

FORM A
TEXAS STATE UNIVERSITY

REPORT OF INVENTORY OF GENERAL FURNITURE AND EQUIPMENT 

TO DIRECTOR OF MATERIALS MANAGEMENT: 

[bookmark: _GoBack]This is to certify that a 20xx physical check of the Inventory of general furniture and equipment of the ________________Department, Resp. Cost Center. ___________, was made on (dates) _________, and that the inventory as shown on our general furniture and equipment listing is correct except as shown below. 

								Signed                                             
                                                                                           Chairman or Head of Dept.

					  			Print __________________________     ________						      			          Person Conducting Inventory        Ph. No.


1. EQUIPMENT LISTED THAT CANNOT BE LOCATED (MISSING OR STOLEN)
    (See Annual Inventory Instructions section 2 paragraph 4 for details) 
  
Inventory No.          _________          Description                     _________                 Est. Value___________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. REMARKS
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Should additional space for exceptions or remarks be needed, please attach extra sheets to this report. For more information contact Property Management at 5-2709.
