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	Property Asset Management

Custodian Delegate Appointment

	The secretary of the Department of Management Services is the primary custodian responsible for the supervision, control and disposition of the property in the agency.  The secretary may delegate this responsibility to persons under his or her supervision as a secondary custodian (SC). The secondary custodian is responsible for the use and immediate control of property and may appoint custodian delegates (CD) within their organization to help.   

Your responsibilities as a custodian delegate are defined in the Property Asset Management (PAM) policies located on the PAM Web site at: dms.myflorida.com/pam.  The property administrator (PA) will contact you to schedule one on one training if requested.


	Division
	 
	Date
	

	Custodian Delegate Name
	
	Office Phone
	

	Custodian Delegate Title
	
	State Cell
	

	Custodian Delegate Mailing Address
	

	Org. Ranges under Custodian Delegate Responsibility
	

	
CHECK LIST

	Responsibility of
	Task
	Date

Completed

	Property Administrator
	Send appointment email notice to CD to include dates online training and special inventory are to be completed with copy to SC and PAM team.
	

	Property Administrator
	Completes appointment form and E-mail to CD.
	  

	Property Administrator
	Updates FLAIR Org. Codes to reflect the new CD information.
	

	Property Administrator
	Adds CD to Outlook E-mail group:

ADM PROPERTY CUSTODIAN DELEGATES LIST
	

	Property Administrator
	Verifies the previous CD has been removed from the group.
	

	Property Administrator
	Verifies Custodian Delegate completed online training by mm/dd/yyyy.
	

	Property Administrator
	Conducts one on one Custodian Delegate training if requested. 
	

	Property Administrator
	Special Inventory completed by mm/dd/yyyy.
	

	I acknowledge and accept the responsibilities of a custodian delegate.  I understand I am responsible for complying with the PAM policies and will be held accountable for any violation and subject to appropriate disciplinary actions as they apply.  I understand it is my responsibility to notify my secondary custodian and property administrator of any misconduct associated with property under my assigned organization codes.  
Signature of Custodian Delegate:  _______________________________________  Date:  _____________
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