
California State University, East Bay
University Property/Asset Management

Process and Procedure Manual

1.0 OBJECTIVE

This manual establishes the processes and procedures for the uniform and consistent management of

designated property in accordance with the CSU Policy titled Administration of University Property.

These processes and procedures are used to provide accurate records for the acquisition, maintenance,
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The Property and Asset Management Office has established procedures and responsibilities for

acquiring, maintaining, tagging, tracking and disposing of University property (as defined in Sections
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5.4 Fabrication of Equipment
Under special circumstances equipment may be constructed by campus employees. The University
Department is responsible for itemizing and obtaining the fair market value of the equipment
constructed and reporting this information to the Property and Asset Management Office in
writing.

5.5 Delivery
1. CSUEB Shipping and Receiving

All equipment should be delivered directly to the CSUEB Shipping and Receiving.

2.Direct to Department/Pickup by Department
If equipment is delivered directly to a department, the department must contact and coordinate
with the Property and Asset Management Office for tagging and inventory purposes.

Property and Asset Management Office
● Dayrll Lewis, Manager of Support Services 510-885-2120 dayrll.lewis@csueastbay.edu
● Department email: property@csueastbay.edu
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7.0 PHYSICAL INVENTORY
All assets recorded in PeopleSoft AMS and all portable computing devices (Section 2.2.5) that are

not encrypted will be inventoried by the Property and Asset Management Office.

7.1 Physical Inventory of Campus Equipment
A complete physical inventory of all Cal State East Bay capitalized and non-capitalized equipment
(deemed taggable) must be performed at least once every three (3) years. Capitalized Federally
Funded Equipment, with a per unit value of $5,000 or greater, requires a two (2) year physical
inventory cycle per Spo
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8.1 General
To ensure proper internal controls and segregation of duties, no item of property shall be
transferred, donated, traded in, sold, or disposed of without the prior notification and approval by
the Property Survey Committee.

8.2 Types of Dispositions
1. Transfers Between Campus Departments
The Property Survey Committee shall ensure that all applicable university departments are
informed of and have adequate time to take advantage of usable surplus equipment before disposal
outside the University.

2. Donation
If the surplus property is not wanted by a campus department, the surplus property may be
donated to other CSU campuses, education institutions, public agencies or non-profit
organizations. The Office of Property and Asset Management facilitates the donation and ensures
that appropriate documentation is obtained from the receiving entity.
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