University of Houston-Downtown Property Management

Request to Remove Capital Property

This form must be completed and returned to General Accounting/Property Management (970-S) before
any capital property may be removed from campus.

Department:

I, the undersigned, request authorization to remove University of Houston-Downtown property for
purposes of performing official business of the University relating to my duties as an employee. |
understand that I assume responsibility for this capital property and will be required to reimburse the
University an amount equal to the replacement value of the capital property listed if the capital property is
lost, damaged, or stolen due to my misconduct or negligence.

I certify that the equipment will be taken to and remain at (complete address).

I will return the equipment by (date may not be later than 8/31 of the current fiscal
year). Renewals will be completed each fiscal year as part of the annual physical inventory process.

When equipment is returned, send a memo or e-mail to Property Management stating equipment has been
returned and indicating the room number where it resides and the date of return to the university. Be sure
to include the tag number of the property.

Description Serial Number UH-D Tag # Condition Capital Value

Employee Name (Please Print) Social Security Number

Employee’s Signature UHD Phone #

Supervisor’s Signature UHD Phone #

Department Property Custodian Signature UHD Phone #

PROPERTY MANAGEMENT (970-S)

(Signature)
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UNIVERSITY OF HOUSTON-DOWNTOWN

PROCEDURES FOR REMOVAL OF CAPITAL PROPERTY
PRP2

The following steps should be completed before removing capital property from the
university. Under no circumstances should property be removed without proper
authorization from the responsible person’s supervisor, the responsible person’s
department Property Custodian and the Property Manager.

It is the Property Custodian’s responsibility to ensure that the following steps are taken
before anyone in his/her department removes capital property from the university.

1. Make sure the item to be removed is tagged.

2. Personally look over the item to be removed to view the condition that the property
was in before it was taken off-campus.
Complete all sections of the form, with complete address, social security number and
signature of the responsible person.
Get signature from the responsible person’s supervisor.
Sign the completed Request to Remove Capital Property form and forward to
Property Management.

. Property Management will sign the form and keep the original, forwarding a copy of
the completed form to the requesting department Property Custodian. Once the
Property Manager’s signature is received, the responsible person is then authorized to
remove the capital property from the university.

. Property Management must be notified immediately when the item is returned to
campus so the new location can be entered for the equipment. This can be done via e-
mail or memo (be sure to include the tag number of the item being returned on any
correspondence).

If the item to be removed from campus remains off-campus all year, a new Request to
Remove Capital Property form must be completed and forwarded to the Property
Manager as part of the annual physical inventory process.

When capital property is removed, the items must be kept in good condition. If there are
any damages due to the responsible person, that person will be held liable for damages.
Property Custodians must keep track of all property items being held off-campus along
with all the appropriate paperwork pertaining to that piece of property.

Property Management is located in 970-S.
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