Annual Review and Conversion Process for University Owned Equipment

TEL prepares department listing of
University Owned Equipment
w/individual historical info &

master forms and distributes to DFA

Department Review

Action: Continue as
University Owned
Equipment

Action: Remove as University
Owned Equipment

Manager/Supervisor and
Employee sign Employee
Agreement for University

Owned Equipment

Employee not approved for
Technology Allowance

TEL to issue monthly
electronic usage statements to
employee and supervisor

Equipment returned to TEL -
credit issued to Dept for
unused plan months (no credit
for equipment).

Employee to document
monthly usage and submit to
supervisor

TEL to issue quarterly
management reports to
Department Head and BO

Supervisor to submit usage
documentation to BO

Annual BO review for usage
documentation (Oct.)

Step should not be needed
w/documentation and
business use: Imputed

income reported to

Comptroller for tax reporting
(Nov.) and reported in
Employee’s W2 (Jan.)

Revised Process Flow v2.xls

Employee approved for
Technology Allowance

Manager/Supervisor and
Employee sign Technology
Allowance Agreement

Univ. Equipment and phone #
kept

Discontinue Univ. phone # and
convert to personal # and
equipment

Ownership of Univ.
Equipment transferred to
Employee and credit issued to

Equipment returned to TEL and
credit issued to Dept for unused
plan months (no credit for

Dept for unused plan months equipment).
| |
|
BO to process employee
Technology Allowance
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