12 Property Custodian Responsibilities

Department property custodians have the responsibility to manage, control and account for all assets within their
department (OP 63.10).

Visit: Property Inventory System or Property Management website for more information.
Contact PropertyManagement@ttuhsc.edu with questions.

Affix property tags to equipment in a
timely manner.

Provide the building/room location
of assets in the Property Inventory
System.

Complete an annual certification of
departmental inventory in the Property
Inventory System.

Manage (initiate/receive) transfers
in the Property Inventory System
when equipment is moved from one
department to another.

Initiate an ltem Removal/Status Change
request in the Property Inventory System
for Stolen or Missing equipment.

Inform Property Management of
updates to the Property Custodian for
the department.

Enter the serial number of assets in the
Property Inventory System.

Initiate a Status Change Request in
the Property Inventory System and
select Offsite Property to track property
that is temporarily removed from the
department.

Exercise reasonable care for equipment
security to avoid negligence, which
could result in financial responsibility for
lost/stolen assets.

Coordinate with the campus Surplus
Property Manager for proper removal of
equipment that is no longer needed.

Confirm that the condition code in the
Property Inventory System accurately
reflects the condition of the equipment.

Ensure that all equipment is used for
approved TTUHSC purpose and not for
personal gain.
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https://www.ttuhsc.edu/administration/documents/ops/op63/op6310.pdf
https://www.fiscal.ttuhsc.edu/propinv/
http://www.fiscal.ttuhsc.edu/propertymanagement/

