Instructions for Completing the Property Action Form
In order to streamline forms and transactions within Asset Management, Property Management has provided the Property Action Form, which should address most transactions within the Asset Management System (for exceptions, see below):
1. Please select appropriate transaction in the form drop-down menu.

2. The drop-down menu selection will determine the appropriate signatures and information required for each transaction type.

3. Please provide the appropriate signatures and information needed to complete your transaction and send the form electronically to Raymon Matthews. (E-mail approval is acceptable)
4. We’ve added an “Other” field for you to use if you have a transaction you’d like to complete and don’t see it listed.

5. This is a program we are piloting and know that we may not have covered everything, so if there are transactions you believe are missing, please e-mail those suggestions to Emily Messa at eamessa@uh.edu. We’ll be glad to consider them as we improve the form.

Exceptions to Using the Form:

6. Transfers of property to a different building and room location can now only be completed in PeopleSoft Asset Management. If you need access this module, please complete an Access Request form, fax it to A&F Customer Service at 3-5596, and register for the class on the training page of the Finance web site.

7. The Missing and Stolen Property form will still be a separate form as this is information is required by the state for reporting purposes.

