Instructions for Property Passes

Government Items
To remove government property from the building, you must get a property pass (link to http://fsanet/forms/administration/prop_pass_form.doc) signed by an approved staffer (link to list of property pass signers – to be sent soon).  If the property pass issuer approves the removal of the equipment, she signs the form and provides a copy of the signed property pass to the asset manager (link to list of asset managers – to be sent soon).  The asset manager updates the Asset Management Database accordingly.  

Personal Property

To allow removal of personal property from the building, the pass issuer can sign the property pass (link to http://fsanet/forms/administration/prop_pass_form.doc) without the asset manager's involvement. 

No property pass issuer can approve himself to remove equipment; another property pass issuer must sign the property pass.

