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PHASE 1
Start of the audit period



Run the CAM021 - Asset Inventory report in Cognos/BI
• Tip: Steps are included on how to prepare and sort the report 

when making your audit plan, ensuring an efficient audit process

Share the report with those responsible for assets and ask
for their assistance in locating assets

Know your assets

Missing assets or asset tags? Notify CAM at 
camhelp@msu.edu as soon as possible for assistance.

https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/capitalassets/docs/22tut04-runassetinventoryreport.pdf
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Schedule to begin your audit in the assigned month
• CAM has limited resources and audit availability designated to 

support your unit
 Be sure to maintain progress and make appointments until completion 

Determine the appropriate audit length based on the quantity of 
assets, location, and accessibility
• Available time slots: 30-minute to three-hour appointments
 Multiple appointments can be scheduled 
 Follow this tutorial for off-campus assets

Schedule your audit

Schedule an audit appointment or learn more on our website: https://capitalassets.msu.edu/tracking-and-auditing.html

https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/capitalassets/docs/22tut11-off-campusassetaudits.pdf
https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/capitalassets/docs/22tut11-off-campusassetaudits.pdf
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https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/capitalassets/docs/22tut11-off-campusassetaudits.pdf
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Determine the most efficient use of time for each appointment
 

Schedule when those responsible for the assets are available
 Note: CAM does not have keys or access cards to any buildings

or rooms
 

Notify people when the CAM Auditor will be coming to assist with 
the audit to avoid any surprises and allow them adequate time to 
prepare the assets and coordinate access requests. 

Make an audit plan

Schedule online: https://capitalassets.msu.edu/tracking-and-auditing/cam-assisted.html

https://capitalassets.msu.edu/tracking-and-auditing/cam-assisted.html
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PHASE 2
Day before the audit



A booking confirmation and reminder email will be provided to the 
person who initially made the appointment
 Contact CAM if there are any changes to avoid delays

Remind your team that the CAM auditor will be visiting and what to 
expect

Prepare an updated copy of 
the CAM021 - Asset Inventory report 
so you are ready for the audit

Audit preparation

mailto:camhelp@msu.edu?subject=Audit%20appointment
mailto:camhelp@msu.edu?subject=Audit%20appointment
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PHASE 3
Day of the audit



Meet the CAM auditor at the designated meeting point
• Tip: bring your CAM021 - Asset Inventory report, a pen, and a 

highlighter
• Be prepared to take notes and

record your progress

Meet the auditor

Our CAM auditors come prepared with a barcode scanner, 
asset tags, and a separate report for confirming the data in 
KFS asset records, which may differ from your report



Guide the auditor through the building(s) and rooms, indicating 
capital assets and tag locations

You may be asked to capture serial numbers or other 
important information to update the KFS asset record

The CAM auditor will replace damaged or missing barcode tags 
during the appointment

Conduct the audit

If needed, the CAM auditor will discuss tagging exceptions 
and alternative tracking methods during the audit.



Conduct the audit

The CAM auditor will scan asset tags and verify information 
against KFS asset records, noting any discrepancies
• Tip: Track progress during the audit appointments

Verified assets
Remaining or missing assets
Follow-up actions required of your unit

•
•
•

If your audit includes multiple buildings, guide the auditor to the 
secondary location(s) and repeat the audit process

Schedule appointments until all assets are verified



PHASE 4
After the audit



Follow-up with CAM

The CAM auditor will upload the scan file to KFS
Any errors requiring investigation will be emailed to you 
Continue investigating errors and missing assets until they are 
resolved, and communicate with CAM between appointments




Maintain scheduled appointments until all assets have been located 

Have outstanding questions following the audit? 
Schedule a 15-minute CAM Audit virtual meeting, or 
Email camhelp@msu.edu

•
•  

Check out the FAQ section: https://capitalassets.msu.edu/reference-and-training.html

https://outlook.office365.com/book/Bookings.CapitalAssetManagementAuditScheduler@booking.msu.edu/?ismsaljsauthenabled=true
mailto:camhelp@msu.edu
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Certify the completed audit

Sign and submit the Annual Asset Inventory Certification form

Be sure to keep a copy of the completed certification form for your departmental records!

• Mail:
Capital Asset Management Audit
Administration Building, Room 10
426 Auditorium Road
East Lansing, MI 48824

• Email: 
camhelp@msu.edu

https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/capitalassets/docs/22for01-annualassetinventorycertification.pdf
mailto:camhelp@msu.edu
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