
Designated  Inventory Coordinator Form

The Designated Inventory Coordinator is the primary point of contact between Property 
Service's and the department. The Designated Inventory Coordinator is appointed by the 
head of the department as their representative to ensure that all assets under the 
departments control are tracked, located and assigned custodianship in a timely, accurate 
and effective manner. While there may be many asset users in a department, there should 
be only one Designated Inventory Coordinator per maintaining account.

This form should be completed by the head of the department. A copy of the 
submission will be sent to the person indicated below as the department head.

Designated Inventory Coordinator are required to attend training in order 
to access the EIS asset module.

Department:

Head of the Department:

Department Head Email:

Maintaining  Account Number:

Designated Inventory Coordinator:

Designated Inventory Coordinator Phone:

Your eMail:

When Completed Please Submit to the Property Manager mail box
property.manager@unt.edu


	Retirement or Separation Clearance Form
	Access Control (Keys) _____________________________________
	Parking Office ___________________________________________
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Retirement or Separation Clearance Form

Employee Name:__________________________________


Social Security: ___________________________________


Employee ID: _____________________________________


Purpose: To provide a means of ensuring the exiting employee returns all university property and settles all indebtedness to the university.  All exiting employees must get signatures from the appropriate parties in all clearance departments.  In signing the Department/Supervisor area, the exiting employee's supervisor has verified that all university property has been returned to the appropriate department.  


ITEMS TO RETURN: Keys, parking permit, library books, purchasing and travel cards, uniforms, equipment, faculty/staff ID card, any and all property and advances, and debts owed to any department.


IMPORTANT: All financial matters and/or indebtedness to the university, including parking tickets, must be settled.  Removal of university property or failure to return university property may be construed as theft and appropriate action, which includes both legal/court and police/law enforcement action may be taken if property is not returned or paid for on demand.  Legal action may also be taken for failure to pay any debt owed to the university.


The exiting employee must return all university property and settle all indebtedness to the university by the last day that he/she is physically on the job. 


Signatures from departmental representatives:


Access Control (Keys) _____________________________________
     


Parking Office ___________________________________________



Purchasing/Payment (Travel/P-Card) ________________________________


Department/Supervisor _____________________________________
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