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I. INTRODUCTION 

a. Authority: 
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III. DEFINITION 

Accountable Inventory: Tangible, movable, personal property of a non-consumable, non-

expendable nature, with a value of $5,000 or more and which has a normal expected life of 

one year or more. 

Accountable Officer: The administrative head of an operating department/unit to which the 

property is assigned. 

Attractive Inventory: Attractive items are University property costing less than the 

threshold amount of $5,000, but which are particularly vulnerable to theft and misuse. 

“Attractive” items will vary from department to department, but might include such things as 

laptops, iPads, or video recorders. Departments should evaluate “attractiveness” in the 

context of their own environment. Factors they should consider include the security of the 

property location, the size and portability of the item, and its potential resale value if stolen. 

These items should be marked as University property and catalogued by the user 

department. Special property tags are available upon request from the Inventory 

Management Committee. 

Computer Software and Related Equipment: Computer software programs valued $5,000 

or more are listed in the property record with a special code. Computers and their associated 

hardware equipment, such as monitors, modems, disc drives, etc., are normally assigned tags 

which can be physically affixed to an exterior panel. However, there is a multiplicity of 

accessory hardware, such as boards, chips, interfaces, modules, etc., that although having a 

physical form which cannot be individually tagged, are assigned a tag number and the tag is 

placed on the frame in which the board is installed and connected. The transfer of these 

items to another location shall be reported first to the IT department and then to the 

Inventory Management Committee so that a "Transfer" of tag can be completed. 

 

IV. POLICY STATEMENT 

The American University of Kurdistan (“University”) has established an Inventory Committee 

for the management of the University Inventory and Property.  

 

V. POLICY PRINCIPLES AND PROCEDURES 

A. General Roles and Responsibilities -  

 
1. Inventory Management Committee: The role of the Inventory Management 

Committee at the American University of Kurdistan is to establish guidelines and 

procedures governing the accountability, control, transfer, and ultimate disposal of 

tangible personal property acquired by the University. The scope of its responsibility 

is to ensure that these procedures are applicable to all accountable property owned 

or controlled by the University and apply to all personnel responsible for the 

accountability, control and safeguarding of this property. Duties of the Committee 

comprise of the following: 
 
 Monitors all acquisitions, inventories, and disposal of property on campus and off 

campus. 
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 Meets with top level management to discuss problems regarding their respective 
department inventories and briefs University personnel as to Inventory policies 

and procedures pertaining to more effective University Inventory Management 

practices. 

 Is responsible for the Master Inventory Record. 

 Ensures that a complete physical inventory of all accountable property is taken 
each fiscal year. 

 Upon request, informs Internal or External Auditors of the status of inventory 
items. 

 Train the officers assigned to conduct the inventory cycle count. 
 

2. Office of Finance and Budgeting: Management of accountability, transfer and 

disposal of property for which the University has custodial responsibility. Although 

the Director of Finance has the delegated responsibility for all University property, 

the custodial accountability and responsibility is actually that of the administrative 

head (accountable officer) of the operating department to which the property is 

assigned. This accountable officer may delegate custodial accountability and 

responsibility to selected members of the unit, but the administrative head remains 

the responsible accountable officer. Property acquired through international 
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6. Off campus Use: 

 Accountable property may be used off campus only if such use will further 
the Mission of the University. Such removal must be authorized by the 

department/unit's Accountable Officer. An Inventory Management 

Request Form must be submitted to the Inventory Management Committee 

each year as long as the property remains off campus. Failure to renew the 

Off-Campus Form may result in permission for off campus use being 

revoked. The Inventory Management Committee shall be notified when off 

campus property is returned to campus  

 University personnel using accountable property off campus shall be 
informed as to the measures to be taken when an item in their custody is 

lost or stolen, otherwise they may be held personally liable. Personnel may 

use their personal copy of the Off-Campus Form as their receipt of 

permission to remove property from campus. If property is lost or stolen, 

the employee must follow the steps described under the point five. 

 

7. Surplus Property: 

 The department/unit's Accountable Officer may request, in writing, that 
property in their department be declared surplus because it is obsolete, 

inoperative, unserviceable, and that the continued use is uneconomical or 

inefficient, or serves no useful function to their operations. For property 

acquired through a grant or contract, the Principal Investigator (PI) 

should refer to the grant award requirements. 

 If any of the reasons stated above apply, the Department's Accountable 
Officer shall follow the steps in section VI.  

 

8. Inventory Cycle Count: 

 A semi-annual inventory count of the University’s Accountable and 
Attractive Property shall be conducted by the Inventory Management 
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Steps for the Inventory cycle count – 

I. Notify Department Heads for inventory count. The Inventory Management Committee will 
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be resold or otherwise disposed of at the discretion of the Inventory 

Committee. 

 

3. Donations 

 The University may decide to donate surplus equipment or supplies when 
fair market value cannot be obtained through the sale of such items or 

where it is deemed to be in the interest of the University to donate such 

items instead of scrapping them.  

 All donations shall be reviewed and approved by the Inventory committee 
and Vice President of Administration and Finance. 

 

VI. POLICY HISTORY 

a. Approved by: Board of Trustees  

b. Adopted: June 6, 2022 


