
SUNY Campus [should be tailored to the individual campus]

Internal Control Review Template: Property Control

A) General (Control Environment)

B) Asset Acquisition

C) Maintenance & Evaluation

D) Transfer, Disposals and Surplus

Reviewed by:

Date :

Introduction: This table represents a sample internal control review template designed to evaluate and assess the 

campus' internal controls relating to property control. Property Control is a high-risk area that is integrated within 

a variety of processes. Therefore, this template divides property control into the following four key areas, each 

with its own worksheet:  

For each of these areas, review the key control points in the first column that should be tested to determine 

whether the proper controls are in place at your campus. The second column provides examples of how to 

adequately test each control point. As you test each control point, document any weaknesses identified, as well as 

any corrective actions in the last two columns. Overall, the purpose of this template is to provide a means for 

campuses to assess the adequacy and effectiveness of its internal controls over cash management. Upon 

completion of the evaluation, campuses should document their conclusion regarding the adequacy of its general 

control environment. 

Please note that while this template is intended to address a number of control points, it is understood that each 

campus is structured with some degree of variation. The terms used in this template may or may not be in use at 

your campus. As such, campuses are encouraged to modify any portion of this template, as necessary, to reflect 

the relevant risks identified within their operations. 

Name :

Title :



Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

A.1 Campuses must appoint a 

qualified Property Control 

Coordinator (PCC) to record and 

track property in the Property Control 

System/Real Asset Management Inc. 

(PCS/RAMI). The PCC ensures 

property are tagged, physical 

inventories are performed and 

documented, and information is 

maintained on a timely and accurate 

basis. 

Obtain and review the most recent 

organizational chart and job 

descriptions to determine whether an 

individual has been assigned as the 

PCC. Note whether any other 

employees are responsible for 

property control functions. Obtain 

corresponding job descriptions.  

A.2 Written campus policies and 

procedures should be established 

governing property control (e.g. 

tagging of new equipment, use of 

equipment off campus, disposal and 

surplus, reporting of lost or stolen 

items, inventory procedures, changes 

in property status and location). They 

should be reviewed regularly, updated 

as neccessary, and made available to 

appropriate Campus personnel.

Obtain and review a copy of current 

campus written policies and 

procedures.  Determine whether 

they're current and made available to 

appropriate Campus personnel. 

A.3 The duties of property control 

from the duties of requisitioning, 

ordering, purchasing and receiving of 

equipment and other property should 

be adequately segregated.

Review the job descriptions and 

duties of personnel assigned property 

control responsibilities. Ensure duties 

are adequately segregated. If not, 

ensure there are other compensating 

controls in place, such as supervisory 

reviews and/or approvals.

A. General (Control Environment)

Review of the Campus Cash Management Process
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Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

A. General (Control Environment)

Review of the Campus Cash Management Process

A.4 Employee data input controls and 

data security restrictions over the 

PCS/RAMI should be adequate.

Obtain user access listing(s) for the 

PCS/RAMI from the security 

administrator and verify user access 

to ensure access is limited to 

appropriate personnel. 

A.5 The PCC should have the 

necessary tools and sufficient 

authority to fulfill their property 

control responsibilities.

Discuss with the PCC as to whether 

they have the necessary tools and 

authority to fulfill their 

responsibilities. Note whether they 

mention any areas of concern and/or 

in need of improvement. 
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

Verify campus policies and procedures 

are 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/RAMI 

on a timely basis.  Select a sample of 

equipment purchased (obtain a report 

of paid equipment vouchers) during 

the fiscal year to determine: 

a) Equipment was properly tagged with 

a fixed asset decal.

b) Equipment was inputted into 

PCS/RAMI on a timely manner.

c) Equipment item can be physically 

located as documented on PCS/RAMI.

d) Asset information in the PCS/RAMI 

for the required data fields was 

accurate (E.g. in service date, original 

cost, class code, purchase order 

number).

B. Asset Acquisition

B.1 State-owned equipment 

(purchased, donated, or lease-purchase 

arrangement) with an original unit cost 

of $5,000 and above with a life 

expectancy of greater than one year is 

required to be recorded in PCS. Each 

campus should have the appropriate 

process and written procedures (as 

outlined in SUNY PCS Manual 

#7595) in place to ensure the PCC is 

aware of all equipment and property 

acquisitions for inclusion in 

PCS/RAMI. This includes being 

notified of purchases through the 

Procurement Office and P-Card users.

https://www.suny.edu/sunypp/documents.cfm?doc_id=601
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

B. Asset Acquisition

B.2 For State-owned equipment below 

the $5,000 University capitalization 

threshold, campuses are not required 

to assign inventory tags to these assets 

but are responsible for assigning an 

ownership tag. Campuses should have 

a written policy for tagging items 

under $5,000 (i.e., using a set dollar 

threshold or by listing specific higher 

risk items under $5,000 that should be 

tagged). Campuses should periodically 

spot-check selected equipment items 

under $5,000 to verify their existence 

and condition.

Verify campus policies and procedures 

are in place for tagging purchases of 

equipment with an original cost of 

under $5,000.  Review to determine 

what items under $5,000 are tagged.  

Determine whether periodic spot-

checks are conducted. 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. 
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

B. Asset Acquisition

As an additional review test to ensure 

equipment items are properly recorded, 

tagged, and assigned to the appropriate 

location, select a random sample of 

equipment located on the Campus to 

determine: 

a) Equipment item was identified  with 

a asset decal or ownership tag.

b) Item can be located on PCS/RAMI.

c) The location of the item matches the 

location listed within PCS/RAMI.

B.4 Campuses must ensure that leased 

equipment is properly entered in 

PCS/RAMI, as noted in the SUNY 

PCS Manual (See below). 

Verify campus written policies and 

procedures to determine whether they 

include requirements for reporting 

equipment acquired through a capital 

lease. Obtain a listing of all capital and 

operating leases and ensure they are 

properly reported in PCS/RAMI. 

B.4 Campuses must ensure that 

donated equipment is properly entered 

in PCS/RAMI, as noted in the SUNY 

PCS Manual (See below). 

Verify written policies and procedures 

to determine whether they include 

requirements for reporting donated 

equipment. Obtain a listing of all 

donated equipment and ensure they are 

properly reported in PCS/RAMI. 

B.3 As noted in Steps B.1 and B.2 

items purchase over $5,000 must be 

tagged and recorded in PCS/RAMI. 

Additionally, departments should 

notify the PCC for changes in property 

status and location.

Capital leases, including OGS certificates of participation (COPS), installment purchase financing (IPF) programs, tax-exempt equipment leasing 

programs (TELP), or vendor financed lease arrangements for assets over $5,000, where ownership transfers or will be purchased by the campus, 

should be recorded in PCS/RAMI with a fund code 12 (TELP) and 13 (COPS/IPF). Leased property with a value over $5,000 that is not purchased 

at the end of the lease (operating leases), should be recorded in PCS. 

Property donated to SUNY should be recorded in PCS with a fund code 7 (Gift) at the fair market value (if individual items meet the threshold) at 

the time of the donation. Donations should have an appraisal or be supported by vendor catalog price listings, a supplier price quote, or other 

appropriate method. The campus president, or designee, is authorized to accept a gift up to $100,000. Gifts in excess of $100,000 must be accepted 

by the Chancellor or designee.
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

Obtain and review the campus 

procedures for conducting an 

inventory. Obtain supporting 

documentation for the most recent 

physical inventory performed and 

verify it was completetd within two 

years and determine the following:

a) Were unaccountable items reported 

to the PCC in a timely fashion.

b) Did the campus follow-up in a 

timely manner on all equipment items 

not located during the inventory 

process.
c) For items that were deemed 

lost/stolen, were proper procedures 

followed and the appropriate entries 

made in PCS/Real Asset (See Also 

Step #C.3).

d) If the inventory process is completed 

at the departmental level, is it 

independently verified by the PCC.

e) Does campus management’s 

monitoring include being notified of 

significant exceptions or 

discrepancies noted on the physical 

inventory.

C. Maintenance & Evaluation

C.1 The New York State Accounting 

System User Procedures Manual directs 

that each state agency conduct a 

physical inventory of State-owned 

equipment. Each campus should have 

documented procedures for conducting 

an inventory. A physical inventory 

should be taken, and the results 

reconciled with the inventory records, 

at least once every two years.
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

C. Maintenance & Evaluation

C.2 There may be instances for which 

equipment may be utilized off-campus 

or at a facility that is not part of an 

employees normal work area.  In order 

to ensure equipment is being 

appropriately utilized for business 

purposes and for inventory purposes an 

Off Campus Authorization Form 

should be completed and submitted to 

the PCC. 

Obtain and review the campus 

procedures for the utilization of 

equipment for off-campus purposes. 

Obtain a listing of equipment located 

off campus from PCS/RAMI and select 

a sample to ensure proper authorization 

was obtained for off campus use. Note: 

The PCS/RAMI asset report should 

include the property address of off-

campus equipment, as entered by the 

PCC.

C.3 Campuses are required to report of 

any suspected theft or lost of 

equipment in excess of $1,000 to the 

Office of the State Comptroller (OSC) 

and System Administration (University 

Controller's Office) on a quarterly basis 

(as outlined in SUNY Procedure 

#9000: Reporting Theft, Losss or 

Misusue of State Assets). Theft or loss 

of supplies, equipment or other 

physical assets in excess of $1,000 per 

occurence, includes:                                                    

- All assets, in excess of $1,000, 

reported as lost or stolen to the campus 

Office of Public Safety,

 - All asset items in the PCS-RAMI 

which have not been located during the 

physical inventory process and are now 

considered to be lost or pilfered, and

 - All other lost or stolen asset items, in 

excess of $1,000, not controlled by the 

PCS/RAMI.

Obtain and review the campus 

procedures for lost and stolen 

equipment and copies of the most 

recent reports submitted to OSC and 

System Administration. Ensure they are 

current and submitted on a quarterly 

basis. Discuss whether any corrective 

action was taken to mitigate the risk of 

future loss.

https://www.suny.edu/sunypp/documents.cfm?doc_id=556
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite 

Possible Corrective Action 

Plans

D.1 Campuses should have written 

policies and procedures for 

equipment transfers, disposals, and 

surplus.  

Review the campus policies and 

procedures obtained in section A.2 

and note whether they include 

processes for  equipment transfers, 

disposals, and surplus.  

Discuss with the PCC as to whether 

the Campus utilizes a 

Surplus/Transfer/Disposal form or 

other process. Obtain and review 

supporting documentation for the 

most recent removal of equipment 

from PCS/RAMI to determine:

a) Was there adequate written 

justification to support removal of 

asset.

b) Was the removal of the 

equipment approved by an 

appropriate campus official.

c) Were proper SUNY and OGS 

(Form CS-201) procedures followed 

prior to disposal of the equipment. 

(See SUNY PCS Manual Section 

Transfer/Disposal Pg 4).

D. Transfer & Disposals

D.2 Campuses must maintain written 

justification to support removal of 

equipment from PCS/RAMI. A 

campus developed Equipment 

Surplus/Transfer/Disposal Form (or 

any other process that leaves an audit 

trail, e.g., email) should be used for 

property which is no longer necessary 

within a department or campus 

location. This form, at a minimum, 

should include a brief description of 

the item, an asset number (if 

applicable), model and serial 

numbers, and condition of the 

property.
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