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Property Office will affix 
asset tag to security 

camera for identification 
purposes. 

Requisition is routed in 
FAMIS.   

 

GUIDELINES FOR PURCHASE OF SURVEILLANCE CAMERAS 

IT department emails 
Property Office at 

inventory@tamucc.edu 
when fixed asset and asset 

tag can be generated.  

Purchasing department 
then converts requisition 

into a purchase order. 
 

F9 notation must be made 
indicating a camera is 

included in purchase order.  
Also indicate if a CIP 

project. 
 

IT department will provide 
a spreadsheet with the 

make/model, MAC 
address, serial #,  location, 

and purchase order #. 

IT department creates a 
requisition. 

 

In FAMIS’ FFX module, 
Property Office will place 

MAC address of camera on 
screen 505 and location of 
camera on line 2 of screen 

501. 
 

In the event of camera 
failure, notify Property 

Office. 
 

Property Office will add 
asset # and send 

spreadsheet to IT and UPD. 
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