
California State University, East Bay
University Property/Asset Management

Process and Procedure Manual

1.0 OBJECTIVE

This manual establishes the processes and procedures for the uniform and consistent management of

designated property in accordance with the CSU Policy titled Administration of University Property.

These processes and procedures are used to provide accurate records for the acquisition, maintenance,



2. Motorized Vehicles –
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The Property and Asset Management Office has established procedures and responsibilities for

acquiring, maintaining, tagging, tracking and disposing of University property (as
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5.4 Fabrication of Equipment
Under special circumstances equipment may be constructed by campus employees. The University
Department is responsible for itemizing and obtaining the fair market value of the equipment
constructed and reporting this information to the Property and Asset Management Office in
writing.

5.5 Delivery
1. CSUEB Shipping and Receiving

All equipment should be delivered directly to the CSUEB Shipping and Receiving.

2.Direct to Department/Pickup by Department
If equipment is delivered directly to a department, the department must contact and coordinate
with the Property and Asset Management Office for tagging and inventory purposes.

Property and Asset Management Office
● Dayrll Lewis, Manager of Support Services 510-885-2120 dayrll.lewis@csueastbay.edu
● Department email: property@csueastbay.edu
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8.1 General
To ensure proper internal controls and segregation of duties, no item of property shall be
transferred, donated, traded in, sold, or disposed of without the prior notification and approval by
the Property Survey Committee.

8.2 Types of Dispositions
1. Transfers Between Campus Departments
The Property Survey Committee shall ensure that all applicable university departments are
informed of and have adequate time to take advantage of usable surplus equipment before disposal
outside the University.

2. Donation
If the surplus property is not wanted by a campus department, the surplus property may be
donated to other CSU campuses, education institutions, public agencies or non-profit
organizations. The Office of Property and Asset Management facilitates the donation and ensures
that appropriate documentation is obtained from the receiving entity.

3. Trade-In
The ined f

3.
n n

is
ne.

danagementand
ohe
3.
umecent DG artmentmas

ee

no
hficdfun. epartmentai

nlunsooraded
Inpropertyeforetherans buion ake
olunei he
Tniversity itl entaglich

a acci
ca te

nalsbfdhe oroperty hattsc seang
3.

baoo
P s

the Property Survey
i
Committee

shall edeitivtes
rhe
dald
icgtfon. shll nd

the
oaldleion
mf

trniu.
e.Ohll

turplus
quipmentTre

eona haopgt rtment urplus
TrciionOgenci.

3. T s
Yi

ms

o

3roperty

Phatas
sepcen

i
mby

hldsintes

Ur
eend
enopgtitlessecgd ate

deitmficd
secel

bdtm
sromcur

uroperty

aay
etiticd

Pd thll
aleurdtmrnd seceuncen
i or

3ampus Ousened

pses

3.
n

e.Oa agement
a
es

od
psescorta . usplres ngeurisg

oestrsg
ndiliues

i
O ranl

ef e
iioe Oge.ua agement

uusg

ndilieLalntitgmgUd
tes

dor
Trshartogdhe

Ca toynffrsgndilisesilicgOamataiuge ndansurtog
the

sese a soallidle
for ncpsess haopg

ars
nampus.


