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Inventory Process 

Two primary goals: 

1. Inventory all campus tagged equipment by April 30th. 

2. Enter Vehicle Mileage data in FFM2VOT by April 30th. 

Inventory process: 

1. Weekly inventory reports will be sent to the property coordinators on a weekly basis. 

a. These spreadsheets provide updated information about property that has not been 

inventoried . 

b. Note that vehicles need to be inventoried in FFAMAST in addition to their mileage being 

entered in FFM2VOT.  (FFM2VOT does not update the last inventory date in FFAMAST)  

2. Location information on the weekly inventory spreadsheets will help with the search for assets.  

a. Please update the location information in FFAMAST if it is not accurate.   

b. Contact SW Financial Systems if the location is not listed in Banner. 

3. Use Scanner to inventory anything with a Bar Code. 

a. Scanload files can be sent to ua-finsys@alaska.edu to be fed into Banner. 

b. These data should be checked once the Scanload feed is completed. 

c. If the scanner does not work, the last inventory date will need to be updated directly in 

FFAMAST. 

4. Update the User Status associated with any piece of property that is not found.  Change the 

User Status in FFATRAN to ‘N’ (Not Found/Unlocated) and provide a reason.  The User status 

needs to be updated the first year that the property is not found. 

5. Once the inventory process has been completed, submit the Physical Inventory Certification 

form to Statewide Financial Systems.  

http://www.alaska.edu/financial-systems/property/forms/FixedAssetForm8.pdf 

6. The Inventory process needs to be completed by April 30th.   

Property that is not found for 2 years: 

1. Property that has not been found for 2 consecutive years is considered ‘Unlocated’.   

2. Statewide Financial Systems will send each campus a list of Unlocated items after the inventory 

is completed on April 30th. 

3. It is the responsibility of the campus property coordinator to thoroughly research each piece of 

unlocated property.   

4. The Stolen and Unlocated Property Form needs to be filled out and signed for each piece of 

unlocated property that is University owned.  Please submit this form to SW Financial Systems. 

http://www.alaska.edu/financial-systems/property/forms/FixedAssetForm4.pdf 
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5. University owned property that has not been located for two consecutive years, and has been 

verified and reported as unlocated by the campus, will be written off and marked as disposed in 

FFAMAST.  

6. The write off total will be communicated to the campus chancellors (and possibly departments 

and asset custodians) in an effort to improve the discussion about how to limit the 

unauthorized disposal and/or transfer of university assets. 

7. Unlocated property that is agency, federally, or privately owned needs to be reported to the 

appropriate contact. 

Recording Vehicle Mileage: 

1. Vehicle mileage needs to be recorded in FFM2VOT in addition to inventorying each vehicle in 

FFAMAST. 

2. This is completed so that we can provide updated mileage information to DOT each year. 

3. SW Financial Systems will send a complete list of vehicles to each campus after the data are 

received from DOT. 

4. Processing documentation for FFM2VOT can be found at the following link: 

https://secure.alaska.edu/secure-files/financial-systems/restrict/ffm2vot_detail.pdf 

5. Please complete the Mileage entry by April 30th.   
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