
Annual Inventory Report Webinar
Process Overview
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Webinar Goal

Provide the knowledge necessary for Agency Point of Contacts 
(POCs) and Backups to submit their agency’s Annual Inventory 
Reports and applicable supporting documentation. 
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• Inventory Regulation & Policy
• Annual Inventory Report Requirements

• Report of Fixed Assets
• Report of State Property Materials & Supplies
• Report of Missing or Stolen Personal State Property

• New Annual Inventory Submission Process
• Survey

• Resources
• Question & Answer

Agenda
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Inventory Regulation & Policy
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Annotated Code of Maryland
State Finance and Procurement Article

§ 4-306. Inventory

Section 4-306 of the State Finance & Procurement Article, Annotated Code of 
Maryland, requires the Secretary of the Department of General Services to 
formulate and prescribe standards for maintaining stores and inventory control 
for all materials, supplies and equipment required by using authorities of the 
State. Also, each using authority shall keep on file in the Office of the Secretary 
of General Services an inventory of all materials, supplies and equipment in its 
possession as shall be designated by the Secretary. 
The unit shall submit the inventory to the Secretary at least once a year. The 
inventory is subject to audit.

Inventory Regulation & Policy
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Annual Inventory Report Requirements
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There are 3 Annual Inventory Reports that are required to be submitted annually to DGS.

Annual Inventory Report of Fixed Assets (Exhibit 2)
State agencies and departments are required to report the value of their agency’s fixed assets, which 
includes land, buildings, infrastructure, construction in progress, and capital equipment. 

Annual Inventory Report of State Property Materials & Supplies (DGS-950-1)
State agencies and departments are required to report the value of their agency’s materials & supplies 
which includes food, office supplies, repair parts, items purchased for resale, and storeroom 
supplies (any item that is consumed, expended or changed in form by use).

Annual Inventory Report of Missing or Stolen Personal State Property (Exhibit 9)
State agencies and departments are required to report the number and value of their missing or 
stolen items.

Annual Inventory Report Requirements 
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Annual Inventory Report of Fixed Assets

To Report Fixed Assets, State units must submit:

1. Annual Inventory Report of Fixed Assets form.
2. Written justification, on official letterhead, for the discrepancy between the previous fiscal year 

ending balance and the current year beginning balance, if applicable.
3. Itemized list of fixed assets inventory. The itemized list must include the following details:

• Item Description
• Acquisition Cost
• Acquisition Date
• Serial Number (If available)
• Total Dollar Value

Submission Tip(s):
• Previous fiscal year ending balance should match current year beginning balance. If the amounts 

do not match, see #2 above.
• Total dollar amounts must match the Annual Inventory Report of Fixed Assets form and the 

itemized list of fixed assets inventory. 
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Annual Inventory Report of Fixed Assets

Beginning
Balance
For Fiscal 
Year 2024.

Ending
Balance
For Fiscal 
Year 2024.
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Example  
Itemized List of Fixed Assets Inventory
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To Report Materials & Supplies, State units must submit:

1. Annual Inventory Report of State Property Materials & Supplies form.
2. Itemized list of materials & supplies. The itemized list must include the following details:

• Item Description
• Dollar Value of Item
• Total Dollar Value

Submission Tip(s):
• You must submit a report even if your agency does not have a central storeroom for all 

supplies and you have supplies on hand that have not been issued.
• If you order supplies as needed, and they are all immediately issued to staff, you should 

still complete the form and report “$.00”.

Annual Inventory Report of State Property 
Materials & Supplies
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Annual Inventory Report of State Property 
Materials & Supplies

Grand Total is a
combination of
“Dietary Totals” and 
“Total Materials & 
Supplies”.
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Example
Itemized List of Materials & Supplies Inventory
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To Report Missing or Stolen Items, State units must submit:

1. Annual Inventory Report of Missing or Stolen Personal State Property form.

Submission Tip(s):

• The report must include the assigned DGS Control Number along with the number of 
missing items and/or stolen items that are applicable to that DGS Control Number. 

• There is no itemized list or supporting documentation required to be submitted with this 
annual report.

• A form must still be submitted even if there where no missing or stolen items with the 
dollar amount reflecting “$.00”.

• Submit missing or stolen items using form DGS-950-8 promptly throughout the year. Do 
not wait until year-end to request approval. Only those missing or stolen items that are 
approved by DGS should be included in the Annual Inventory Report of Missing or 
Stolen Personal State Property.

Annual Inventory Report of Missing or Stolen
Personal State Property
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Annual Inventory Report of Missing or Stolen 
Personal State Property

Only include 
DGS Control 
Numbers 
assigned for  
this fiscal 
year.
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Annual Inventory Report Due Dates

Annual Inventory 
Report of Missing or 

Stolen Personal 
State Property

Annual Inventory 
Report of Fixed 

Assets

Annual Inventory 
Report of State 

Property Materials & 
Supplies

Due: September 15th

Annual Inventory Reports
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New Annual Inventory Submission Process
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New Annual Inventory Submission Process

For FY24, instead of submitting your annual inventory reports to DGS via the “DGS 
Annual Reports Mailbox”, POCs and their Backup will complete an Electronic
Google Survey that will allow them to submit all required reports and itemized lists of 
inventory electronically.

On July 8th, a FY24 Annual Inventory Reports Survey will be sent to each POC 
and Backup via their email for them to complete for their agency.
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Survey

Select “Fill 
Out Form”.



7/8/2024 20

Survey

Type Your Email 
Address.

Choose your agency from 
the drop-down menu. 
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Survey

If your agency is listed select
“YES”. Otherwise select “No”.
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Survey

Ending Balance  
for fiscal year 

2023 from 2023 
Annual Report.

Beginning 
Balance for Fiscal 

Year 2024 from 
2024 Annual 

Report.

Ending Balance
for Fiscal Year 

2024 from 2024 
Annual Report.
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Survey

Select “Add File” and drag your file 
into the window or choose “Browse” 
to select the file you want to upload.  
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Survey

Select “Add File” and drag your file 
into the window or choose “Browse”
to select the file you want to upload.  
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Survey

If your agency is listed 
select “Yes”. Otherwise 
select “No”.
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Survey

Grand Total is a combination 
of the “Dietary Total” and the 
“Materials & Supplies Total”.
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Survey

Select “Add File” and drag your file 
into the window or choose “Browse” 
to select the file you want to upload.  
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Survey

Select “Add File” and drag your file 
into the window or choose “Browse” 
to select the file you want to upload.  
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Survey

Select “Add File” and drag your
file into the window or choose 
“Browse” to select the file that 
you want to upload.
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Survey
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Survey

Select “Add File” and drag your file 
into the window or choose “Browse” 
to select the file you want to upload.  
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Survey

Select “Yes” to declare that you 
have submitted the required 
reports even if you are exempt.

To have a copy of your 
responses sent to you, 
select “Send me a copy 
of my responses”.
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Resources
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Resources

Forms for the Annual Inventory Reports can be found at the DGS 
website:

https://dgs.maryland.gov/pages/isssd/index.aspx

For additional questions, please send an email to the following email 
address:

dgs.annualreports@maryland.gov

https://dgs.maryland.gov/pages/isssd/index.aspx
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Question & Answer
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Question & Answer
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