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Overview 
The university must maintain accurate accounting records and strong internal controls over property in 
order to accurately reflect capital assets in its financial statements and to protect against loss. The 
Property Coordinator reports to the Distribution and Asset Services Manager and has primary responsibility 
for tracking, tagging, inventorying, and coordinating disposal of property. 

Types of Property 
The university tracks the following types of property in its Asset Management system: 

�x Land and land improvements
�x Buildings and building improvements
�x Improvements 
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Responsibilities 
The following matrix displays the main tasks involving property RdBT
/.4
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http://www.sjsu.edu/fabs/services/accounting/index.php
http://www.sjsu.edu/fabs/services/assets/index.php
http://www.sjsu.edu/fdo/
http://www.sjsu.edu/fdo/
http://www.sjsu.edu/fabs/services/risk/index.php
http://www.sjsu.edu/advancement/
http://its.sjsu.edu/
http://www.sjsu.edu/fabs/services/distribution/index.php
http://www.sjsu.edu/fabs/services/p2p/pay/index.php
http://www.sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#S
http://www.sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#S
http://www.sjsu.edu/fabs/docs/donated_property_form.pdf
http://www.sjsu.edu/fabs/docs/donated_property_form.pdf
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vendor pricing to support its fair market value. The auxiliary is also responsible for 
coordinating and obtaining all necessary signatures and backup documentation for this 
form prior to submission to University Accounting. The University will manage donated 

https://www.sjsu.edu/towerfoundation/docs/non-monetary_gift_acceptance_fillable.pdf
http://www.sjsu.edu/fabs/docs/survey_rpt.pdf
http://www.sjsu.edu/fabs/docs/survey_rpt.pdf
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Stolen Property 

Complete the Missing Equipment Report  and notify the San José State University Police 
Depa[(E)8 86.4 697.92 Tm
l05.66 1tand 

http://www.sjsu.edu/fabs/docs/missing_equip_rpt.pdf
http://admtma.sjsu.edu/
http://www..sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#P
http://www..sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#P
http://www.sjsu.edu/fabs/docs/survey_rpt.pdf
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ReUse 

The ReUse Coordinator puts equipment in working order up for auction via Public Surplus, a 
website designed to assist government agencies with disposal of furniture and equipment. 

�x First, the equipment will be offered for Internal (Campus) Auction for 7-14 days.

�x Items not claimed during the Internal Auction are placed on Public Auction for two
weeks.

�x Note that university employees and students are considered outside parties for
purposes of property disposal. 

http://www.publicsurplus.com/
http://www.sjsu.edu/finance/about_us/core_services/reuse_program/index.html
http://www.sjsu.edu/finance/about_us/core_services/reuse_program/index.html
https://calstate.policystat.com/policy/8543126/latest/
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Resources  

 Forms  

     Donated Property  
     http://www.sjsu.edu/fabs/docs/donated_property_form.pdf 

Missing Equipment Report 
http://www.sjsu.edu/fabs/docs/missing_equip_rpt.pdf 

Non-Monetary Gift Acceptance Form  
http://www.sjsu/advancement/docs/non-monetary_gift_acceptance.pdf 
Property Check Out Authorization  
http://www.sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#P 

Property Survey Report 
http://www.sjsu.edu/fabs/docs/survey_rpt.pdf 

Shipment Request Form  
http://www.sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#S 

References 

Administration of University Property Policy  
https://calstate.policystat.com/policy/8543126/latest/ 
FD&O iServiceDesk   
http://admtma.sjsu.edu/
Furniture/Equipment ReUse Program 
http://www.sjsu.edu/finance/about_us/core_services/reuse_program/index.html 

University Departments 

     Accounting Services  
     http://www.sjsu.edu/fabs/services/accounting/index.php 

Asset Services 
http://www.sjsu.edu/fabs/services/assets/index.php 

Contracts   
http://www.sjsu.edu/fabs/services/contracts/index.php 
Distribution Services  
http://www.sjsu.edu/fabs/services/distribution/index.php 

http://www.sjsu.edu/fabs/docs/donated_property_form.pdf
http://www.sjsu.edu/fabs/docs/missing_equip_rpt.pdf
https://www.sjsu.edu/advancement/docs/non-monetary_gift_acceptance.pdf
http://www.sjsu.edu/fabs/how-we-can-help/forms-resources/forms.php#P
http://www.sjsu.edu/fabs/docs/survey_rpt.pdf
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