Process

7. To add capital assets. complete the Items in Department Not on Inventory form and
send with completed inventory confirmation.

8. Ensure you have a Off-Campus Use/Return of University Equipment
completed for all Off-Campus items (112688 and 112687).

9. You must complete a Report of Lost or Stolen Property Form and file it with
Police Services for all missing/lost/stolen items. Also, send a copy of the form to
Financial Reporting.

10. Upon completion of confirmation of all assets on the report, forward a copy of
the signed confirmation report to Financial Reporting by March 31, 2022.

http://bf.memphis.edu/forms/equi/equi02.htm
http://bf.memphis.edu/forms/equi/equi03.htm


•

•





•



•







http://bf.memphis.edu/spectrum/eqreps.php


https://bf.memphis.edu/spectrum/search-locations.php
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mailto:wf-fixedasset-admins@memphis.edu
http://www.memphis.edu/accounting/fixedassets.php
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https://workforum.memphis.edu/
https://twitter.com/uofmemphisbf
https://twitter.com/umemphisjobs
https://www.instagram.com/uofmhr/
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https://learningcurve.memphis.edu/
https://www.memphis.edu/performance
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https://umwa.memphis.edu/sep-clear
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https://bf.memphis.edu/training
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https://www.heart.org/en/affiliates/tennessee/midsouth
https://memphis.zoom.us/j/87368861585?pwd=SDM3WmgzQVp6V00xUkxwSkJtWVNyZz09
https://memphis.zoom.us/j/84160455215?pwd=TVIzdVc4ekdmOEFIRStJMEdZRkVsdz09
https://memphis.zoom.us/j/87327069411?pwd=VE5TcENkL3I4ZjdZdCtpRURSRG5Idz09
https://memphis.zoom.us/j/83981536430?pwd=blJQSEt3ZE5tM2U3WDgyczRxLzQ3UT09
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https://www.memphis.edu/annualgiving/annualgivingdayofgiving.php
https://memphis.scalefunder.com/gday/giving-day/44428/signup
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https://www.memphis.edu/harriet
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mailto:hrbp@memphis.edu
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mailto:hr@memphis.edu





