STATE UNIVERSITY of NEW YORK
Internal Control Program
Internal Control Checklist
― Property Control ―

YES
NO
N/A

A. General / Control Environment 
1. Has the campus appointed a qualified Property Control Coordinator who is responsible for
maintaining equipment control records, supervising the campus’ inventory system and
ensuring these records accurately reflect physical inventories at the department level? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy of the organization chart.

2. Have written policies and procedures been developed and disseminated governing property
control? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy of the written policies and procedures, including both the University-
wide property control manual and the campus procedure manual outlining campus 
specific controls.
3. Is there segregation of the duties over property control from the duties of requisitioning, 
ordering and receiving of equipment and other property? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review the job descriptions and duties of personnel assigned property control 
responsibilities.

4. Are data input controls and data security restrictions adequate over the Property Control 
System (PCS)? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Obtain access listing for the property control system from security administrator and 
test check user access.
5. Has campus administration identified and specifically addressed risks related to equipment 
(e.g. possible theft, waste, misuse, or obsolescence)? 
 FORMCHECKBOX 

 FORMCHECKBOX 

6. Does the campus participate on the University-wide PCS’s ListServ? 
 FORMCHECKBOX 

 FORMCHECKBOX 

B. Property Control

1. Are procedures in place to ensure that all purchases of equipment with an original cost of 
$5,000 or greater are tagged and recorded accurately in the PCS on a timely basis? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy of the procedures.  Select a sample of equipment purchased during 
the fiscal year and verify the following:
a) Was the equipment properly tagged with sequentially numbered fixed asset decals?
 FORMCHECKBOX 

 FORMCHECKBOX 

b)
Was the equipment entered into the PCS on a timely basis?
 FORMCHECKBOX 

 FORMCHECKBOX 

c)
Are there procedures in place to notify the Property Control Coordinator when equipment

is received, whether through central receiving or other locations?
 FORMCHECKBOX 

 FORMCHECKBOX 

d)
Was the equipment physically located as documented in the PCS?
 FORMCHECKBOX 

 FORMCHECKBOX 

e) Was the asset information in the PCS for the required data fields accurate (e.g. in service

date, original cost, class code, purchase order number)?
 FORMCHECKBOX 

 FORMCHECKBOX 

f)
Does the campus periodically review a paid equipment report to ensure all acquisitions

were properly captured?
 FORMCHECKBOX 

 FORMCHECKBOX 

f) Does the campus review and follow-up on the weekly audit report sent to campuses by

SUNY System Administration?
 FORMCHECKBOX 

 FORMCHECKBOX 

2. Does the campus have written policies and procedures for tagging (assigning campus 

identification decals) equipment with an original cost under $5,000 (i.e., using a set dollar
threshold or by listing specific higher risk items under $5,000 that should be tagged)? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy of the procedures.  Select a sample of equipment purchased during the 

fiscal year and verify by physical inspection that the equipment was tagged with a campus

ownership tag.
3. Does the campus have procedures to ensure that the total cost of equipment acquired by 

lease-purchase is recorded in the PCS and reported as a fixed asset when appropriate? 
 FORMCHECKBOX 

 FORMCHECKBOX 

C. Maintenance & Valuation
1. Is a campus-wide equipment inventory completed and verified to PCS records at least once
every two years?  In addition to the two year requirement, campuses are required by OSC to
conduct a physical inventory of a portion of the equipment at least annually.
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy (or a summary of the results) of the most recent physical inventory and 
determine the following:
a) Were unaccountable items reported to the Property Control Coordinator in a timely fashion?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

b)
Did the campus follow-up in a timely manner on all equipment items not located during the 

inventory process?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

c)
For items that were deemed lost/stolen, were proper PCS procedures followed and the 

appropriate entries made in PCS?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

d)
If the inventory process is completed at the departmental level, is it independently verified 

by the Property Control Coordinator?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

e) Does campus management’s monitoring include being notified of significant exceptions or 
discrepancies noted on the physical inventory?
 FORMCHECKBOX 

 FORMCHECKBOX 

2. Does the campus require a signature and maintain records for equipment which is located 
off-campus?
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Select a sample of assets located off-campus and review the records.
3.
Are procedures in place to ensure compliance with University/OSC procedures for reporting of 

lost or stolen equipment? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy of the procedures.  Determine if the quarterly reporting of lost or stolen 
equipment to OSC and SUNY System Administration is current.

4.
Are procedures in place to ensure compliance with University/OGS procedures regarding the 
disposal of equipment? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review a copy of the procedures and select a sample of retired assets to verify compliance.

D.
Transfers & Disposals
1.
Does the campus maintain written justification to support removal of equipment from the PCS? 
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:  Review documentation for most recent removal of equipment from the PCS to determine
the following:
a) Was there adequate written justification to support removal of asset?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

b)
Was the removal of the equipment approved by an appropriate campus official?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

c)
Were proper procedures followed prior to disposal of the equipment? 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

d) Were receipts and the signed LDA form on file for the assets sold by the campus via

open sale or auction?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

e)
Were proceeds from the sale properly deposited and was sales tax properly remitted for 

open sales?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

f)
For intra-campus transfers, was the new location code recorded in PCS?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

g)
For inter-campus transfers, was the asset removed from the transferring campus’ PCS


and recorded on the receiving campus’ PCS with the identical data of the original 


campus?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Note:
For any ‘NO’ answer, please provide justification, mitigating controls, or planned steps 

and timing to achieve a ‘YES’.

For “YES” answers related to significant controls, please reference related supporting 
documentation and test-work performed as applicable.
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