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Meeting Agenda

 Introduction
 The “Why” of physical inventory
 Physical Inventory process
 Importance of timely completion
 Questions regarding physical inventory
 Review

 Changes in location and PI
 Requisition 
 Disposals

 Questions regarding anything else related to capital equipment
 Next Session & Topic



Why?

 Per UW System Administrative Policy 334 a physical 
inventory must be completed once every two years to 
verify that the capital equipment listed on the inventory 
records can be located and is in use.

 What is targeted?
 Federally owned equipment (F Tags)(100%)
 133 & 144 Funded equipment (100%)
 Capital assets with cost >$1M (100%)
 Sampling of other assets

https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/accountability-for-capital-equipment/


Department notification
 Notification to the department of the intent to conduct physical 

inventory early summer 2026

 Option to chose your dates (within reason)

 Option to utilize the rotational employee's assistance program

 Scheduled inventories will begin in September and end in April

 One month to complete



Notification



Spreadsheet



Scanners vs Spreadsheet
There are currently two phases to using the 
scanning equipment

Phase 1-Receive scanning equipment, a 
spreadsheet of all assets needing to be 
inventoried, and a .pdf file listing each of the 
assets with a location barcode. The scanners now 
allow you to not only change Building and Room, 
but you can change the PI, serial #, model #, and 
the condition code as well..

Phase 2- Once scanning information is loaded to 
our system, we will then provide you with an 
Excel spreadsheet listing the assets that were not 
initially found by scanning. You then have 2 
weeks to locate the remaining items, return the 
spreadsheet to us so that we can finalize your 
inventory.



FINAL INVENTORY REPORT



Physical 
Inventory 
Process

Property Control sends notification of 
physical inventory to  DPA

DPA completes attestation of 
inventory items 

Property Control updates Workday 
and provides summary results to 
department



KEY ITEMS TO REMEMBER

Disposal request must be entered into Workday 
for all assets that will be disposed of. 

When placing tags on equipment, please 
place in an area that is easy to access.

Once we send out the Inventory items that 
need to be located, we cannot do any 

changes to assets including custody transfers  
unless it goes through the inventory process. 

Thus, the reason for the time limitation for 
completion.



WHY timeliness is important!

 Legislative Audit Bureau Finding 2026
 Every other year all 144 funded equipment must be 

accounted for
FY2026- 40 departments

-13,728 Assets

 FY2027- 93 departments
-10,032 Assets



WHY timeliness is important!

FY26 TIMELINESS RESULTS

Weeks past due date # Departments
0-4 weeks 5
5-8 weeks 13

9-12 weeks 6
13-16 weeks 5

>16 weeks 11

*time was calculated from report due date to date final 
report was sent to DPA



Inventory 
Questions



Other 
items



Other items needing addressed

Changes in location and PI-should be done through Transfer option in 
Workday AND for any transfer a reason in the comments section needs 
to be completed.



Other items needing addressed-
Requisitions

Requisitions-When creating requisitions the spend 
category needs to be the same of all items if they 
are all part of 1 piece of equipment.
Split out the equipment in a requisition to 
individual lines as we need this information to 
create the assets. In other words, if you are 
purchasing 3 different items that all need tags, 
they need to be on at least 3 separate lines. You 
cannot lump them all into one line item and code 
them to equipment.
Use the “Freight Amount” or “Other Charges” 
when purchasing multiple items, especially if some 
are capital equipment and some are not. The 
system then gives each line a percentage of the 
freight or other capitalizable costs.
If you are submitting a requisition for an upgrade 
to a piece of equipment (not repair) you need to 
add the tag# to the purchase requisition, 
otherwise we will not know which piece of 
equipment to attach this cost to.



Other items needing addressed-
Requisitions

Replacement parts are not capitalizable, they 
should have an expense spend category 
assigned to them and should not have the 
additional worktag.
All Capital Equipment line items and ONLY capital 
equipment line items need to have the Additional 
Worktag of Expenditure Treatment: Capital 
Equipment. 
If you are ordering additional components for a 
piece of equipment and they are under $5K, they 
still need to be coded to the same spend 
category as the larger component and have the 
Additional Worktag added. This is only if the parts, 
make up one unit. The $5K threshold is a 
combined total for equipment. i.e. 3 lenses of a 
microscope are $2,500 each and the main 
microscope is $6,000. All 4 items should be coded 
to the same spend category and have the 
additional worktag of capital equipment added 
to them.



Other items needing addressed-Disposals

Disposals-If an asset has a NBV>10% 
of cost, we need an explanation in 
the comments section as to why 
this equipment is being disposed of.
If the asset is 144 funded, and has a 
Conditional Title sponsor (DOC, 
DOE, NOAA, etc.) OR is an F Tag or 
Federally Titled, we need a Fair 
Market Value (the value that the 
equipment is worth on that day) 
added in the comments section of 
the request.



Property Control Questions



Thank you! Next Q &A:  October 8, 2026

 Topic: Fabrications
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