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OVERVIEW

State, UBF, and Research Foundation
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What’s in Your Packet?

Prime example!

• Definition of an asset and examples of asset stickers 
(tags)

• Managing University Equipment Policy
• New Equipment Inventory form (NEIF)
• Request a return of NEIF
• Example of a Re-Inventory report
• “Property of UB stickers” 
• Property Removal Authorization form
• UB SWAP packet
• Moving Services information
• Disposal form
• Authorized signatures form
• Inventory Data Change form
• Hazardous Waste information
• Department Changes for Inventory form 

(Personnel)
• Gifts and Equipment Transfer information
• Unaccountable and Stolen Asset information
• Request for Training form
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What is Inventory?
• Inventory Services reviews eReqs/Purchase Orders (POs) to determine items to track. 

(State/RF/UBF)

• Paperwork is started to track the assets and is then held in Inventory Services until the 
PO has been paid.

• Once paid, we request basic asset information through the New Equipment Inventory 
form (NEIF) which is completed by the department’s inventory coordinator. The 
completed form should be sent to Inventory Services and a copy should be kept in the 
department to assist the inventory coordinator when they perform the Re-Inventory 
Report.

• Upon the return of the NEIF, the asset’s information is then entered into Real Asset 
Management (RAM). 

� RAM is SUNY’s equipment tracking software. 

• Inventory asset information can be viewed using the Inventory tab within the SIRI 
Procurement dashboard. Data is updated weekly.

• Asset  tags are assigned to each item upon entry into RAM and Inventory Services will 
go to each campus and adhere a sticker to  the equipment.

• Inventory Services prints  existing Re-Inventory reports for departmental review bi-yearly.

• This report  needs to be returned to Inventory Services by the deadline listed on the 
cover page. Any corrections on the report will be reviewed and if any questions arise an 
Inventory Specialist will contact the department.
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• Any item of equipment or 
furniture with an original cost of 
$5,000 or greater, has a life 
expectancy of greater than 1 year, 
and is not consumed in the course 
of use.

Asset Stickers (Tags)
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• Administrative Services Gateway

� UB Policy Library

Managing University 
Equipment Policy



‘-

7

NEIF Cover Sheet                                   Copy of a Blank NEIF
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Sample of a Departmental Re-Inventory Report
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• Departments are required to periodically spot-check 

high-risk items costing less than $5,000 to verify 

their existence and condition. Departments are 

encouraged to keep an inventory of tagged high-risk 

items to assist with this periodic review.

Information on “Property of University at Buffalo” stickers with 
examples
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Property Removal Authorization Form
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UB SWAP
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Physical Removal of Equipment
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Disposal Form 
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Authorized Signatures Form
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Inventory Data Change Form
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Requirements for Hazardous Waste Removal
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Department Changes for Inventory Form
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Information on Gifts and Transferring Equipment
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Information on Unaccountable Equipment and Stolen Assets
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• Administrative Services Gateway

� Procurement request for 
training

Request for Inventory 
Training Form
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Nicole Mayer

Inventory Manager

Inventory Services
224 Crofts Hall, Buffalo, NY 14260

Phone: (716) 645-4556 

Email: nmayer@buffalo.edu

Web: buffalo.edu/procurement

QUESTIONS?


