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VP1 Purchase Order Payment Request

Purpose

The Purchase Order Payment Request document (VP1) is used to generate payments for goods and
services encumbered on a Small Purchase Order (PBO). When goods or services are ordered with a
purchase order, funds in the department account are set aside (encumbered) for payment at a later
date. When the VP1 document is processed and approved, the encumbered funds are released and
a payment is generated to the vendor.

Before You Start
You wi || needé

1 The Original Invoice/Receipt . It must display the date the goods or services were received,
a description of the purchase and the cost.

Importan t. The date the invoice was received on campus must be indicated on the support
documentation. The date can be handwritten or use a pre-inked date stamp. The invoice
received date will be subject to audit review. According to the Texas “prompt payment law”,
payments for goods and services are due 30 days after the goods are provided, the services
completed, or invoice is received, whichever is later.

1 The Source of Pricing (e.g., fax/email from company, copy of website, catalog page, etc...)
1 Proof of Receipt (e.g., delivery ticket, packing slip, etc...)
1 The Purchase Order Number (e.g., 2007A20179) from the Small Purchase Order document.

It is helpful if you know the following :

1 UT EID: This information is required on all payment vouchers. The UT EID identifies the
payee. The vendor's address must match the invoice “remit to” address. To search for a
vendor's UT EID or address, refer to command PG3 (name order) or PG4 (number order).

9 Object Class Code : This is a 4-digit code used to identify transactions. To search for an
object code, refer to command GG8 (code order) or GG9 (keyword order).

Cover Sheet
1. To create a VP1 document, type New in the Action field.

2. Type ALL in the Format field. This field controls which object codes can be used on the
document.

Tab to the P.O. Nbr field and type the Purchase Order Number (e.g., 2007A20179).
Press E nter to accept the entries.

+*DEFINE PURCHASE ORDER PRAYMENT REQUEST - VP1 Year: 06 07
Command: VP1 Account: Misc: Month: AUG
Status: -- COVER SHEET -- Document ID:

[Rction: new Summary:

Created: 08/27/07 WALDC

Format: all] Voucher Date: Voucher Nbr:

P.0.Nbr: 2007a20178| Type: Partial/Complete: Dep Req:

Separate Check: _ State/Local: _ Check Distribution: _
Goods/Service Received Begin: End: Invoice Receive Date:
Requested Pmt Date: Requested Pmt Reason:

Vendor ID: UT EID: Mail Code: ___ State VID:

Vendor Name:
Address:

SECTIONS: 1. Voucher Description and Comments

2. Items Billed to be Paid

3. Transactions: Payment Due Date:
4. Define Codes (optional) Scheduled Date:
)

Total of Invoicel(s): Total Payment Amt:

-- 1 UT Arling ------ PF1=Options ------ PF8=Exit ------ 8/27/07 02:29 PM --
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VP1 Purchase Order Payment Request

Cover Sheet

5.

After pressing enter, the document status becomes Created and a Document ID is assigned. The
Summary field defaults to the vendor’s name. The Vendor ID, UT EID, Mail code, Vendor Address,
Dep Req (Department Requisition Number), Account Number and the dollar amount remaining to
be paid on the purchase order will automatically fill-in.

Write the Document ID and the Purchase Order Number in the top right corner of the support
documentation.

Tab to the Partial/Complete field and type one the following options: P (Partial) or C (Complete)

1 P - Indicates this document is paying only part of the purchase order.
1 C - Indicates this document is completely paying the purchase order.

The Separate Check field is not used by departments. Leave this field blank.

The State/Local field is not used by departments. This field will be completed by Accounts
Payable.

#DEFINE PURCHRSE ORDER PAYMENT REQUEST - VP1 Year: 06 07
Command: VP1 Account: Misc: COMPUTER. Month: AUG

Status: CREATED -- COVER SHEET -- Document ID: T1VP1893554
Action: ___ Summary: LAW ENFORCEMENT SERVICES INC
Created: 08/27/07 by WASMX-SAMMAVERICK
Format: ALL__ Youcher Date: 082707 Voucher Nbr
P.0.Nbr: 2007R20178 Type: 0O Partial/Complete: C|Dep Req: 2007PD743
[Separate Check: _ | [state/Local: _] Check Distribution: U
Goods/Service Received Begin: 080107 End: 083107 Invoice Receive Date: 081507
Requested Pmt Date: 083007 Requested Pmt Reason: NORMAL VENDOR PMT TERMS__
Vendor ID: 1 UT EID: 2fqghin_ Mail Code: 000 State VID: 15616166458
Vendor Name: LAW ENFORCEMENT SERVICES INC
Address: 604 GREEN VALLEY RD STE 204

GREENSBORO , NC 27408773354

SECTIONS: — 1. Voucher Description and Comments
_ 2. Items Billed to be Paid
_ 3. Transactions: 2 Payment Due Date: 093007
_ 4. Define Codes (optional) Scheduled Date: 083107
Total of Invoicel(s): Total Payment Amt: 300.00

##> FINAL INBOX SELECTION (=

10. If necessary, tab to the Chk Dist (Check Distribution) field and type an appropriate code. The

default code is U (US Mail / Direct Deposit). This is the preferred method of distribution. The
Check Distribution code determines how the check will be sent to the vendor.

Check Distribution Code
The following are recognized Check Distribution Codes for our campus:

U US Mail/Direct Deposit. This is the preferred method of distribution.
C Campus Mail (Currently not allowed)

F Foreign Mail

P Pick Up

Note: For check pick-up prior approval will be necessary. The request should be submitted by
email to the Director for Procurement Services. Each request should include a detailed
explanation as to why the exception should be granted. If the request is granted, type the name
and telephone number of the person to call when the check is ready in the check stub area
(Comments section). Denote this information with asterisks (e.g., ***Call Bart Maverick at ext
22194 when check is ready***). Checks are picked up in the Bursar’s Office.

T Attachments to be mailed with the check

Note: If an attachment must be sent with the check, write the Document ID in the top right corner
of the attachment. Also, type the Document ID number (e.g., ***T1VP1888999***) in the check
stub area (Comments section) of the VP1 document. Typing the document number in this section
will ensure that the attachment is placed with the correct check.
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VP1 Purchase Order Payment Request

Cover Sheet

11. Tab to the Goods/Service Received field and type the dates the goods or services were received
(MMDDYY). If left blank, the End field will default to the same date as the Beg date field.

12. Tab to the Invoice Received Dat e field and type the date (e.g., 081507) the invoice was received
on campus.

13. Press E nter to accept the entries.

14. The Payment Due Date is the last day a payment may be made without being subject to a late
interest payment. This field will default to 30 days after the LATER of (1) Goods/Service Received
End Date OR (2) Invoice Received Date. This date fills in automatically.

15. The Scheduled Date field will default to the date the check is scheduled to print. This date fills in
automatically. The Scheduled Date will be displayed after final approval in Accounts Payable.

16. The Requested Payment Date field is optional. If necessary, tab to the Requested Payment
Date field and type a payment date. This field allows you to schedule payments earlier than the
scheduled payment date.

If a Requested Payment Da te is entered, the document will require a reason for early payment.
Type a reason in the Req Payment Reason field or type a ? in this field to view a list of reason
codes.

Note: Checks are printed each Thursday; therefore, the Requested Payment Date MUST be a
Thursday date.

#*DEFINE PURCHASE ORDER PAYMENT REQUEST - VP1 Year: 06 07
Command: VP1 Account: Misc: COMPUTER Month: AUG
Status: CREATED -- COVER SHEET -- Document ID: T1VP1993554
Action: ___ Summary: LAW ENFORCEMENT SERVICES INC

Created: 08/27/07 by wWASMX-SAM MAVERICK

Format: ALL__ Voucher Date: 082707 Voucher Nbr:

P.0.Nbr: 2007A20179 Type: 0 Partial/Complete: C Dep Req: 2007PD743

Separate Check: _ State/Local: _ Check Distribution: U

|Goods/Service Received Beqin: 080107 End: 083107||Invoice Receive Date: 081507
Requested Pmt Date: 083007 Requested Pmt Reason: NORMAL VENDOR PMT TERMS

Vendor ID: 1 UT EID: 2fqghin_[Mail Code: 000 |State VID: 15616166458
Vendor Name: LAW ENFORCEMENT SERVICES INC
Address: 604 GREEN VALLEY RD STE 204

GREENSBORD , NC 27408773354

SECTIONS: _ 1. Voucher Description and Comments
_ 2. Items Billed to be Paid
_ 3. Transactions: 2 Payment Due Date: 093007
_ 4. Define Codes (opticnal) [Scheduled Date: 083107
Total of Invoicel(s): Total Payment Amt: 300.00

#+> FINAL INBOX SELECTION <##

17. Compare the vendor name and address on the VP1 document with the invoice “remit to” address.
1 If the vendor name is different, you must contact Procurement Services to have this corrected.

1 If the vendor address is incorrect, tab to the Mail Code field and type the correct mail code
number. The Mail Code (e.g., 000, 001) indicates where the payment is being mailed or
deposited.

91 If you do not know the correct Mail Code, type a ? in this field and press E nter. A new
window appears displaying the vendors Mail Code and Address information. Also, command
PG3 or PG4 will allow you to search for UT EID’s and Mail Codes.

9 If the address is incorrect or not found, use command GGV (Vendor ID Request) to setup a
new or change an existing address for the Vendor.
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VP1 Purchase Order Payment Request

Section 1 - Voucher Description and Comments

The Voucher Description and Comments section is used for providing a description of the purchase.
Information type in the Voucher Description section is for Accounting Services use. The Comments
section may be used to type any additional information that should be typed on the check-stub for the

vendor.

1. Tab to the blank field to the left of Section _1 Voucher Description and Comments , type an X in
this field and press E nter.

SECTIONS:

Total of Invoicel(s

X 1. Voucher Description and Comments

_ 2. Items Billed to be Paid

_ 3. Transactions: 2 Payment Due Date: 093007
4. Define Codes (optional) “$cheduled Date: 083107
) Total Payment Amt: 300.00

2. The Voucher Description

typed in this section is for internal use only.

field requires a brief explanation of the items being paid. Information

>> YOUR UPDATE WAS SUCCESSFUL.<X

#xx# For Instructions on how to enter information press PFE #wwx

Comments to be printed on wvoucher description: Page 1 of

Information typed in this section is for internal use only.

Invoice information and comments to be printed on check stub:

Comments Invoice Number Amount

— Information typed in

this section will appear

on the check stub.

Total:

Send USAS: _ Reimbursable: Y Doc Type: 9 PCC Code: _

| To page forward mark here + | To page backward press PF4.

3. The Comments section is optional. Information typed in this area will appear on the check-stub.
This area can be used to provide additional information about the payment to the vendor. If you
have an attachment to accompany the check or if the check should be picked-up, you should enter
the appropriate information for Accounts Payable.

Press E nter to accept the entries.

Press Enter again to return to the VP1 cover sheet.

Note:

1 The following fields are used by Accounts Payable only:
Send USAS:__
Reimbursable:
Doc Type:
PCC Code: __

9 If you need more lines for the Comments section (check stub), first you must press Enter
to update the information in this section and then tab to the field titled To page forward
mark here + and type an X over the + (plus sign) and press Enter to get additional lines.

Revised 01/14/11




VP1 Purchase Order Payment Request

Section 2 T Items Billed to be Paid
This section is not used at UT-Arlington.

Section 3 T Transactions
The Transactions section provides payment information for the voucher.

1.

Tab to the blank field to the left of Section _ 3 Transactions , type an X in this field and press
Enter.

SECTIONS: — 1. Voucher Description and Comments
_ 2. Items Billed to be Paid
X 3. Transactions: 2 Payment Due Date: 093007
_ 4. Define Codes [(optional) “Scheduled Date: 083107
Total of Invoicel(s): Total Payment Amt: 300.00

The VP1 links information from the approved PBO document.

The first transaction line shows the encumbrance transaction. Do not change the object

code 0200.

o If a Partial payment is being made, change only the dollar amount on the
encumbrance entry line (credit entry) to match the amount of your payment (debit
entry). This action will release only the amount of your payment. The remaining

amount stays reserved for future use.

o If a Complete payment is being made, do not change the dollar amount on the
encumbrance entry line (credit entry). This will allow the total amount that was
originally encumbered (reserved) for this purchase to be disencumbered (released).

1 The second transaction line is the payment (debit) entry.

>>Enter any addition, updates or remove account number to delete an entryd<
Action: ___  Begin at account: Document ID: T1VP1993523
Begin at item:
Voucher Date: 082807 Voucher Nbr.: Entries: 2
Item Description Qty Billed Price/Item
Account D/C Ty Obj Amount DTN Receive Beg/End
Inv Recw Invoice Number Interest Flag/Reason Due Date
N/A LAW ENFORCEMENT SERVICES
2902800150 C EN 0200 300.00 080107 083107 +
082007 _ — 093007
N/A LAW ENFORCEMENT SERVICES
2902800150 D EX 1000 300.00 080107 083107 +
082007 INV# 12345 _ — 093007
-  _ 080107 083107 +
082007 - —
-  _ 080107 083107 +
082007 - —
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VP1 Purchase Order Payment Request

Section 3 T Transactions

2. Tab to the OBJ (object code) field, type over the default object code (i.e., 1000) and press Enter.
An object code is a 4-digit code used to indentify the transaction. The default Object Code must be
changed before approving the VP1 document. If this code is not changed, the voucher will not
pass the approval process.

Note: If you do not know the 4-digit Object Code, you may search for this information in the
Object Code Help Section.

Object Code Help Section

a) Type a? inthe OBJ field and press Enter . A new window appears.
b) Tab the Keyword field and type a brief description (e.g., Camera, Computer) and press Enter .

Note: Valid object codes for the Account Number you are using will be displayed with an asterisk *.

OBJECT CODE Listing
Selection: List codes starting from NUMBER:
KEYWORD: ofc supplies
~--» Starred object codes may be used on this transaction.
OBJECT ABBR SHORT TITLE/KEYWORD

1801  CONSTR-BLDG OFFICE BLDG-CONSTR
1732 RENT-OFC BLD OFFICE BLDG-LERSE
1732 RENT-OFC BLD OFFICE BLDG-RENTAL
1401 CONS OFF SUP OFFICE CONS SUPPLIESl
1475 MAINT/REPAIR OFFICE EQUIP-M & R
1732 RENT-OFC BLD OFFICE SPACE-LERSE
1732 RENT-OFC BLD OFFICE SPACE-RENTAL
1323 OFFIC OCCARS OFFICE SUPP-COFFEE
1563 DIR LIAB INS OFFICERS LIRB INSUR
10 9152 BUD-OFF OCCA OFFICIAL

11 = 1323 OFFIC OCCAS OFFICIAL OCCASIONS
12 3754 PUB/BULLETIN OFFICIAL PUBLICATION
Press ENTER to Continue or CLEAR to cancel.

@~ o usle e

Bowow o oW E[e %

¢) Once you have located the object code, type the corresponding number in the Selection field and
press Enter .

Note: If purchasing a controlled asset, the appropriate object code MUST be used. Refer to page 10
for a listing of controlled assets or visit Asset Management website at: http://policy.uta.edu/asset_mgmt

Type the dollar amount of the transaction in the Amount field.

If necessary, tab to the DTN field and type a Departmental Transaction Number. Information
typed in this field may be used for tracking purposes.

5. If necessary, tab to the Received Beg/End dates field. This information will default from the cover
sheet. If desired, these dates can be changed in this section.

6. Tab to the Invoice Nbr field. An invoice number is required for each transaction except the
encumbrance transaction. The invoice number is usually provided on the invoice. If an invoice is
not numbered, a meaningful statement or description should be used.

Account D/C Ty Obj Amount DTN Receive Beg/End
Inv Recv Invoice Number Interest Flag/Reason Due Date

N/A LAW ENFORCEMENT SERVICES

2902800150 C EN 0200 300.00 080107 083107  +
082007 _ — 093007

N/R LAWY ENFORCEMENT SERVICES

2902800150 D EX 1000 300.00 080107 083107  +
082007 ANV 12345 - —_ 093007

Revised 01/14/11 6




VP1 Purchase Order Payment Request

Section 3 T Transactions

7. If necessary, tab to the Interest Flag/Reas on field and type the appropriate code. This field is
used to refuse or force interest calculation. According to the Texas “prompt payment law”,
payments for goods and services are due 30 days after the goods are provided, the services
completed, or invoice is received, whichever is later. Once the document is approved by the
processing office, the system will audit your document to determine if the payment is overdue. If
so, interest will be calculated and paid to the vendor from your account.

What is the purpose of the Interest Flag/Reason field?

1 An Interest Flag can be used to block the automatic calculation of interest, or force interest to be
calculated when it would not normally be done.

1 A Reason Code must be provided whenever an Interest Flag is used.

Listed below are the Interest Flag codes. This information can also be accessed by typing a ? in the Interest
Flag/Reason field.

Interest Flags Reason Codes | Vvalid Flags
F - Force interest calculation NI - No invoice or incomplete invoice received R
) . . FC - Federal contract or terms prohibit a timely payment, and R
R - Refuse interest calculation federal funds used
MI - Mailing instructions on the PO not followed R
DP - Disputed payment R

GE - General Services exception granted and documented
Al - Automation issues F,R
DT - Direct payment of travel expenses

ER - Employment reimbursement

AD - Agency discretion exercised F, R

8. Press Enter to accept the entries.

9. Press Enter again to return to the VP1 coversheet.

Amount D/C Ty 0bj Account DTN Purpose
Receive Beg/End Inv Recv Invoice Nbr |Intere5t F1ag/Rea50n| Due
N/A LAW ENFORCEMENT SERVICES
300.00 C EN 0200 2902800150 - +
080107 083107 081507 - 093007
N/R LAW ENFORCEMENT SERVICES
300.00 D EX 1000 2802800150 _ +
080107 083107 081507 INV# 12346 093007

Helpful Tips for Section 3 1 Transactions:

nn

A To copy a transaction from a line above, type a "." (dot or period) in the first space of the field
where you want the information copied.

A If you need more transaction lines while in this section, press the F2 key .

Revised 01/14/11 7




VP1 Purchase Order Payment Request

Section 4 T Define Codes
This section is not used at UT Arlington.

VP1 - Approval
After you have completed all the required fields, type APP in the Action field and press Enter .

9 The document is checked for valid entries and, if correct, it will be sent to the next desk on the
routing path. Your status line will now read Pending or Proposed. The message at the top of
the screen will indicate where the document went.

9 If there are errors detected in your document, the document will not be forwarded. The error
message will tell you what to correct

*#DEFINE PURCHASE ORDER PAYMENT REQUEST - VP1 Year: 06 07
Command: VP1 Account: Misc: INVESTIGATION__ Month: RUG
Status: CREATED -- COVER SHEET -- Document ID: T1VP1993554

Summary: LAW ENFORCEMENT SERVICES INC
Created: 08/27/07 by WASMX - SAMMAVERICK

Format: ALL__ Voucher Date: 082707 Voucher Nbr
P.0.Nbr: 2007A20179 Type: 0 Partial/Complete: C Dep Req: 2007PD743
Separate Check: _ State/Local: _ Check Distribution: U
Goods/Service Received Begin: 080107 End: 083107 Invoice Receive Date: 081507
Requested Pmt Date: 083007 Requested Pmt Reason: NORMAL VENDOR PMT TERMS__
Vendor ID: 1 UT EID: 2fqghin_ Mail Code: 000 State VID: 15616166458
Vendor Name: LAW ENFORCEMENT SERVICES INC
Address: 604 GREEN VALLEY RD STE 204

GREENSBORO , NC 27408773354
SECTIONS: X _ 1. Voucher Description and Comments
_ 2. Items Billed to be Paid

X 3. Transactions: 2 Payment Due Date: 093007
_ 4. Define Codes (optional) Scheduled Date: 083107
Total of Invoice(s): 300.00 Total Payment Amt: 300. 00

#*> FINAL INBOX SELECTION <#=

***|mportant***

Write the Document ID and the Purchase Order Number on the top right corner of the support
documentation (invoice/receipt).

1 Tape small receipts to 8 2 X 11 paper.
1 Send the support documentation (invoice/receipt) to Accounts Payable at P.O. Box 19135.

Reminder:

1 Check Distribution Code fiP0 — For check pick-up prior approval will be necessary. The
request should be submitted by email to the Director for Procurement Services. Each request
should include a detailed explanation as to why the exception should be granted. If the request
is granted, type the name and telephone number of the person to call when the check is ready in
the check stub area (Comments section). Denote this information with asterisks (e.g., ***Call
Bart Maverick at ext 22194 when check is ready***). Checks are picked up in the Bursar's
Office.

1 Check Distribution Code @To — If an attachment must be sent with the check, write the
Document ID in the top right corner of the attachment. Also, type the Document ID number
(e.g., ™ T1VP1888999***) in the check stub area (Comments section) of the VP1 document.
Typing the document number in this section will ensure that the attachment is placed with the
correct check.

Deadline:

Have the support documentation (invoice/receipt) to Accounts Payable by 5:00 p.m. on Friday for a
check to be issued on the following Thursday. Support documentation consists of the invoice and/or
receipt. The VP1 Payment Voucher must have All Electronic Departmental Approvals by 5:00 pm on
Friday for a check to be issued on the following Thursday.

Revised 01/14/11 8




VP1 Purchase Order Payment Request

Additional Information & Resources

GT3 71 View Transaction by Encumbrance  Number

The GT3 command allows you to view accounting transactions associated with a specific
Encumbrance Number.

#*DEFINE TRANSACTIONS BY ENCUMBRANCE NUMBER - GT3 Year 06 07
Command: Account: Month: JUN
Transaction Status: C

Rec-Date Voucher Description Obj AC/RT Amount S

Document-ID DTN P.0.Number Chk.Nbr T-Code Prc-Date Account

_ 11/14/06 0119838 PITNEY BOWES INC 0200 EN EN 16,740.00- C

S$1PB7999858 2007116939 0200 11/14/06 19-0234-0150

_ 04/24/07 L364142 PITNEY BOWES INC 0200 EN EN 1,860.00 C

T1VP1996993 7116938 2007116939 0200 04/24/07 19-0234-0150

_ 04/24/07 L364142 PITNEY BOWES INC 1833 EX DI 1,860.00- C

T1VP1996993 69-APO7 20071169389 AS61473 0800 04/24/07 19-0234-0150

_ 05/21/07 L367400 PITNEY BOWES INC 0200 EN EN 465.00 C

T1VP1996145 7116939 2007116939 0200 085/21/07 19-0234-0150

_ 05/21/07 L367400 PITNEY BOWES INC 1833 EX DI 465.00- C

T1VP1986145 69-MYO7 2007116938 A565892 0800 05/21/07 19-0234-0150

_ 06/21/07 L371128 PITNEY BOWES INC 0200 EN EN 465.00 C

T1VP1995264 7116939 2007116939 0200 06/21/07 19-0234-0150

_ 06/21/07 L371129 PITNEY BOWES INC 1833 EX DI 465.00- C

T1VP1995264 69-JNO7 2007116938 A569347 0800 06/21/07 19-0234-0150

How to Use:

1. Type GT3 in the Command field and press Enter .

2. Tab to the Misc field and type the Encumbrance number and press Enter . Example of an
encumbrance number: Purchase Order Number (2007A12345) or Travel Request Number
(TV07012345).

3. For detail information on a transaction, tab to the blank field to the left of the transaction and type
one of the following characters:

T - Travel to the Document

F - Display routing information

1- Screen 1 displays transaction information

2 - Screen 2 displays check information on voucher payments

3 - Screen 3 displays Purchase Order Delivery information

4 - Screen 4 displays Voucher and Invoice information for payment voucher documents
5 - Screen 5 displays Departmental Code information (not used at UTA)

6 - Screen 6 displays Purchase Order Line Item information

X (Other) - Displays Screen 1 of Transaction information

GE3 1 View Encumbrance Balance for an Encumbrance Number

The GE3 command allows you to view the encumbrance balances for all accounts with the same
encumbrance number.

*DEFINE ENCUMBRANCE BALANCES FOR ENCUMBRANCE NBR - GE3 Year 06 07
Command: [GE3 |  Account: Misc: 2007116939 Month: JUN
Encumbrance Nbr Obj code Balance Account Nbr
2007116939 0200 13,020.00- 1902340150

How to Use:
1. Type GE3in the Command field and press Enter .

2. Tab to the Misc field and type the Encumbrance number (i.e., P.O Number or Travel Request
Number) and press En ter. The screen will display the object code, balance and account number
for the encumbrance number you entered.

Revised 01/14/11 9




VP1 Purchase Order Payment Request

Additional Information & Resources

Controlled Assets

1 To insure proper coding, tagging, and reporting, the Asset Management (AM) office must be
notified within 48 hours of the purchase of any controlled asset.

Controlled Assets - are property items that the State Comptroller requires state agencies to
report. Any purchases deemed to be controlled assets must be coded with the appropriate
object code. Controlled assets consist of non-consumable items having a value of $500.00 to
$4,999.99 per unit and this include firearms regardless of there value.

Controlled Property
Controlled (at any cost)

Object Codes Property Item
1837 Hand Guns
1837 Rifles, Machine Guns, Shotguns

Controlled ($500.00 to $4,999.99)

Object Codes Property Item

1867 Fax Machines, Telecopier

1837 Stereo Systems

1837 Cameras, Video Cameras

1837 TVI/VCR/ Camcorders/ Laserdisk Players
1847 Desktop CPU - not Apple

1847 Printers - not Apple

1847 Desktop CPU - Apple

1847 Portable CPU/Laptops; not Apple

1847 Portable Apple CPU/Laptops

1 Complete the Asset Information Form (Index 2-49) and fax the information to the AM office
(Fax 22199) along with copies of the invoice, sales slip or packing slip

1 For more information on how to handle Controlled Assets, contact the Asset Management
office at ext. 22191 or refer to the following web site:

Asset Information Form (Index 2-49)
http://www.uta.edu/policy/form

Asset Management:
http://policy.uta.edu/asset_mgmt/

Procedures Index (Index 2-43):
http://www.uta.edu/policy/procedures/
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