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Property Management Overview

PURPOSE AND SCOPE
The university is responsible for complying with state and federal rules for the accountability and
control of university owned property and abandoned personal property. The purpose of this
document is to outline the roles and responsibilities associated with the accountability and control
of university owned capital and controlled assets as well as the disposition and deposit of
abandoned and unclaimed personal property.

II.

POLICY STATEMENT
As required by the Texas Government Code, the university accounts for, maintain accurate
records of, and ensures adequate control over university owned capital and controlled assets.
The Chief Executive Officer of the university designates a Property Manager to maintain the
records required and serve as custodian of all property possessed by the institution.
Additional property guidelines apply for capital and controlled assets procured with federal funds.
The section of this memorandum concerned with lost and found or student general property
deposits is governed under Sections 51.213 and 54.5021 of the Texas Education Code,
respectively.

III.

DEFINITIONS
A.

B.

Capital Assets: Tangible or intangible assets with a single unit cost/donation value that
exceeds the State minimum threshold (generally $5,000 for personal property) and an
estimated useful life of more than one year. Capital assets are generally distinct items
with sufficient size or scope of use to make control feasible by means of marking with
identification numbers and/or manufacturer’s serial numbers. Items not meeting these
criteria are classified as expendable, with two exceptions.
1.

Component parts used to fabricate a larger capital asset assembly must be
coded as capital expenditures.

2.

Freight, transportation costs, and/or installation fees associated with the
purchase of capital assets or components must be coded as capital
expenditures.

Controlled Assets: Assets that the State Comptroller's office determines must be secured
and tracked due to the nature of the items, with costs between $500 and $4,999.99 and
estimated useful life of more than one year. These assets are not capitalized assets, real
property, improvements to real property, or infrastructure. The specific assets include
firearms, TVs, portable cameras, video players and recorders, sound systems and audio
equipment, data projectors, laptops, handheld devices such as tablets and cell phones,
and microcomputers.
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IV.

V.

VI.
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C.

Lost and Found property: Property that is not purchased or owned by the University and
does not fall under the requirements established by the State Comptroller’s office.
Property that is turned over to any college, division, department or unit administrator
as found property and the lawful owner is not known or have yet to be determined.

D.

Student General Property: A deposit collected by an institution of higher education from
each student to ensure the institution against losses, damages and breakage in libraries
and laboratories.

RESPONSIBILITIES
A.

Property Management: Property Management is responsible for promulgating guidelines
to help ensure compliance with all applicable rules related to accounting for and
controlling capital and controlled assets. Property Management Guidelines are available
on the Property Management web site, at:
http://www.uh.edu/finance/pages/PM_Website.htm. Property Management is also
responsible for communicating applicable rules to the university departments. Property
Management will notify department heads, deans and divisional heads of any instances
of non-compliance with Property Management guidelines, as appropriate.

B.

Property Custodians: Each college, division, department and unit administrator are
responsible for ensuring compliance with Property Management guidelines and are
required to appoint a property custodian to perform the duties specified in the Property
Management guidelines. In addition to compliance with Property Management
Guidelines, college, division, department, and unit administrators are also responsible for
working with Information Technology to help ensure the appropriate disposal of dataprocessing equipment that is not capitalized or controlled.

C.

Lost and found: Lost and found property will be governed in accordance with
Section 51.213 of the Texas Education Code and established by the University of
Houston Department of Public Safety policies, as set forth by the Chief of Police.

D.

Student general property deposits: will be governed in accordance with Section 54.5021
of the Texas Education Code by the Governing Board of the Institution.

REVIEW AND RESPONSIBILITY
Responsible Party:

Associate Vice President for Finance

Review:

Every three years on or before June 1

APPROVAL

Jim McShan
Interim Vice President for Administration and Finance

Renu Khator
President

Date of President’s Approval:
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REFERENCES
State Property Accounting User’s Manual

REVISION LOG
Revision
Number

Approved
Date

Description of Changes

1

03/06/2000

Initial version

2

05/23/2003

Applied revised MAPP template. Rewrote MAPP sections,
including additions of Betterment, Condition of Asset, Group
Basis, Net Book Value, Market Value, Replacement, and Unit
Basis to Section III. Added Missing Property, Obsolete
Property, Personal Property, and Real Property to Section IV.
Added Section V on accumulated depreciation and
depreciation expenses. Added Addendums I, J. K, L, M

3

05/31/2006

Applied revised MAPP template. MAPP 03.03.01 was revised
to consolidate all of the property management MAPPs into a
single document. This was done to clarify the responsibilities
of the property custodian, as well as the property management
department, in accounting for and reporting on capital and
controlled assets. Removed most of Section III, created
Section IV on responsibilities, and removed Section V.
Removed all addendums from document. Review period
changed from every two years on or before December 1st to
every three years on or before December 1st

4

09/07/2011

Applied revised MAPP template and added new Revision Log.
Section IV.A of MAPP 03.03.01 was updated to include the link
to the department website which provides the Property
Management Guidelines. A statement was added to
Section IV.B to require coordination between the disposing
department and IT to ensure the appropriate disposal of data
processing equipment that is not capitalized or controlled.
Review period changed from every three years on or before
December 1st to every three years on or before June 1st.
Removed all Index terms from Section VII

5

12/04/2015

Revised Section II with a Texas Government Code link, and
requirements for Chief Executive Officer to designate a
property manager to maintain required records. Added
information to Section III.A definition for capital assets with a
minimum threshold of $5,000 for personal property. Modified
phrasing in Section III.B on controlled assets, with revised
examples of specific assets. Added hyperlinks to Section IV.C,
Section IV.D, and Section VII
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