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Management Reporting help document

Company Property Issued Status
Employee’s often require City-owned vehicles, tools or assorted equipment to support their jobs with 
the City of Minneapolis.  Often times, the City-owned property is permanently assigned by the 
department to employees while employed by the department in their current job or position.  Given 
the high cost of such property, it is critical to protect the City’s investment.  As a result, City 
leadership should effectively monitor the assignment and status of City-owned property.    

This report provides supervisors and managers a tool to monitor the status of property in their 
department.  The report will list all property recorded in HRIS for each department and list employee 
details if the property has been assigned to an employee.

Potential Uses
Potential uses for this report include but are not limited to:

• Determining the whereabouts of a particular piece of equipment or property
• Identifying property that is outdated and needs to be retrieved from an employee and/or possibly 

replaced
• Identifying property that has been assigned to employees that have transferred out of the 

Department or are no longer employed by the City
• Identifying employees that possess certain property types; for example, an employee who has 

been assigned a gas mask or bomb squad kit for their job may be needed to respond to a local or 
national emergency.

About the Information
This report will list all company property that has been recorded in HRIS for your department that 
meets the following criteria:

• Active or inactive property that is currently assigned to an employee (any employment status) 
and not yet returned (Date Returned is blank or greater than today)

• Active property that is not currently assigned to an employee.


