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Responsible Oversight Executive:

http://law.lis.virginia.gov/vacode/title23.1/chapter13/section23.1-1301/
https://www.odu.edu/bov/bylaws
https://doa.virginia.gov/reference/CAPP/CAPP_Summary.shtml
https://doa.virginia.gov/reference/CAPP/CAPP_Summary.shtml
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Intangible Property – An intangible asset is one that is not physical in nature. Computer software 
(including websites), water rights, easements, brand recognition and intellectual property, such 
as patents, trademarks, and copyrights, are all intangible assets. 
 
Owner - University Budget Unit Director responsible for the inventory, care, control, custody and 
maintenance of capital assets purchased with funds from the respective budget unit(s) or 
accepted as transfer equipment. 
 
Tagged Asset – A capital asset that is assigned a unique identification number (tag)  to ensure the 
asset is accounted for in the University's Fixed Asset System, Banner.  
 

D. SCOPE 
 

This policy applies to all University-owned capital assets and those individuals who are responsible 
for the proper use and control of these assets. This policy also applies to University employees 
who require the use of University equipment to accomplish University business at home (or away 
from the office). Employees include all staff, administrators, faculty, full- or part-time, and 
classified or non-classified persons who are paid by the University.  
 

E. POLICY STATEMENT 
 
It is the responsibility of Budget Unit Directors to maintain oversight, accountability and 
safeguarding of capital assets that are assigned to them. When a Budget Unit Director does not 
exercise due care and maintain custody of the asset, then the budget may be charged up to the 

https://www.odu.edu/sites/default/files/2023/documents/fixed-asset-management-3-800.pdf
https://www.odu.edu/sites/default/files/documents/equipment-authorization-form.pdf
https://www.odu.edu/sites/default/files/documents/equipment-authorization-form.pdf
https://www.odu.edu/sites/default/files/documents/equipment-authorization-form.pdf
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documentation of the change in location and to record the update in the University’s capital 
asset inventory system. 

 
3. Departments may not trade in equipment for credit toward the purchase of new equipment 

without advance approval by the Department of Procurement Services. If approved, the tag 
number assigned to the equipment being traded must be listed on the purchase requisition 
with details showing the gross cost of the equipment as well as the vendor’s trade-in 
allowance. The department should also submit trade-in information to the Office of Finance 
to update the capital asset records once the trade-in has been approved by the Department 
of Procurement Services. 

 
4. Departments must report stolen or vandalized equipment to the Old Dominion University 

Police Department and forward a copy of the police report to the Office of Finance. 
 
5. Departments must complete and submit to the  Office of Finance a Missing Asset Explanation 

Form for tagged assets not found. 
 

6. For capital assets that are no longer needed, obsolete, 

https://www.odu.edu/sites/default/files/documents/missing-asset-explanation.pdf
https://www.odu.edu/sites/default/files/documents/missing-asset-explanation.pdf
https://www.odu.edu/sites/default/files/documents/equipment-turnin-form.pdf
https://www.odu.edu/sites/default/files/documents/equipment-turnin-form.pdf
https://www.odu.edu/about/policiesandprocedures/bov/board-of-visitors-policy-1621
https://www.odu.edu/about/policiesandprocedures/bov/board-of-visitors-policy-1621
https://www.odu.edu/sites/default/files/documents/fixed-asset-workflow-user-guide.pdf
http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
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