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PURPOSE

Annual Property Officer Training & Certification

▪ To review important policies, procedures, and information related to 
inventory management.

▪ To notify Property Officers about updates and changes to policy.

▪ To create a forum for Property Officers to talk and interact with other 
Property Officers and ISSSD staff about issues, concerns, and 
questions they have.  

▪ Certification for Auditors



GOALS

At the conclusion of training Property Officers will …

▪ Understand the importance of their role as Property Officer in 
ensuring security and accountability of state assets.

▪ Understand the responsibilities the come with the role of Property 
Officer.

▪ Have the knowledge required to effectively perform the duties and 
requirements of a State Property Officer.  



Agenda

▪ Roles & Responsibilities
▪ Inventory Control Manual
▪ Inventory Controls
▪ Excess Property
▪ Online Auctions Best Practices
▪ Missing or Stolen Property
▪ Annual Reports
▪ Inventory Management Resources



Roles & Responsibilities

Department of General Services

Annotated Code of Maryland
State Finance and Procurement Article

§ 4-306. Inventory

The Secretary shall adopt standards for maintaining stores and inventory 
control for all supplies required by any unit that procures supplies under 
General Procurement Law.



Roles & Responsibilities

State Departments/Agencies

Each Department or Agency shall:

▪ Ensure all inventory control systems meet minimum inventory control standards.
▪ Designate an individual to serve as the Property Officer for the Department/Agency.  
▪ Designate an alternate to serve as the Property Office in the event the primary 

Property Officer becomes unable to perform his/her duties.  
▪ Require both the primary Property Officer and the alternate to attend the necessary 

training to become certified to perform the duties of the position.  

Each agency is vested with the responsibility for the control, care, 
maintenance, and security of all state property within its organization 
regardless of its value. (Inventory Control Manual Section II.01A)



Roles & Responsibilities

Property Officer

Delegated control responsibilities including:
▪ Implementation and management of written inventory control 

procedures
▪ Maintaining inventory records
▪ Review and submit Excess Property Disposals (EPDs)
▪ Reporting missing or stolen items
▪ Reconciliation of physical inventory and inventory records
▪ Performing test counts
▪ Certify completeness and accuracy of physical inventory
▪ Prepare annual reports
▪ Train and oversee the work of Accountable Officers

Source: Inventory Control Manual Section III.01.A – Duties of Property Officers



Roles & Responsibilities

Accountable Officer

Delegated custodial responsibilities including: 
▪ Knowledge of the location of all property under their custody
▪ Conducting physical inventories
▪ Signing and appropriately managing documentation
▪ Tagging property
▪ Following proper procedures to report missing, stolen, and damaged 

property
▪ Following proper procedures to report excess property

Source: Inventory Control Manual Section III.01.B – Duties of Accountable Officers



Roles & Responsibilities

Property Officer & Accountable Officer

Separation of Duties

The duties of inventory record keeping, inventory custody, and physical 
inventory shall be segregated whenever practical or economically feasible.

Source: Inventory Control Manual Section III.04.C – Segregating the Functions of Storekeeping, Record Keeping, and Inventory Taking



Hierarchy for Inventory Management Operations

Accountable Officer

Agency Personnel

Fleet Manager

Fiscal/ Accounting/ 
Procurement

Information 
Technology

Agency Head/Designee

Agency Property Officer

Alternate Property Officer

Accountable Officer Accountable Officer Accountable Officer Accountable Officer Accountable Officer

Additional communication, 
cooperation, and coordination







Inventory Control Manual

Section I – General Provisions
Sets forth statutory authority and contains general compliance information.

Section II – Inventory Controls
Prescribes standards for maintaining and reconciling inventory records, taking and reporting 
physical inventories, and identifying items. 

Section III – General Inventory Management Requirement
Specified internal controls for maintaining integrity over inventories and inventory operations.

Section IV – Excess Personal Property Disposition
Contains the procedures for disposing of state property that is unusable or in excess of 
requirements.

Section V – Reporting Missing and Stolen Personal Property
Prescribes procedures for reporting state property that is missing or stolen.

Section VI – Exhibits and Forms
Contains samples of inventory forms.



Inventory Control Manual

Section I – General Provisions

.02 Policies and Purposes
A. Ensure the efficient use of capital invested in the State’s inventory of equipment, 

materials, supplies, and food.
B. Provide consistent guidelines for the management and protection of state 

property.
C. Establish uniform procedures for reporting inventory values.
D. Provide consistent guidelines for reporting missing and stolen state property.
E. Dispose of excess and surplus personal property in a manner serving the best 

interest of the state.  



▪ Recordkeeping Requirements

▪ Physical Inventories

▪ Reconciliation of Property Records

▪ Reporting Requirements

▪ Equipment Identification

▪ Disposal of Equipment & Property

▪ Inventory Levels

▪ Inventory Withdrawals

Inventory Control Manual

Section II – Inventory Controls
Prescribes standards for maintaining and reconciling inventory records, taking and reporting physical inventory, and 
identifying items, including:



Land: any land which is titled to or designated in 
any manner confirming ownership by the State of 
Maryland.

Buildings: structures for housing humans, marine, 
plant or animal life, materials, supplies, equipment 
and mechanical apparatus.

Building Improvements: changes to a structure 
that upgrade the value of the building such as 
additions, enlargements, and architectural 
redesigns and improvements and the like.

Inventory Control Manual

Land, Buildings and Improvements Thereto

Any item that is consumed, expended or changed in 
form by use.

Examples
▪ Food
▪ Office Supplies
▪ Repair Parts
▪ Items Purchased for Resale
▪ Storeroom Supplies

Materials & Supplies

Inventory Items



Miscellaneous equipment, furniture, desktop 
articles and the like having an acquisition cost less 
than $100 or items with a useful life of less than 
one year.

Sensitive items with an acquisition cost of less than 
$50.

Inventory Control Manual

Non-Capital Equipment

Any equipment item or furnishing having a 
probable useful life in excess of one year and a 
procurement cost of $100 or more per unit.

Examples:
▪ Furniture
▪ Machinery
▪ Motor Vehicles (regardless of cost)

▪ Livestock
▪ Firearms & Law Enforcement Equipment 

(regardless of cost)

Sensitive items with a procurement cost of $50 or 
more and a useful life of one year or more.

Capital Equipment

Computer Equipment including laptops, cellphones, recording devices, portable tools, 
hand radios, cameras, and the like that are prone to theft and easily concealable. 

Note: other items may be determined to be Sensitive if prone to theft or loss. 

Sensitive Items



Inventory Control Manual

Appendix VII

Procedure for Adjusting 
Dollar Value Threshold 

for Capitalizing 
Equipment Assets



Inventory Control Manual

Threshold Increase Steps

A written request to include:

Certification of a wall-to-wall physical inventory taken and 
reconciled

A Missing & Stolen report for items not found

Copy of any inventory exceptions on last Legislative Audit Report

Detailed list of items requested to be removed



Inventory Control Manual

Section II – Inventory Controls

Detail Inventory Records vs. Inventory Control Accounts

An Inventory Control Account should be independent of the Detail 
Inventory Records.

The duty of maintaining the Detail Inventory Records and the 
Inventory Control Account should not be shared by the same person.

Different source data should be used to update both the Detail 
Inventory Records and the Inventory Control Account.



Inventory Control Manual

Section II – Inventory Controls

Reconciliation of Records



Inventory Control Manual



Inventory Control Manual



Sample Reconciliation

Inventory Control Manual



Inventory Control Manual

Section II – Inventory Controls

Completion of Reconciliation

Approval of Adjustments
Adjustments to a control account balance or to the inventory records shall be approved by someone in authority not 
below the level of Chief Administrative Officer (or designee) of an institution or major unit within a department or 
independent agency.

Certification of Reconciliation
The final control account reconciliation shall be certified in writing by someone in authority not below the level of 
Chief Administrative Officer (or designee) of an institution or major unit within a department or independent agency.

Records Retention
Reconciliation documents and the certification shall be kept on file in the organization for reference and audit 
purposes and as prescribed by the agency’s record retention schedule.



Inventory Control 
Accounts

and
Reconciliations



Inventory Control Manual

Purpose of Physical Inventories

Confirm what is in the 
detail inventory 

records

Any discrepancy should 
be investigated



Inventory Control Manual

Physical Inventories

Land, Buildings, and Improvements Thereto
Not Required

Capital Equipment
Sensitive Items – Required Annually
Non-Sensitive Items – Required Every 3 Years

Non-Capital Equipment
Not Required

Materials & Supplies
Annually within last 90 days of each fiscal year
Cycle Counts may be required for additional items based on value



Steps to Conduct a Physical Inventory

1. Initiate the Physical Inventory

2. Locate Items and Record Findings

3. Research Missing Items

4. Test Sampling

5. Reconciliation to Detail Inventory Records

6. Complete DGS-950-8 for ALL Missing Items

7. Compile and Retain Documentation

8. Certify Completion of the Physical Inventory

Inventory Control Manual



Initiate the Physical 
Inventory

❑ Email Notification

❑ Printed Copy of 
Inventoried Items

❑ Distribute 
Scanners

❑ Start Scanning

Inventory Control Manual



Locate Items and Record Findings

■ Physically Locate Items

■ Scan Items

■ Request Picture of Item AND Barcode or Serial Number

■ Make Notes of Any Changes in Location/Assignment

■ Are Items Excess?

■ Label any Items not Labeled

■ Update and Ensure Accuracy of Detail Inventory Records

Inventory Control Manual



■ Found in Another Location

■ Ask Questions and Follow-up, Don’t 
Delay

■ Most Often Employees are not Following 
Procedures

Research Missing Items

Inventory Control Manual



Reconcile to Detail Inventory Records

As results from the Physical Inventories come in, update the 
Detail Inventory Records

Update and correct as necessary

Don’t forget to update the “Last Inventoried Date” 

Inventory Control Manual



■ A frequent Audit Finding

■ Determine Items to Test Sample

■ Maintain and Retain Documents

Test Sampling

Inventory Control Manual



Compile and Retain Documentation

■ Manual Worksheets

■ Scan Reports

■ Documentation Supporting Investigation of Missing Items (emails, 
memos, etc.)

■ Documentation of Test Sampling

■ Certification of Inventory Completion

■ Copies of or at least Reference to Missing or Stolen forms.

Inventory Control Manual



Certify Completion of the Physical Inventory

■ Completion Certification by the Property Officer for the Agency.

Inventory Control Manual



Physical 
Inventories



Break Time
15 Min



Inventory Control Manual

Removing Items from Inventory

Land and Buildings
Regulated by State Clearinghouse for Intergovernmental Assistance, Office of Planning
Send Requests to: mdp.clearinghouse@maryland.gov

Non-Capital Equipment
Procedures for Disposable of Unserviceable Items: Inventory Control Manual Section II.04.F
Procedures for Disposal of Serviceable Items: Inventory Control Manual Section IV

Materials and Supplies
Procedures for Disposable of Unserviceable Items: Inventory Control Manual Section IV
Procedures for Disposal of Serviceable Items: Inventory Control Manual Section IV

Materials and Supplies
Procedures for Inventory Withdrawals: Inventory Control Manual Section II.05.E
Procedures for Disposal of Excess Materials & Supplies: Inventory Control Manual Section IV



Inventory Control Manual

Removing Items from Inventory

Serviceable vs. Unserviceable Item

Serviceable
An item is functional or operates 
satisfactorily “as is” without repairs or 
refurbishing.

Unserviceable
Item is inoperable in its current state.  
Requires repair or refurbishing to become 
functional.  

Examples

Copier with hard drive removed



Inventory Control Manual

Section IV – Excess Personal Property Disposition

When items are no longer needed by an Agency, they are to be declared to ISSSD as excess 
property.  EPD
▪ Prior to declaring property as excess, an agency shall determine if other units within the 

organization have a need or use for the item.  
▪ Items should not be placed in storage, cannibalized, scrapped, junked, sold, transferred outside the 

agency, or donated without ISSSD approval.

ISSSD shall determine the method of property disposition.  EPDO
▪ Whenever feasible, excess property will be transferred to another state agency before other methods 

of disposal are considered.  
▪ ISSSD will determine if it is in the best interest of the state to scrap, cannibalize, destroy, or donate 

any item.  
▪ ISSSD will determine if an online auction sale is in the best interest of the state.  



Inventory Control Manual

Excess Property Declaration (EPD)

Department or Agency Name

Division or Location

Location of Property (unless otherwise noted elsewhere)

Physical Appearance: Brand, Color, Material, etc.  
IMPORTANT!

Especially when marking items as fair, 
poor, and unserviceable.



Inventory Control Manual

Instructions for Completing an EPD

Available on the 
DGS Website

https://dgs.maryland.gov/Documents/inventory/EPD_Form_Instructions.pdf
https://dgs.maryland.gov/Documents/inventory/EPD_Form_Instructions.pdf


Inventory Control Manual

Instructions & Best Practices for Completing an EPD

Complete the form in its entirety.  

Ensure form is signed by all appropriate parties.  

The Contact Person should be the individual in 
direct possession, or access, to the item(s) listed.

Department or Agency Name

Division or Location

Location of Property (unless otherwise noted elsewhere)



Inventory Control Manual

Instructions & Best Practices for Completing an EPD

▪ Include “like items” on a single EPD.
▪ Be sure to clearly identify the location of the item(s).
▪ Provide detailed, clear descriptions of all items.

▪ Always include make, model, and serial numbers.  
▪ When applicable, provide a description of the physical appearance of the item (e.g. furniture).
▪ The description provided on the EPD should match the description used on GovDeals if that is the determined 

method of disposal.  
▪ Be sure to provide a clear explanation as to why the item was marked in fair or poor condition.
▪ For unserviceable (USRV) items, be sure to explain what repairs/refurbishment is needed to make the item 

functional or operational.

Submit completed EPD and supporting documents to 
dgs.statewidepropertydisposals@maryland.gov

Physical Appearance: Brand, Color, Material, etc.  IMPORTANT!
Especially when marking items as fair, 

poor, and unserviceable.



Making Cells Larger In EPD

Multiple Typed Rows in a Cell



Adding Pages To An EPD

Right Click And Add Rows – Page 1



Adding Pages To An EPD

Right Click And Add Rows – Page 2



Inventory Control Manual

What’s Next?

 EPD submitted to ISSSD

Methods of Disposal:
▪ Transfer to another state agency
▪ Donation (to local government or non-profit)
▪ Trade-in/Scrap/Cannibalize/Destruction
▪ Recycle
▪ Auction

An Excess Property Disposal Order (EPDO) 
will be issued indicating the method of 
disposal approved by ISSSD.



Inventory Control Manual

Excess Property Bulletin

Serviceable excess property will be listed periodically in the “Tier Section” 
of the online auction site notifying state agencies, local governments, and 

non-profit organizations of available excess property.  

Inter-Agency Transfers and Donations to Local Government or Non-Profit 
Organizations



Inventory Control Manual

Inter-Agency Transfer (Inventory Control Manual Section IV.04.A.2)

Donation (Inventory Control Manual Section IV.04.H)

Submit to ISSSD
▪ Excess Property Declaration
▪ Documentation from requesting agency

Submit to ISSSD
▪ Excess Property Declaration
▪ Letter from Donee
▪ Statement of Surplus Property Utilization (Exhibit 3)
▪ IRS Exemption Letter – Not Maryland Sales Tax Exemption



Inventory Control Manual

Trade In - Inventory Control Manual Section IV.04.D

Scrap- Inventory Control Manual Section IV.04.E

Cannibalize - Inventory Control Manual Section IV.04.F

Destruction - Inventory Control Manual Section IV.04.G



Excess Property
Disposal



Inventory Control Manual

Online Auctions (Inventory Control Manual Section IV.04.C)

Current Vendor:



Online Auctions

Best Practices

Posting to GovDeals

 Use the template
▪ Provides standard language that MUST be included in all auctions.

 Appropriately group products
▪ Group related products
▪ Include a reasonable number of items

 Select an accurate product category
▪ Select the category that most accurately describes the items you are selling



Online Auctions

Best Practices

Product Descriptions

 Clearly state:
▪ A list of all items being sold
▪ Description of each item 
▪ The quantity of each item
▪ The condition of each item
▪ Location of all items

 Provide thorough descriptions, including:
▪ Brand, Make, Model of each item
▪ Material
▪ Color
▪ Size (dimensions)
▪ Weight
▪ Serial Number

 Refer to the photographs when providing descriptions.  

 Be sure that the information posted to GovDeals matches the information on the EPD.



Online Auctions

Example

Product Descriptions

Model numbers 
should be 
included in a 
description.  

Bidders should 
not have to ask 
for this 
information.



Online Auctions

What is being sold?

Relevant Pictures



Online Auctions

Would you buy this?

Relevant Pictures



Online Auctions

Best Practices

Photographs

Photograph like items

• Same or similar products

• Items in a set

• Items that operate together

• Items that make a complete package

Include photos of every item being sold

• Except when: 

• All items are the exact same; and

• All items are in equal condition; and

• This information is clearly stated in the description

Photographs should show the entire product

• Show top, bottom, inside, outside, etc. 

• Take pictures from different angles

• Specifically, of any areas/parts that have any damage or 
defect

Label the photos

• Place sticky notes on items when taking photos

• Sequentially number items/photos and refer to this 
label in the description



Online Auctions

Best Practices

Photographs

 Prep the item(s)
▪ Remove dust, dirt, and debris before taking photos

▪ It should not appear as though the items have just been “sitting around collecting dust”
▪ Organize the items

▪ Stacked items should be neatly stacked
▪ Items on shelves should be neatly displayed
▪ Items should not appear to have been thrown, dumped, or tossed on a shelf on in a pile

▪ Stage the items
▪ Put items in sets together as though they would be used
▪ Stage furniture items as though they were being used in a room

 Uploading photos to GovDeals
▪ If a photo appears blurry or out of focus, retake it.
▪ Upload photos in the “right direction” (not upside down or sideways)





Online Auctions

Customer Service Standards

The Buyer is the Customer!!!!!!

Your Responsibilities as the Seller:
▪ Be responsive.
▪ Be courteous.
▪ Be accommodating, have items segregated, ready for pickup

Tip: Monitor bidder 
questions and respond 

within 24 business 
hours.



Online Auctions



Break Time
15 Min



Inventory Control Manual

What’s Next?

 EPD submitted to ISSSD
 A Excess Property Disposal Order 

(EPDO) will be issued indicating 
the method of disposal approved by 
ISSSD.



Inventory Control Manual

What’s Next?

 EPD submitted to ISSSD
 A Excess Property Disposal Order 

(EPDO) will be issued indicating 
the method of disposal approved by 
ISSSD.

❑ When disposal is completed, sign 
EPDO and return to ISSSD along 
with any required supporting 
documentation (based on disposal 
method).



Inventory Control Manual

What’s Next?

 EPD submitted to ISSSD
 A Excess Property Disposal Order 

(EPDO) will be issued indicating 
the method of disposal approved by 
ISSSD.

 When disposal is completed, sign 
EPDO and return to ISSSD along 
with any required supporting 
documentation (based on disposal 
method).

❑ ISSSD will issue approval to 
remove items from inventory.



Inventory Control Manual

Excess Property – Special Requirements

Firearms & Other Law Enforcement Weapons
Inventory Control Manual Section IV.04.I

Motor Vehicles
Inventory Control Manual Appendix I

Personal Property Acquired Under a Federal Grant or Cooperative Agreement
Inventory Control Manual Appendix Section IV.05



Inventory Control Manual

Appendix I – State Motor Vehicle Dispositions

Includes: automobiles, vans, light and heavy-duty trucks, special industrial 
vehicles/equipment, motorcycles, and other such equipment contrived for conveying 
passengers or objects. 

Disposition of state vehicles shall be authorized by the Department of Budget & 
Management (DBM) State Fleet Administrator.

The method of disposition shall be determined by the Department of General Services. 



Inventory Control Manual

Appendix I – State Motor Vehicle Dispositions

Operable Vehicle
The vehicle can be transported to the disposal site via normal operation.  

Procedures outlined in the Inventory Control Manual 
Appendix I.A: Operable Vehicles Approved for Trade-In/Replacement
Appendix I.C: Operable Vehicles NOT Scheduled for Trade-In/Replacement

Inoperable Vehicle
The vehicle requires alternate means of transport to get to a disposal site.  

Procedures outlined in the Inventory Control Manual
Appendix I.B: Inoperable Vehicles Approved for Trade-in/Replacement
Appendix I.D: Inoperable Vehicles Involved in an Accident
Appendix I.E: Inoperable Vehicles NOT Involved in an Accident



Inventory Control Manual

Alternate Methods of Vehicle Disposal

Vehicles Authorized to be Sold to the Highest Bidder (Appendix I.G)

Vehicle Donations (Appendix I.I)

Missing and Stolen Vehicles (Appendix I.G)

Vehicle Transfers (Appendix I.H)



Excess Property 
Disposal



Inventory Control Manual

Section V – Reporting Missing and Stolen Personal Property

Stolen property, regardless of value, shall be reported immediately upon 
discovery to the local police department or to an agency’s internal security 

force if the security force has local police jurisdiction and personnel 
responsible for investigating theft.

Missing vs. Stolen

What is considered “missing” vs. “stolen”?



Obtain a written statement from the individual who was in 
possession of the item.

▪ How do you know the item was stolen?
▪ Where was it last seen/used?
▪ Who last saw/used the item?
▪ Where was it kept when not in use?
▪ Was the item kept in a locked area/space?
▪ Who had access to the area/space?
▪ What steps have been taken to find/recover the property?
▪ Did you report the theft to the police?  When?

Inventory Control Manual



Inventory Control Manual

Accountable Officers complete Report of 
Missing or Stolen Personal State Property (DGS-

950-8)

Property Officer signs indicating they 
reviewed the report.

The signed form shall be submitted to DGS 
ISSSD within 10 days of discovery of loss.

Department Secretary or agency head 
will be required to sign off before the loss can 
be written off.

Note: if property is reported as stolen, a copy of the police 
report should accompany this form when submitted.



Inventory Control Manual

Missing or stolen property must remain 
on inventory records until approval is 

obtained from DGS.

ISSSD will issue a Missing and Stolen State 
Property Write-Off Authorization (DGS-950-8) form 
authorizing the custodial agency to remove the 
items from their inventory records.

The custodial agency will notify ISSSD when 
the items have been removed from the 
agency’s inventory records.    



Inventory Control Manual

▪ Agencies shall maintain records of all stolen or missing property, including 
private property, regardless of value.  

▪ Each Department or Agency shall be required to produce Department-Wide 
Missing and Stolen Property Reports and submit annually to ISSSD.

▪ Agencies with numerous occurrences of stolen State property or those within 
DGS' estimation, large amounts of missing property, both in dollars and 
numbers of items, will be subject to unannounced audit. 



Inventory Control Manual



Reporting 
Missing & Stolen 

Property



Annual Reports

Inventory Control Manual

Annual Report of 
Missing or Stolen 

State Personal 
Property

Due: August 
15th

Annual Report of 
Fixed Assets

Due: 
September 

15th

Annual Report of 
State Property; 
Materials and 

Supplies

Due: 
September 

15th



Inventory Control Manual

Include any Missing or 
Stolen forms assigned a 
DGS Control # within the 
Fiscal Year.

Note: If any DGS Control 
#’s are missing, or show 
incorrect information, the 
form will be returned for 
revision.

Important: 
This form must 
be downloaded 

prior to 
completing.



Materials and Supplies inventory should be taken 
within 90 days of the Fiscal Year end.

Indicate if the information from the form was 
compiled from the completion of a physical inventory 
or if the information was obtained from inventory 
records.  

Completed forms should be submitted along with an 
itemized list of property, including description and 
dollar value, to ISSSD.

Inventory Control Manual



Inventory Control Manual

Itemized Listing

There is a count and value for each item listed.  

The itemized listing should match the items, count, and value 
reported on the Annual Report of State Property: Materials and 
Supplies.



Annual Report of State Property: Materials and Supplies

FAQ: Does my Agency have to complete this form if we don’t have a central storeroom?

Answer: Yes.

Do you have supplies on hand that have not been issued to staff (i.e., toners, copy paper, other office 
supplies, cleaning supplies, maintenance supplies, etc.)?  

If you are a small office that orders supplies as needed, and they are immediately issued to staff, you 
should still complete the report and report $0.

Inventory Control Manual



Inventory Control Manual

Annual Report of Fixed Assets

Fixed Assets include land, land improvements, buildings, building improvements and capital equipment.  
Does not include materials, supplies, or non-capital equipment.

Tips for Proper Completion:

▪ Verify that your beginning balances match your ending balances from the previous year.

▪ If they do not match, the discrepancy must be explained and documented. 

▪ Use negative numbers when subtracting.

▪ Transfers to and from other State agencies should be itemized on an attachment.

▪ Complete the entire form.

Completed forms should be submitted along with an itemized inventory listing, including property 
description and dollar value, to ISSSD.



Inventory Control Manual



Inventory Control Manual

Sample Reconciliation



Submitting Annual Reports to ISSSD

Inventory Control Manual

▪ Submit all reports to: DGS.AnnualReports@Maryland.gov

▪ Annual Report of Missing or Stolen State Personal Property
▪ Email Subject Line: [Agency Code] [Agency Acronym] [FY] “AP-Missing”

▪ Email Subject Line Example: 280101 DGS  FY22 Annual Reports

▪ File Name/Attachment: [Agency Code] [Agency Acronym] [FY] “Missing or Stolen”
▪ File Name/Attachment Example: 280101 DGS FY22 Missing or Stolen

▪ Annual Report of Fixed Assets
▪ Email Subject Line: [Agency Code] [Agency Acronym] [FY] “AP-Missing”

▪ Email Subject Line: 280101 DGS FY22 Annual Reports

▪ File Name/Attachment: [Agency Code] [Agency Acronym] [FY] “Fixed Assets”
▪ File Name/Attachment Example: 280101 DGS FY22 Fixed Assets

▪ Annual Report of State Property; Materials and Supplies
▪ Email Subject Line: [Agency Code] [Agency Acronym] [FY] “AP-Materials Supplies”

▪ Email Subject Line: 280101 DGS FY22 Annual Reports

▪ File Name/Attachment: [Agency Code] [Agency Acronym] [FY] “Materials and Supplies”
▪ File Name/Attachment Example: 280101 DGS FY22 Materials and Supplies



Annual Reports



Break Time
10 Min



Electronic Recycling

Benefits

Reduce the total amount of toxics entering the waste 
stream (lead, mercury, and arsenic)

Save landfill space

Conserve natural resources

Reduce the rate of electronic waste generated each year



Electronic Recycling

Current Recycle Instruction

Recycle.  Get 2 quotes from vendors that can recycle 
along with provide a certificate of destruction/recycle, a 
list of items received including make, item description, 
device serial number, and an invoice.  Vendors can be 
found at mdrecycles.org.  After recycling sign Section A 
and return to ISSSD with the backup documents.



Electronic Recycling

Accountability Requires & The Instruction Asks

Certificate of destruction or recycling

Vendor prepared asset list (3rd party verification, accountability)

Invoice

If you do not ask for an asset report your agency cannot provide outside verification of the items recycled 
for approval to remove them from inventory!!!!!



Electronic Recycling

Accountability Requires & The Instruction Asks

Verifiable Audit Trail

We understand the importance of managing our client’s inventory and 
ensuring that every asset is accurately accounted for throughout the 
process. We provide inventory scanning and verification of IT assets and 
media through an Asset Audit report, Certificates of Recycling and Data 
Sanitization. Conforming with the highest standards in the industry.

If you do not ask for an asset report your agency cannot provide outside verification of the items recycled 
for approval to remove them from inventory!!!!!



Inventory Management Resources

dgs.maryland.gov

▪ Inventory Control Manual 
▪ Inventory Forms
▪ Property Officer Training



Inventory Management Resources

dgs.maryland.gov

https://dgs.maryland.gov/Pages/default.aspx


Inventory Management Resources



Inventory Management Resources



Inventory Management Resources

Property Officer Certification

❑ Property Officer Signature Authorization Form or 
Alternate Property Officer Signature Authorization 
Form

 Attendance at Annual State Property Officer Training

Email completed forms to
dgs.statewidepropertydisposals@maryland.gov



Thank You for 
Attending the 
Annual State 

Property Officer 
Training

Inventory: 
Jim Bertocchio

james.bertocchio@Maryland.gov
410-767-4257

Disposals:
Jim Bertocchio

dgs.statewidepropertydisposals@Maryland.gov
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