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Reports Training

Preparing Property Officers to Submit Annual 
Inventory Reports by September 15, 2026
Department of General Services  |  Inventory 
Standards and Support Services Division

DEADLINE: September 15, 2026
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Inventory Regulation & Policy
Legal foundation for annual inventory reporting

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.

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 designated by the Secretary.

The unit shall submit the inventory to the Secretary at least once a year. The inventory is subject to audit.
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Why Accurate Inventory Reporting Matters
Overview & Purpose
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Accountability

The State is required to track all personal 
property acquired with public funds. 
Property Officers serve as the official 
custodians of this record.

Compliance

DGS mandates electronic submission of 
all annual inventory reports by 
September 15. Non-compliance can 
trigger audit findings.

Stewardship

Accurate records protect against loss, 
theft, and misuse of State assets — and 
support budget planning and 
procurement decisions.



Exhibit 2 – Annual Inventory Report of Fixed Assets
What is it and who completes it?
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What Is Exhibit 2?

Exhibit 2 is the Annual Inventory Report of Fixed Assets (FY2026). It 
captures all State-owned capital assets for the period July 1, 2025 –
June 30, 2026.

Capital assets included in the following categories:

• Land and Land Improvements
• Buildings and Building Improvements
• Equipment (machinery, vehicles, IT assets, furniture) 
• Construction in Progress
• Art & Historical Treasures
• Infrastructure

Key Information Required

Agency Code & Name
Identify your specific agency

Authorized Signature
Must be signed by the appropriate official

Opening Balances (July 1, 2025)
Prior year closing balance should be the same as the new opening balance

Additions
New assets acquired during FY26

Transfers In/Out
Assets moved between state agencies

Disposals
Assets retired, sold, recycled, donated or destroyed

Closing Balance (June 30, 2026)
Sum of all activity for the year

IMPORTANT: EQUIPMENT - Certain items, such as firearms, weapons, and computer equipment (CPUs, laptops, monitors, printers), are always considered capital 
equipment irrespective of cost and must be included.

Tips



How to Complete Exhibit 2 – Step by Step
Annual Inventory Report of Fixed Assets
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1
Enter Agency Information

Fill in your Agency Code, Name, Address, authorized signature, title, 
email, and phone number at the top of the form.

2
Record Opening Balances

Enter the July 1, 2025 balances by category: Land, Buildings, 
Equipment, CIP, Art & Historical, and Infrastructure. These should 
match your prior year's closing balances.

3
Record All FY26 Activity

Add additions (+), transfers from CIP (+), transfers from other agencies 
(+), transfers to other agencies (−), and disposals (−) in each applicable 
column.

4
Calculate Closing Balances

The June 30, 2026 balance = Opening + Additions + Transfers In − 
Transfers Out − Disposals. Verify each column totals correctly. The 
FY26 balance must match your total on your itemized inventory 
report.

5
Confirm Physical Inventory

Check 'Yes' if equipment has been inventoried per the DGS Inventory 
Control Manual. Record the dates of last physical inventory for 
sensitive and non-sensitive items.

6
Attach Back-Up Documentation

Provide supporting documentation for the categories listed (e.g., 
FMIS/DAFR, itemized inventory reports). Attach to the electronic 
submission.



Exhibit 2 – Form Reference
Annual Inventory Report of Fixed Assets

Key Sections
■ ① Agency Info  Agency Code, Name, 

authorized signature, address, email, 
phone

■ ② Opening Balance  July 1 balances 
by category — should match prior year 
closing

■ ③ Activity Rows  Additions (+), 
Transfers In (+), Transfers Out (−), 
Disposals (−)

■ ④ Closing Balance  June 30 = Opening 
+ Additions + Transfers In − Transfers 
Out − Disposals

■ ⑤ Inventory Check  Confirm physical 
inventory dates for sensitive and non-
sensitive items
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Back-Up Documentation Requirements
What to attach to your Exhibit 2 submission
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Exhibit 2 (Fixed Assets)

• FMIS (DAFR) / Itemized Inventory listing reports

• Itemized asset listing showing barcode, description, and 
acquisition cost

• Subtotals and Grand Totals should be provided for each 
itemized inventory report

• Grand Total on Exhibit 2 must match the Grand Total on your 
itemized inventory listing and/or DAFR

• FY26 Fixed Assets Exhibit 2 form (fully completed and 
authorized)

• Balance discrepancy documentation (if applicable)

• Itemized listing should include a final total

► Example: FY25 Fixed Assets Itemized Inventory Listing 



Back-Up Documentation – Fixed Assets
Example: FY25 Fixed Assets Itemized Inventory Listing (DAFR)
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• If itemized inventory listing reports include separate 
totals for departments or subunits, they must be 
clearly identified, and the reports should include 
subtotals as well as a grand total for the entire 
agency.

• When using a DAFR as supporting documentation, 
ensure that the totals on the DAFR match the totals 
reported on the annual inventory report.

• When using an itemized inventory listing as 
supporting documentation, verify that the total at 
the bottom of the listing matches the total on the 
annual inventory report.



Exhibit 2 – The Reconciliation Formula
Ensuring your numbers balance
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Closing Balance  =  Opening Balance  +  Additions  +  Transfers In  −  Transfers Out  −  Disposals

This formula must balance for EACH column (Land, Buildings, Equipment, CIP, Art & Historical, Infrastructure)

Example – Equipment Column:

Line Item Amount Note

Opening Balance (July 1, 2025) $2,490,647.20 From prior year closing

+ Additions $55,100.00 New equipment purchased in FY26

+ Transfers In $0.00 From other State agencies

− Transfers Out $0.00 To other State agencies

− Disposals $0.00 Items disposed of in FY26

= Closing Balance (June 30, 2026) $2,545,747.20 Should match itemized inventory listing / 
DAFR

IMPORTANT: If your closing balance does not match your itemized inventory list or DAFR, a justification letter explaining the discrepancy should be submitted



DGS-950-1 – Annual Inventory Report of Materials & Supplies
What is it and who needs to complete it?

FY2026 Annual Inventory Reports Training  |  DGS Annual Inventory Reporting 12 /37

DGS-950-1 is required of non-exempt agencies. It records the dollar value of materials and supplies on hand at fiscal year-end (June 30, 2026). Values 
must be verified through a physical inventory or supported by inventory records confirmed within 90 days. Even if your value is zero, an agency is still 
required to submit this report. 

Dietary Services

Food, Donable Foods, and Other dietary-
related supplies. Break out by subcategory 
and record both dollar value and whether 
verified by physical inventory or inventory 
records.

Other Materials & Supplies

ALL agencies must report this section. Include 
all other materials and supplies not covered 
under dietary. Record the total dollar value 
on hand as of the date the physical inventory 
was taken.

Grand Total

The Grand Total = Dietary Total + All Other 
Materials & Supplies. This figure must match 
your agency’s itemized inventory listing.

IMPORTANT: Place a check mark indicating Physical Inventory or Inventory Records verification for each line item.



How to Complete DGS-950-1 – Step by Step
Annual Report of Materials & Supplies
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1
Enter Agency Header Info

Complete the Agency Code, Agency Name, Date, Certified By, 
Signature, Title, Email, and Telephone fields.

2
Report Dietary Services

If applicable, enter dollar values for Food, Donable Foods, and Other 
dietary subcategories. Total them in the Dietary Total field.

3
Report Other Materials

ALL agencies must complete this section. Enter the total dollar value of 
all other materials and supplies on hand as of the date the physical 
inventory was taken. Even if your value is zero, an agency is still 
required to submit this report. 

4
Mark Verification Method

For each line, place a check mark in either 'Physical Inventory' or 
'Inventory Records' column to indicate how values were established.

5
Calculate Grand Total

Grand Total = Dietary Total + Total Materials & Supplies. Double-check 
this figure against your itemized inventory listing before submitting.

6
Attach Back-Up Documentation

Back-up documentation supporting the reported values must be 
attached to your electronic submission via the DGS survey portal.



DGS-950-1 – Form Reference
Annual Inventory Report of Materials and Supplies

Key Sections
■ ① Agency Header  Agency Code, 

Agency Name, Certified By Signature, 
Title, Email, Phone

■ ② Dietary Services  Food, Other, and 
Donable Foods — dollar value + 
verification checkmark

■ ③ All Other Materials  Required by 
ALL agencies — list dollar value of all 
materials on hand

■ ④ Grand Total  Dietary Total + All 
Other Materials = Grand Total

■ ⑤ Verification Check  Mark Physical 
Inventory OR Inventory Records for each 
line item
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Back-Up Documentation Requirements
What to attach to your DGS-950-1 submission
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DGS-950-1 (Materials & Supplies)

• Itemized listing of all materials and supplies on hand
• Dietary services sub-category breakdown (if applicable)
• Grand Total on DGS-950-1 must match your itemized inventory 

listing total
• FY26 DGS-950-1 form (fully completed and authorized)

An agency's itemized inventory list include those commodities that are 
consumed, expended, or changed in form by use and are necessary to 
support normal operations.

These items can include:
• Office supplies (e.g., paper, pens, printer toner)
• Raw materials (used in production or maintenance)
• Building and maintenance supplies (e.g., cleaning materials, paint, 

hardware)
• Repair parts (for equipment maintenance)
• Items purchased for resale
• Storeroom supplies
• Food items
• Bulk Fuel on hand (if applicable)

► Example: FY25 Office Supplies Itemized Inventory Listing



Back-Up Documentation – Materials & Supplies
Example: FY25 Office Supplies Itemized Inventory Listing
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Backup Documentation Requirements

When taking annual physical inventories, lists of all 
materials and supplies shall be prepared.
Item number, description, unit of issue, last unit of issue
cost and the balance on hand expressed in both units 

and dollars, shall be shown for each item. 

Purpose: Ensures accurate recordkeeping for audit, 
inventory control, and reconciliation.

• If itemized inventory listing reports include separate 
totals for departments or subunits, they must be 
clearly identified, and the reports should include 
subtotals as well as a grand total for the entire 
agency.

• When using a DAFR as supporting documentation, 
ensure that the totals on the DAFR match the totals 
reported on the annual inventory report.

• When using an itemized inventory listing as 
supporting documentation, verify that the total at 
the bottom of the listing matches the total on the 
annual inventory report.



Exhibit 9 – Annual Inventory Report of Missing or Stolen Property
What is it and when is it required?
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Exhibit 9 is used to summarize all personal State property that has been reported and approved as missing or stolen by DGS during FY2026 (July 1, 2025 
– June 30, 2026). It consolidates all DGS-950-8 (Report of Missing or Stolen Personal State Property) forms submitted during the fiscal year.

What to Report on Exhibit 9

• DGS Control Number(s) assigned to each DGS-950-8 form
• Number of Missing Items per form
• Number of Stolen Items per form
• Dollar amount associated with each DGS-950-8
• Total counts across ALL forms submitted
• Grand total dollar value of all missing/stolen property

Key Rules & Requirements

• Only include items ALREADY approved by DGS via DGS-950-8 during 
FY26

• Use additional Exhibit 9 forms if you have more control numbers 
than fit on one

• Authorized signature and agency info required
• Submit as part of the annual inventory package by September 15, 

2026
• If no missing/stolen items: still submit the form with zeros



How to Complete Exhibit 9 – Step by Step
Annual Report of Missing or Stolen Personal State Property
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1
Complete Agency Header

Enter your Agency Code, Agency Name, Date, Authorized Signature, 
Name, Title, Address, Email, and Telephone.

2
List Each DGS-950-8 Form

For each DGS-950-8 submitted during FY26, enter the assigned DGS 
Control Number in the first column.

3
Enter Missing & Stolen Counts

For each control number, record the number of Missing Items and 
Stolen Items separately in the corresponding columns.

4
Record Dollar Amounts

Enter the total dollar amount of property reported on each DGS-950-8 
form.

5
Calculate All Totals

Sum the Total Number of Missing Items, Total Number of Stolen Items, 
Total Number of Items (combined), and the Total Dollar Amount.

6
Submit with Full Package

Submit Exhibit 9 electronically as part of your complete annual 
inventory submission by September 15.



Exhibit 9 – Form Reference
Annual Inventory Report of Missing or Stolen Personal State Property

Key Sections
■ ① Agency Info  Agency Code, Name, 

Date, authorized signature, address, 
email, phone

■ ② DGS Control #s  One row per DGS-
950-8 form — enter each control 
number assigned

■ ③ Missing / Stolen  Number of 
missing items and number of stolen 
items per control number

■ ④ Dollar Amounts  Dollar value of 
missing/stolen property per DGS-950-8 
form

■ ⑤ Grand Totals  Total missing, total 
stolen, total items, total dollar amount 
for all forms
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Common Errors to Avoid
Lessons learned from prior year submissions
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Opening Balance Mismatch

Prior year's closing balance should equal current year's opening balance. 
Always verify these match before proceeding. If mismatch occurs, a letter of 
justification is required to be submitted.

Missing Authorized Signature

Every form requires an authorized signature. Unsigned submissions will be 
rejected.

Omitting Zero-Activity Forms

Even if there was no activity, you must still submit all required forms—
DGS-950-1 (Materials and Supplies) and Exhibit 9 (Missing or Stolen 
Property)—with zeros if there are no missing or stolen items. 

No Back-Up Documentation

Submissions without supporting documentation are incomplete. Always attach 
FMIS (DAFR) / Itemized Inventory Listings, etc.

Math Errors in Totals

Double-check that Opening + Additions + Transfers In − Transfers Out − 
Disposals = Closing Balance for every column.

Late or No Submission

The September 15 deadline is firm. Request survey access from DGS early. Do 
not wait until the last week.



Best Practices for Property Officers
Tips for a smooth and accurate submission
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Start Early

Request survey access and begin gathering documentation in July — don't wait 
until August or September.

Verify Opening Balances First

Before entering any FY26 activity, confirm that your July 1, 2025 balances 
match last year's final submission to DGS.

Use Negative Numbers Correctly

For Transfers Out and Disposals, enter the value as a negative number (e.g., -
5,000.00) as instructed on the form.

Conduct Physical Inventory

If required, complete your physical inventory. For Exhibit 2, record the date on 
the form and mark the 'Yes' checkbox.

Keep Copies of Everything

Save a copy of each completed form and all back-up documentation. Store 
securely in your agency records for audit purposes.

Coordinate Across Departments

Fixed assets may span multiple departments. Coordinate early with all Property 
Officers and Accountable Officers to capture a complete picture.

Contact DGS with Questions

Do not guess — email DGS.ANNUALREPORTS@MARYLAND.GOV with any 
questions well before the deadline.



FY26 Annual Inventory Report Survey  - Electronic Submission Process
How and where to submit all reports
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1

PREPARE

Complete all three forms:
Exhibit 2, DGS-950-1, Exhibit 9

2

COMPILE

Gather all back-up 
documentation:

DAFR reports, itemized lists, 
DGS-950-8 forms

3

REQUEST

Email 
DGS.ANNUALREPORTS@

MARYLAND.GOV to request 
survey access

4

UPLOAD

Log in to the FY26 Annual 
Inventory Reports Survey 

and upload all forms + back-
up documentation

5

CONFIRM

Verify submission confirmed 
before September 15, 2026 

deadline

Submission Requirements

• All three reports (Exhibit 2, DGS-950-1, Exhibit 9) must be submitted together as one complete package.
• Back-up documentation is REQUIRED for the Fixed Assets and Materials and Supplies categories — submissions without back-up documentation will be 

considered incomplete.
• The survey portal/link is managed by DGS. Email DGS.ANNUALREPORTS@MARYLAND.GOV to request access BEFORE the deadline.



Survey Step 1 – Access & Agency Selection
Beginning the FY2026 Annual Inventory Reports Survey

① Open the survey link sent to your email from DGS. Click "Fill Out Form" to 
begin.

② Enter your email address — use your official State agency email address.

③ Select your agency from the drop-down menu. Choose the agency you are 
reporting for and hit ‘Next’.

④ Answer the exemption question — if your agency is listed as exempt from 
Fixed Assets reporting, select 'YES'. Otherwise select 'No'.

▸ The survey link is unique — do not share it with another agency.▸ If you did not receive the survey link, email DGS.ANNUALREPORTS@MARYLAND.GOV to 
t 

▸ Only one POC or Backup should submit per agency to avoid duplicate entries.▸ You can save progress and return to the survey before the deadline.FY2026 Annual Inventory Reports Training  |  DGS Inventory Standards and Support Services 23 / 37



Survey Step 2 – Fixed Assets (Exhibit 2)
Completing the Annual Inventory Report of Fixed Assets section

EXHIBIT 2  — Annual Inventory Report of Fixed Assets

FY26 Annual Inventory Reports Survey — Fixed Assets Information (Page 3 of 13)

Enter FY25 ending balance, FY26 opening balance, and FY26 ending balance in dollar amounts

Balance FY2026 (July 1, 2025)

Confirm the July 1, 2025 opening balance — should match FY2025 ending balance.

Ending Balance FY2026 (June 30, 2026)

Enter June 30, 2026 closing balance: Opening + Additions + Transfers In − Transfers 
Out − Disposals = Closing Balance.
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Ending Balance FY2025 (July 1 Opening)
Enter your FY2025 ending balance — this should be the same as the FY2026 
opening/beginning balance. Should match your prior year closing balance.



Survey Step 2 – Fixed Assets (Exhibit 2)
Completing the Annual Inventory Report of Fixed Assets section (cont.)

EXHIBIT 2  — Annual Inventory Report of Fixed Assets

FY26 Annual Inventory Reports Survey — Upload Forms 

Upload Exhibit 2 Form

Select ‘Add File’ and drag the file into the window or browse to select to upload your 
completed Exhibit 2 form (PDF, document, or spreadsheet, max 1GB).
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Upload Itemized Inventory List & Discrepancy Justification
Upload your ‘FY26 itemized inventory list’ (PDF, document, or spreadsheet, max 1GB 
each). If a balance discrepancy exists, also upload your ‘Fixed Assets Justification’ 
document (max 100MB).



Survey Step 3 – Materials & Supplies (DGS-950-1)
Completing the Annual Inventory Report of Materials & Supplies section

DGS-950-1  — Annual Inventory Report of State Property Materials 
and Supplies

Exemption Check

If your agency is listed as exempt from filing the Materials & Supplies report, 
select 'Yes'. Otherwise select 'No' and complete all sections.
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Survey Step 3 – Materials & Supplies (DGS-950-1)
Completing the Annual Inventory Report of Materials & Supplies section (cont.)

DGS-950-1  — Annual Inventory Report of State Property Materials and Supplies

Grand Total Entry

Enter the Grand Total dollar amount — this is a combination of the 
‘Dietary Total’ and the ‘All Other Materials & Supplies Total’. Your 
response must be in dollars ($) amounts.
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Survey Step 3 – Materials & Supplies (DGS-950-1)
Completing the Annual Inventory Report of Materials & Supplies section (cont.)

DGS-950-1  — Annual Inventory Report of State Property Materials and Supplies

Upload DGS-950-1 Form

Upload your completed DGS-950-1 form. Select ‘Add File’ and drag 
the file into the window or browse to select (PDF, doc, spreadsheet; 
max 1GB). All itemized inventory listings must include property 
descriptions and dollar values and grand totals.
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Survey Step 3 – Materials & Supplies (DGS-950-1)
Completing the Annual Inventory Report of Materials & Supplies section (cont.)

DGS-950-1  — Annual Inventory Report of State Property Materials and Supplies

Itemized Inventory List

REQUIRED: Upload the itemized inventory list for Materials & 
Supplies. All itemized inventory listings must include property 
descriptions and dollar values.
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Upload Itemized List

Select ‘Add File’ to upload your itemized inventory list (up to 10 
supported files; PDF, doc, or spreadsheet; max 1GB per file). 



Determining if your agency is exempt from Missing or Stolen Property reporting

EXHIBIT 9  — Missing or Stolen Personal State Property Exemption

What to Do on This Page

Step 1: Review the Exempt List
Check if your agency appears in the exempt organizations list shown on 
this survey page (e.g., BSU, CSU, FSU, MSU, TU, SU, and others).

Step 2: Select Your Answer
Select “Yes” if your agency is listed as exempt. Select “No” if your 
agency is NOT on the exempt list and must report missing/stolen 
property.

Step 3: Click Next
After selecting your answer, click “Next” to proceed to the 
Missing/Stolen totals entry page.

Most agencies will select “No” and must complete the full missing/stolen 
property section.
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Survey Step 4 – Missing or Stolen Property (Exhibit 9)



Reporting total counts and dollar amounts for all missing and stolen property

EXHIBIT 9  — Annual Inventory Report of Missing or Stolen Personal State Property ~ Total Entry

Total Missing Items
Enter the total number of missing items for FY2026. Use the count from 
your DGS-950-8 forms. Enter 0 if none.

Total Stolen Items
Enter the total number of stolen items for FY2026. Enter 0 if no items 
were stolen during the fiscal year.

Total Combined Items
Enter the total number of missing AND stolen items combined for FY2026.

Total Dollar ($) Amount
Enter the total dollar ($) amount for all missing and stolen items 
combined, as reported on all DGS-950-8 forms.
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Survey Step 4 – Missing or Stolen Property (Exhibit 9)



Uploading your completed Exhibit 9 form as part of the annual inventory submission

EXHIBIT 9  — FY26 Annual Inventory Report of Missing or Stolen Personal State Property Form

How to Upload Your Form

Step 1: Prepare Your Exhibit 9
Ensure your completed Exhibit 9 / Annual Inventory Report of Missing or 
Stolen Personal State Property form is saved and ready to upload (PDF, 
Word doc, or spreadsheet format).

Step 2: Click “Add File”
Click the “Add file” button on the survey page and browse to your saved 
Exhibit 9 file. Max file size is 1 GB.

Step 3: Confirm & Click Next
Verify the correct file is attached, then click “Next” to proceed to the final 
declaration step.

Accepted formats: PDF, document, or spreadsheet. Max 1 GB.

If your agency was exempt, you may skip this upload. Non-exempt 
agencies MUST attach the completed form.
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Survey Step 4 – Missing or Stolen Property (Exhibit 9)



Survey Step 5 – Declaration & Final Submission
Completing the Maryland State Agency FY2026 Annual Inventory Reports Declaration

Maryland State Agency FY26 Annual Inventory Reports Declaration

1
Read the declaration statement
Review the full declaration — you are certifying that all required annual 
inventory reports and supporting documentation have been submitted 
and the information is true.

2
Select ‘Yes’ to declare
Select ‘Yes’ to declare — even if your agency is exempt from one or more 
reports. All agencies must complete this declaration to finalize 
submission.

3
Click ‘Submit’
Click Submit to finalize your submission. A confirmation copy of your 
responses will be automatically emailed to the address you provided.

4
Save your confirmation email
Keep the confirmation email as your record of submission. If you do not 
receive it within 24 hours, contact 
DGS.ANNUALREPORTS@MARYLAND.GOV.

“For FY2026 I have submitted all of the required annual inventory reports and supporting 
documentation.”

FY2026 Annual Inventory Reports Training  |  DGS Inventory Standards and Support Services 33 / 37



Key Deadlines & Contacts
Important dates and who to call
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April - June

July - August

Sept 1–14 Complete all forms, compile back-up documentation, upload to DGS survey portal.

Sept 15 FINAL DEADLINE — All reports must be submitted electronically by this date.

DGS Contacts

Inventory Standards &
Support Services Division

301 W. Preston Street
Room 1514

Baltimore, MD 21201

DGS.ANNUALREPORTS
@MARYLAND.GOV

Begin gathering documentation and request DGS survey access

Conduct physical inventory every three years; every year for (sensitive) assets



Resources
Forms, contacts, and reference materials for FY2026 reporting

Forms & Downloads

▸ Exhibit 2 – Annual Inventory Report of Fixed Assets

▸ DGS-950-1 – Annual Inventory Report of Materials and Supplies

▸ Exhibit 9 – Annual Inventory Report of Missing or Stolen Property

▸ DGS-950-8 – Report of Missing or Stolen Personal State Property

▸ DGS Inventory Control Manual

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

DGS Contacts

Inventory Standards & Support Services Division

301 W. Preston Street, Room 1514
Baltimore, MD 21201

Michael Bracy, Compliance Auditor
Michael.Bracy@maryland.gov

Sherryleen Lynch, Compliance Auditor
Sherryleen.lynch@maryland.gov

DGS.ANNUALREPORTS@MARYLAND.GOV

For survey access issues or questions, email DGS prior to the 
September 15 deadline.
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Questions & Answers
Frequently asked questions about FY2026 Annual Inventory Reporting

Q: What if I didn't receive the survey link?
A:  Email DGS.ANNUALREPORTS@MARYLAND.GOV to request access before the deadline. Include your agency name and code.

Q: Do I still need to submit if my agency had no activity?
A:  Yes. All three forms must be submitted. Enter zeros where applicable and complete the annual declaration.

Q: Can I save and return to the survey?
A:  Yes. You may save your progress and return before the September 15 deadline. Do not wait until the last day.

Q: What file formats are accepted for uploads?
A:  PDF, Word documents, and spreadsheets (Excel) are all accepted. Maximum file size is 1GB per file.

Q: Who signs the forms if our Property Officer has changed?
A:  The current authorized official for your agency must sign. Contact DGS if you need to update your agency's POC information.
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Key Takeaways

• Submit all three reports: Exhibit 2, DGS-950-1, and Exhibit 9
• All submissions must include required back-up documentation
• Negative numbers required for Transfers Out and Disposals
• Verify that Opening Balance = prior year's Closing Balance
• Submit electronically via the FY26 Annual Inventory Reports Survey
• DEADLINE: September 15, 2026 — NO exceptions

Questions? Contact DGS at DGS.ANNUALREPORTS@MARYLAND.GOV  
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