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Instructions Below

Office of the Controller
Employee Equipment Acknowledgment Form (EEAF) System Access Authorization Form and Agreementdropdown



	User Action:	Add
	
	Delete
	
	School/Unit: 
	
	


	User Information
	Role: Custodian
	
	Report Viewer Only

	User Name:
	Department Name:
	Campus Phone:

	
	
	

	Title:
	Campus Email Address:
	Date:

	
	
	

	Department Access Information

	The employee named above is authorized to have the designated role in the EEAF System for the following departments. Note: Please attach a list of departments if additional space is needed.

	Department Name
	Department ID
	Department Name
	Department ID

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	By signing this form, you are acknowledging that you have read UMB Policy VIII-1.10(A) Non-Capital
Assets and Financial Services Standard Operating Procedure 2132 Non-Capital Assets.

	
	

	User Signature
	Date

	

	On behalf of the department(s) indicated above, I hereby authorize the User, whose signature appears above, to
have the Choose One:	Role in the EEAF System for the specified department(s).

	
	

	Authorized Signature – see Instructions
	Date

	
	Email completed form to: GeneralAccounting@umaryland.edu
For questions, please contact General Accounting at 410-706-6025.

	Authorized Signer Name (Please Print)
	

	
	

	Title (Please Print)
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Employee Equipment Acknowledgment Form (EEAF) System Access Authorization Form and Agreement
Instructions

The EEAF System Access Authorization Form and Agreement is used to request the Custodian or Report Viewer Only role in the EEAF System. The Custodian role is assigned to an employee who is authorized by the school or department to manage the stock of non-capital assets. The Custodian role in the EEAF System includes entering data, maintaining user and equipment status, and running reports. The Report Viewer Only access grants authority to view reports, but does not allow the user to add, delete, update, or modify data.
[image: *] Important Note: This form must be signed by a person with the authority to assign asset custodian or reporting responsibilities. In some cases the authorized signer may be an employee of another department; while in other cases the authorized signer may be the department head. See examples below.

	Organizational Model
	Description
	Authorized Signer

	Centralized
	A central office manages assets
for multiple departments.
	A manager or supervisor of the
central office.

	Distributed
	Individual departments/units
manage their own assets.
	A manager or supervisor of the
individual department/unit.



If you are not sure which model your department follows, consult your supervisor.


Instructions
1. Indicate whether the request is to add or delete access.
2. Select the appropriate school or unit. If more than one school/unit applies, select one and include a note with the form.
3. Indicate the type of access: Custodian or Report Viewer Only.
4. User Information: Type all information exactly as it appears in the UMB Campus Directory. Name, department, phone, title, and email address are listed in the directory. Use the Unit/School/Department in the campus address field for the Department Name (i.e. street address, room number are not necessary).
5. List each department and department ID for which the role applies. A spreadsheet containing this information may be attached if there are many departments.
6. The User (Custodian or Report Viewer) signs the form acknowledging and agreeing to the responsibilities set forth in the policy and procedures.
7. The authorized signer (see above) signs the form acknowledging the User is authorized to have the role for the departments listed on the form, or accompanying spreadsheet.
7. Print authorized signer’s name and email the form and any attachments to Financial Services – General Accounting.
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