Missouri Western State University
Inventory Certification Form

Departmental Update Information

Official Department Name:









Department Director &/or Chairperson:







Capital Asset Departmental Contact:







I, the Department Director/Chairperson and/or Departmental Contact have received the “Departmental Inventory Listing” reports for my department(s).  All changes, additions and deletions have been indicated on the “Departmental Inventory Listing” in accordance with instructions provided in the “Physical Inventory Checklist and Capital Asset Manual”.
Any missing, found or non-functional assets have been identified.  Documentation has been enclosed to support any additions to or deletions from our departmental inventory.   Supporting forms, if needed, include: Transfer forms, Capital Inventory Additions, Surplus Forms including the SS1 forms, Trade-In forms, Cannibalization forms, Fabricated Equipment forms and/or Reconciliation forms.
The corrected “Departmental Inventory Listing” returned via campus mail, Accounting Services, Popplewell 220 Attn: Sherri Hartley is an accurate listing of the assets that fall under the responsibility of this department.
The Physical Inventory was conducted by: 
















(Please Print)
Departmental Approval:






Date:







(Director/Chairperson Signature)

****Please return this form with the corrected Departmental Inventory Listing.****

