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http://www.odu.edu/af/finance/facultystaff/general_accounting/Equipment_Change_Form_with_Info.pdf
http://www.odu.edu/af/materiel/control_and_surplus/form_Turn_In_FormRev01122012.pdf
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5. Prior to the issuance of an approved receipt by the Department of Procurement Services, 
the owner shall continue to be responsible for the inventory and absolute care, control, 
custody and maintenance of the fixed asset. (Old Dominion University Board of Visitors 
Policy 1621 - Asset and Surplus Property Disposition) 

 
6. For accurate monitoring in the University’s fixed asset system, the owner is responsible for 

promptly informing the General Accounting Office of any changes affecting the responsible 
budget and/or physical location of an asset.   Changes in ownership or physical location of 
asset(s) must be submitted using the Equipment Inventory Change Form. 

 
7. When a tagged asset is needed by an employee to accomplish University business off 

campus, an Equipment Use Authorization Form, approved by the Budget Unit Director, must 
be submitted to the General Accounting Office.  This form will serve as evidence of the 
location of a fixed asset in the Budget Unit Director’s custody that has been temporarily 
removed from campus.  Requests to continue use of a fixed asset off campus must be 
updated annually by the Budget Unit Director and a new Equipment Use Authorization Form 
submitted to the Office of General Accounting.  When the fixed asset is returned to campus, 
the Budget Unit Director shall certify on the Equipment Use Authorization Form that the 
fixed asset listed has been returned in satisfactory condition and shall sign and return it to 
the General Accounting Office 

http://www.odu.edu/ao/bov/manual/pdfs/1621.pdf
http://www.odu.edu/ao/bov/manual/pdfs/1621.pdf
http://www.odu.edu/af/finance/facultystaff/general_accounting/Equipment_Change_Form_with_Info.pdf
http://www.odu.edu/af/finance/facultystaff/general_accounting/Equipment_Authorization_Form.pdf
http://www.odu.edu/af/finance/facultystaff/general_accounting/Fixed_Asset_Management_3_800.pdf
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