[image: ]

PROPERTY CONTROL MANAGEMENT
[image: j0399981][image: MPj03059380000[1]]
[image: j0205462][image: MCBD05016_0000[1]]

FIXED Assets PROCEDURES MANUAL
EL PASO INDEPENDENT SCHOOL DISTRICT
EL PASO, TEXAS 79925
Tel (915) 759-2708		FAX (915) 759-2712

Fixed Assets PROCEDURES MANUAL

TABLE OF CONTENTS


Introduction	4

Preface		5

Statutory provisions	6

Property definitions	7

Capital and expense policy	8
· Office Furniture, Fixtures, Machines and Equipment
· Land
· Land Improvements
· Buildings and Improvements
· Construction in Progress
· Library Books and Materials

EQUIPMENT ACQUISITIONS	11
· Capital Equipment
· Controlled/Fixed Assets
· Attractive Property/Theft Sensitive Items
· Trade-ins
· Donations
· Gifts
· Capital Leases

Account coding	14

 Receiving process FOR CONTROLLED/fixed ASSETS	16
· Procedure
· Missing Asset Tag

Tagging of property	18
· Types of Tags
· What to Tag
· Procedure 
· Notebook Items


Property transfers	21
· Property Relocation
· Property Transfers Procedure
· Property Retirements
· Property Trade-in
· Cannibalization
· Missing/Stolen Property
· Classroom Use
· Property Loans/Off Campus Use
	
Surplus property	26
· Property Disposals

Physical inventories	28	
· Barcoding Process
· Inventory Monitoring
· How an Inventory is Conducted

Strategic plan for conducting 
	A physical inventory at EPISD	31

PROPERTY INCLUSIONS/exclusions	35
· Office Furniture and Equipment
· Vehicles
· Property to be Excluded From Inventory 

GENERAL EXPECTATIONS DURING A PHYSICAL INVENTORY	36

Property responsibility	37
· Property Control Management Responsibilities
· Principal/Department/Administrator Designees
· Facilities Office Responsibility

Employee exit clearance	40

Definitions	41

Policies and procedures	43

Forms and exhibits	63

PROPERTY CONTROL
MANAGEMENT DEPARTMENT


INTRODUCTION


The role of Property Control Management (PCM) is to establish guidelines and procedures governing the accountability, control, transfer, and ultimate disposal of tangible district property acquired by El Paso Independent School District (EPISD).  The scope of PCM is to ensure that these procedures are applicable to all accountable property owned or controlled by the EPISD and apply to all personnel responsible for the accountability, control, and safeguarding of this property.


The Mission of the Property Control Management Department is to provide a comprehensive fixed asset accounting system that provides expertise, complies with State and Federal mandates, as well as internal/external audit requests, expedites fixed asset accounting recording/reporting, and ensures the tracking, safeguarding, transfer, disposition and accountability of all personal property.

The Property Control Management:
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·  Plans, coordinates, and executes cyclically a District-wide physical inventory of personal property to include all Campus sites and Departments.

· Maintains, reconciles physical inventory records, and assigns costs to district property.
	
· Controls, maintains and executes property transfers to include all movements of property on a temporary or permanent basis.

· Reviews, processes and reports surplus/salvage furniture & equipment which are unserviceable, destroyed, lost, stolen or traded-in. 

· Plans, coordinates and facilitates accountability, reporting and tracking of personal property along with the Warehouse Department for public auctions to dispose of surplus and obsolete property.

· Maintains Subsidiary Ledger/Master File for furniture and equipment database for controlled/fixed assets property with a unit value of $500 to $4,999.99, and all theft-sensitive equipment subject to personal conversion regardless of cost.

PREFACE


School Districts, like Corporations, require large investments in capital property to accomplish their respective missions.  The enormous variety of District property becomes a valuable adjunct to preserve and protect.


Property Control Management, a division of Procurement Services at El Paso Independent School District, is charged with the responsibility of maintaining inventory records of all accountable personal tangible property acquired by the District.

				
The purpose of this Property Control Management Manual is to provide guidelines for monitoring any changes affecting District property.  This manual has been written from the property user’s perspective.


The “heart” of any fixed asset system is in explicitly guiding the property user in making these changes subsequent to the original acquisition.  This manual will instruct the property user on how and where to go to make these changes.


The Property Control Management Department is responsible for the record-keeping and accounting for what is a substantial portion of the District’s total assets.  


This manual places specific responsibility and accountability for District property with the campus/departments and employees using the property.  The various possible methods of property acquisitions are discussed in detail, along with instructions for feeding the information into the property accounting system.  Property transfers are also discussed in detail, as they are the most frequent form of property movement and need to be recorded immediately if this system is to succeed.  District property retirement instructions are included so employees can assist in identifying idle, damaged or stolen property.  Specific procedures and related forms have been included in this manual for the District employee assisting in implementing the property accounting system.








STATUTORY PROVISIONS




“Each Agency should ensure that an employee entrusted with property exercises, at a minimum, reasonable care for its safekeeping.  The term “reasonable care”   means that steps have been taken to maintain the upkeep of said property in an acceptable manner; to ensure the security of any property; to ensure that the property can be located at any time requested; and to ensure that the person responsible for the property is known”. (Texas Government Code Ann. Sec.403.273, Vernon Sup. 1993).

RESPONSIBILITY 

“All District staff, regardless of classification or function, shall exercise the utmost care and diligence in the use, maintenance, and protection of all public assets placed under their care and/or custody. District schools and departments shall have specific roles and responsibilities for direct fixed asset custody, record keeping, and regular reporting, as outlined in the guidelines and procedures manual for fixed assets, and shall be accountable for their timely execution and compliance”.  Board Policy CFB (LOCAL) 

Each campus/department is responsible for the accountability and management of all inventoried property with assistance provided by the Capital Assets Accountant and Property Control Management.  (Financial Services Bulletin 18)

Delegation of responsibilities and duties may be necessary to accurately complete the physical inventory process within the scheduled time.  However, such delegation does not remove the site administrator’s responsibility for proper accounting of the assets under his or her care”. Board Policy CFB (LOCAL)   

PROPERTY CONTROL MANAGEMENT DEPARTMENT

Property Control Management (PCM) will facilitate the support and guidance to campus/department sites by establishing guidelines and procedures governing the accountability, control, transfer and ultimate disposal of tangible personal property acquired by EPISD.

PCM will ensure that these policies and procedures (CFB, CI (Local), Financial Services Bulletin 17, 18) are applied to all accountable property owned or controlled by EPISD. 





PROPERTY DEFINITIONS


PERSONAL AND REAL PROPERTY

There are two major classifications of property (sometimes referred to as fixed assets):

1.	Real Property includes:

	Land
	Buildings
	Land Improvements - Such as pavement, drainage systems, landscaping, etc.
      
These must be within capital and expense policy limitations.

2.	Personal Property includes:

	Library Books and Material
	Equipment - this must be within capital expense policy limitations
	Furniture and Fixtures

Both real and personal property shall be referred to simply as property in this manual.





CAPITAL AND EXPENSE POLICY


The purpose of this section is to establish guidelines for classifying property expenditures as capital or expense.  Generally, any unit of property having a useful life in excess of one year, and a cost greater than $5,000 will be capitalized.  Any unit costing less than the threshold limit will be expensed.  Cost includes all costs to acquire, install and test property (see exhibit 9 and 10 by the Financial Services Department).

All Capital Assets recording/reporting is channeled through the Capital Assets Accountant, under the direction of the Executive Director, Financial Services.  PCM coordinates with Financial Services the inventory, tagging and the tracking of Capital Assets.


OFFICE FURNITURE, FIXTURES, MACHINES AND EQUIPMENT

These items should be capitalized if:

1.  The total item cost is $5,000 or more.
	

LAND

This includes all acquisitions, regardless of cost.



1. Acquisitions by Purchase

· Land purchased by the District is recorded at the lower of cost or fair market value.  Total capitalized cost includes: land, title, broker’s fees, landfill, clearing, grading and other costs necessary to prepare the land for its intended use.

2. Acquisition by Gift or Bequest 

· Recorded at fair market value at the date of the gift (appraisal usually should have been completed).

3. Acquisition through Eminent Domain 

· Recorded at the amount of the court award made to the landholder(s).





LAND IMPROVEMENTS

This category consists of land improvements made outside the building.  Improvements to land other than buildings, which are required to make land ready for its intended use, are considered capital assets.
 
Improvements include: landscaping, roads, walkways, tunnels, utility facilities, drainage systems, parking lots, tennis courts, athletic fields, fences, curb streetlights, statues, structures, flagpoles, outdoor lighting, and similar items. 

Capitalize improvements if:

1.             The individual expenditure is $5,000 or more.

BUILDINGS AND IMPROVEMENTS

1. Buildings 

· The cost of buildings (permanent structures housing persons and personal property) is the construction cost of the building shell and its components. Examples of construction costs include, but are not limited to, buildings materials, architects’ fees, subcontract fees, rent for property, other than real property, to complete construction, operating and maintenance costs for property used in the construction, site preparation, compensation for work performed, and cost of supplies consumed in the construction. Capitalization takes place during the completion of the project.



2. Building Components 

· Building components are items permanently attached to the building shell necessary for the building to be used as intended.  Building components are either integral to the building or cannot be removed without damaging the building or component. Examples of building components are plumbing systems, electrical wiring, and air-conditioning duct work.

3. Building Additions 

· New additions to buildings resulting in additional square footage are capitalized regardless of the dollar threshold.

4. Renovations  

· The substantial alteration or remodeling of existing buildings that materially extends the original life of the buildings and/or increases its use.

5. Demolition Costs 

· The cost of building demolition in preparation of new construction is added to the cost of the new building as “site preparation costs”. If new construction is not planned, the demolition costs are not capitalized.

New Buildings and Improvements should include the cost of structural shell and all supporting service systems which contain: heating, plumbing, air conditioning, fire prevention, power requirements and elevators.

Substantial expenditures which materially enhance the value, increase the utility or extend the useful life of the building should be capitalized.  Capitalize when:

· The cost per job is $5,000 or more.


CONSTRUCTION IN PROGRESS

This category is used to temporarily capitalize the labor, materials, equipment, and overhead costs of a construction project.  Upon completion such costs are transferred to one or more of the other capital classes of assets. 


LIBRARY BOOKS AND Materials

All library books, and films that meet the one year or more useful life criteria and have a per unit value equal to or greater than $5,000 are capitalized.






EQUIPMENT ACQUISITIONS


New purchases of controlled/fixed asset property.

When acquiring equipment on a Purchase Order, correct object codes are essential for determining capital vs. noncapital equipment. The utilization of correct object codes is also important to the timeliness and accuracy of reporting equipment in the property control system.

The Property Control Management Department reviews all general ledger activity in the controlled/fixed asset property object codes. This serves as a control device for ensuring that all expenditures are properly accounted in the property control system. Each transaction involving controlled/fixed asset property is reviewed to determine if the amount should be capitalized and added to the property file, corrected by journal entry voucher or process a changed order. 


CAPITAL EQUIPMENT

Equipment that is not permanently attached to buildings or grounds, has an acquisition cost of $5,000 or more, and has a life expectancy of one year or more is classified as capital equipment.   
												

CONTROLLED /fixed ASSETS 

1. Tangible, movable, personal property
2. Unit cost of $500 up to $4,999.99 
3. Reasonably identified and controlled through physical inventory 


ATTRACTIVE PROPERTY/THEFT-SENSITIVE ITEMS

Exceptions to the general guidelines are items that do not meet the dollar limit but are sensitive to personal conversion.  These items are tagged, controlled and inventoried for accountability and tracking purposes. 

The campus/department administrator should exercise appropriate stewardship and accountability in the safeguarding of this property. 

Attractive Property/Theft-Sensitive Items include the following: 

· Guns/Rifles (all types)
· Fax Machines
· Stereo Systems
· Video/Audio Recorders and Players – DVD, CD, TV, VCR and Camcorders
· Projectors – Video/Digital
· Palm Pilots/Organizers/PDA’s
· Printers (All)
· Computers (CPU’s)
· Laptops/Notebooks
· Scanners 
· Digital Cameras
· Any other items determined to be exceptions for accountability and tracking purposes.


TRADE-INS

The fair market value of equipment used as a trade-in to acquire new equipment is included in the cost of the new equipment in the property control record.


DONATIONS
					
All donation offers must be channeled through the Principal/Department Head and the Level Associate Superintendent.  He/she will determine if acceptance of the donation is of benefit to the District through consultation and if approval is needed from Technology Services, or other Cabinet members.  If the donation is deemed beneficial, he/she will submit the required Donation Approval Request Form (see exhibit 3).  Donations of capital assets/furniture and equipment will be accounted for in the same manner as any District property. The property will be assigned a property barcode number and will be listed in the property subsidiary ledger.


GIFTS

Gifts and bequests are recorded at the fair market value at the date of the gift.  The value of gifts and bequest in excess of $5,000 is determined through independent appraisal or through other approved valuation procedures.


CAPITAL LEASES

All property acquired through an official lease purchase agreement should be capitalized at the time equipment is received.  Separation is acknowledged at the inception of the lease and recording the cost of the asset and its liability is done at this time. 




Capitalization Criteria (must meet only one to qualify):



1. The lease transfers ownership of the property to the lessee.

2.  	The lease contains a bargain purchase option.



3. The lease term is equal to 75% or more of the estimated economic life of the leased property.

4. The present value of the minimum lease payments (excluding executory costs) equals or exceeds 90% of the fair market value of the leased property.

Leases that do not meet any of the four criteria are classified and accounted for as an operating lease not subject to capitalization guidelines.





ACCOUNT CODING


The account code structure is designed to identify “capital/fixed assets” through the purchasing process.  The unit cost of an item purchased and the type of item to be purchased will determine the fixed asset category and subsequent coding to be utilized (see exhibit 9 account code matrix). The following are the types of expenditure coding to be utilized:

Capital Assets

1.  	Unit Cost $5,000 or more
	The purchase shall be classified as capital outlay (66XX series)

· Tagged and controlled through the annual rotational inventory audit process on Capital Assets Subsidiary Ledger
· Classified as State Defined
· Accounted for in the District General Capital Assets Account Group
· Most common Capital Asset Codes:
· 6631 Vehicles
· 6636 Technology Equipment
· 6639 Furniture and all other equipment and software not classified elsewhere

Controlled/Fixed Assets

2.	Unit cost < $5,000 
The following account codes should be utilized to purchase the following items considered controlled/fixed assets which are tagged and controlled through the annual inventory process (63XX series): 

Items with a unit cost between $500 - $4,999

· Most common Controlled/Fixed Asset Codes:
· 6395 Technology Equipment 
· 6396 Furniture and Equipment
· 6397 Software
· 6398 Musical Instruments

Theft sensitive items with a unit cost < $500 and any other items, regardless of cost, determined to be exceptions for accountability and tracking purposes.

· 6395 Technology Equipment	Computers, Projectors, Digital/Video, Alpha Smarts, Printers, Scanners, Palm Organizers, PDA’s, etc. 

· 6396 Equipment	Fax machines, Stereo Systems, Cameras Digital, Camcorders, Recorders/Players, DVDs, TVs, VCRs, CDs, Guns/Rifles

RECEIVING PROCESS FOR CONTROLLED/fixed ASSETS


PROCEDURE

All new purchases of inventory equipment will be barcoded following District policy. 

PCM’s goal is to barcode all accountable property prior to delivery to campus/department site. 3

The following is the current process to identify and tag accountable property: (upon TEAMS implementation-controlled/fixed asset module, a new process for identifying and tagging of controlled/fixed assets will be implemented) 

· All Controlled/Fixed Asset purchases must follow the requisition process and be delivered through the Warehouse Department for tagging.

· Under special circumstances, the Purchasing Department may arrange for items to be delivered directly to the user site.  If authorized, PCM must be NOTIFIED IMMEDIATELY to coordinate the tagging of these items. 

· In conjunction with the Purchasing Department, PCM personnel will review the unprinted purchase order report to identify all controlled/fixed asset and theft sensitive items requiring a barcode. 

· A report will be generated to be shared with Purchasing, the Warehouse Department and PCM identifying purchase order with accountable items to be tagged. 

· Once shipment is received by the Warehouse Department, it will be tagged by PCM prior to site delivery.

· A Manifest will be generated by PCM identifying items tagged on the purchase order and the location site these items were sent to for final delivery (building/room) location (see exhibit 8).

· The Manifest is documentation needed to finalize the location of the controlled/fixed asset as it provides information such as BLDG and ROOM number.  This information needs to be provided by the site administrator to PCM to properly document the final physical inventory destination of controlled/fixed asset. 




Missing Asset Tag

Items normally recorded as controlled/fixed assets found at a site without a barcode should adhere to the following procedure:

· If a controlled/fixed asset item is discovered by the campus/department site, a memorandum or email needs to be issued to PCM.   This memorandum needs to detail information such as asset description, model number, brand name, serial number and physical location.

· If a tag number already existed for the asset item, PCM will issue a new one transferring all asset information and deleting the lost tag number along with asset information.

· If the item is determined not to be on the subsidiary master file ledger, the item will be tagged and recorded into the inventory system.  

· If the original acquisition cost for an untagged item cannot be determined from District records, an estimated value for the item will be assigned based on other comparable assets. 
















TAGGING OF PROPERTY


All controlled/fixed asset property will be issued unique identification tags to facilitate the physical control and identification necessary for fulfillment of custodial responsibilities.

PCM is responsible for tagging furniture and equipment for the District.  The main purpose of tagging is identification.  The tag number provides a cross-reference to the inventory record which provides a detailed description of the asset and location.  This information is of great value for insurance claims and reporting purposes. Tagged property provides a means of assigning responsibility for specific property to employees of the District.  Since the District is the recipient of Federal/State grants, their standards require us to maintain accurate property records for the identification and control of assets purchased with Federal monies.  Tagging, therefore, plays an integral role in our property management system.  Tags are also, to some extent, a deterrent against theft.


TYPES OF TAGS

PCM is responsible for controlling issuing and recording property tags.  Tags are numerically sequenced.  


WHAT TO TAG

As a general rule, capital assets, controlled /fixed assets and attractive/theft sensitive property readily movable shall be tagged.  All non-district property, with the exception of property purchased with Federal/State monies, shall not be tagged. 

When it is not practical to affix a tag, the tag number will be applied by use of stencil with point, etching needle, steel disc, paint or other practical method.  

Non-Taggable Property - Items such as chairs, tables and other pieces of furniture and equipment whose cost falls below $500 and is not considered Attractive Property will not be tagged by PCM.  The site campus/department administrator responsible for District property may wish to tag their own “Attractive Property” items with a Department generated generic number bearing a tag with their department’s name.  







PROCEDURE

Tangible Personal Property items will be tagged on the front, top or back.

Classroom/Administrative Equipment:	

1. Appliances – upper right corner
2. TV’s projectors and Cameras – back, near ID plate
3. Computers – side corners 

Operating and Maintenance Equipment:

1. Generators, Air Compressors, Vacuum Cleaners, and Floor Buffers – by Manufacturer’s ID plate
2. Welding Machines – upper right hand corner on front panel
3. Drill Press, Ban Saws – by manufacturer’s ID plate on the side of head

Kitchen Equipment (Appliances):

1. Mixers and Choppers – by manufacturer’s ID plate
2. Ranges – by upper right side of range
3. Food Warmers and Dishwashers – by manufacturer’s ID plate or upper right              corner

Vehicles:

1. School bus - above the sun visor by the VIN # or on the door
2. Pick-up truck - passenger side door jam
3. Cargo van - passenger side door jam
4. Passenger van - passenger side door jam
5. Large Delivery truck - passenger side door jam
6. Farm equipment - manufacturers ID tag
	
The intent is that the location of the District tag be as uniform as possible and not present difficulty in locating and reading the numbers, regardless of how or where the item may be located for future use. 

If an item of controlled property consists of two or more units that cannot be used separately or cannot be interchanged with similar type of equipment, then the property tag should be placed on the main unit.  All other components should be marked with the number issued to the main unit.

If an item of controlled property consists of two or more units that can be interchanged with similar type equipment, then each unit should be tagged separately. 


NOTEBOOK ITEMS

Notebook items that are considered controlled/fixed asset items and due to their complexity cannot be appropriately tagged are documented by issuing a Site Contact Inventory Form (see exhibit 7).  This PCM Inventory Form describes the information of the controlled/fixed asset such as Site, Room, Item Description, Brand/Model, Serial Number (if any); Purchase Order/Donation and assigned Barcode Number.



















PROPERTY TRANSFERS


Property Transfers include all movement of personal property on a temporary or permanent basis.  These include movement of furniture and equipment from one location to another within a campus/department and transfers of property from one campus/department to another, or surplus.

Transfers between units change the responsibility for an item from one unit to another.  The property master file and property accounting ledgers are updated to reflect this information.  Transfers between campus/departments affect the organization charged with the custody of the asset in the Property Control Management Master file.  The new site administrator will be updated to reflect the new responsible campus/department as well as proper asset location.

Campus/Department site administrators are the official delegated asset custodians, responsible for the proper utilization and reporting requirements of District assets in their respective areas.  To properly account and document a property transfer, a PROPERTY CONTROL TRANSFER FORM (PCTF, stock# 128672 see exhibit 1) is utilized to record and change the property responsibility or location.  Please provide all required information for the type of action requested in the PCTF order to expedite its handling.  The District Warehouse Department is responsible for moving District property.  Failure to follow PCM transfer procedures will delay the moving of any property and accountability will be trailed back to the last assigned asset custodian.

The physical safeguarding of District assets and recording accountability is a combined effort.  PCM relies on adherence to property control transfer procedures to document and record a change of property responsibility or location.  

Transfers of externally-funded (state or federal) equipment are not allowed unless provision of the original grant allows it.  Check with the External Funding Department before requesting transfers of this type of property.


PROPERTY RELOCATION

If the property is moved and remains under the control of the same accountable administrator, a PCTF needs to be filled out so that the department inventory record may be updated with the new location. 

					





PROPERTY TRANSFERS PROCEDURE

Guidelines for recording and inputting transfers of District-owned property submitted on Property Control Transfer Form (PCTF).

1.	Review Campus site and room number codes on the PCTF to ensure they are annotated and correct.  

2.	Enter the tag number information from the description section of the PCTF as follows:

	a.	The tag number should be in the Master File (MF), if it is not see number 3. below.  
	b.	Compare the item’s description on the PCTF to the description in the MF; both descriptions should be the same.  If they are not the same, use the MF description.
	c.	Next compare the serial number on the PCTF to the number in the MF.  If they are not the same, then PCM must contact the campus/department site so the asset can be physically identified and the correct serial number can be entered into the system.

3.	If the tag number in the description section of the PCTF is not in the MF or the item has no tag number, then the following procedure applies:

	a.	The item and tag number must be physically verified.
	b.	If the property is valued at $500 or is considered attractive/theft sensitive property, documentation will be required to process the transfer.  
	c.	If the item transferred does not have a tag number then a new tag number will be assigned.

4.	The accountability “FROM” section of the PCTF should have the campus/department name, and be properly signed and dated by the responsible person that is being relieved of the equipment.

5.	The accountability “TO” section of the PCTF should have the campus/department name, and be properly signed by the budget head or designated responsible person for  assigned equipment that is being transferred.

6.	When all the data is entered into the computer and you are satisfied that all the information is correct, then place the current date, your initials and write “ENTERED” on the front of the PCTF.  The PCTF’s are filed by the month.

7.	Transfers - Transfers into an already inventoried department should be updated into the physical inventory file.





PROPERTY RETIREMENTS

Property retirements refer to any property which will not be used due to:

· Obsolescence
· Wear
· Damage
· Theft
· Trade-in
· Idle
· Surplus/Salvage
· Cannibalization


PROPERTY TRADE-IN

All requests for a property trade-in must be placed on a departmental memorandum, forwarded to PCM and Purchasing Department, and must contain the following information:



· Description, including serial number if applicable
· Tag number
· Date acquired
· Original cost
· Location
· Condition
· Purchase Order number

The EPISD barcode identification number must be removed from the controlled/fixed asset property before it is returned to the vendor. Before a personal computer is traded-in, it must be examined for any software assigned to it to be removed.  A property adjustment in the Master File/Furniture and Equipment account will be reflected once the controlled/fixed asset property has been returned to the vendor.


CANNIBALIZATION

District campuses/departments requesting permission to cannibalize an item must notify PCM by submitting a cannibalization request memorandum signed by the department’s site administrator/budget head.  The description of the property, its current condition and the reasons for cannibalization must be provided.  Also required is the EPISD property identification number (tag), campus/department, item location, and contact name.

PCM will research the item by its age and acquisition cost.  If approved for cannibalization, the PCM Assistant Director will sign the memorandum and return it to the department.  The campus/department will remove the property tag and return this tag with a copy of the memorandum to PCM.

If the initial request for cannibalization is denied, the PCM Assistant Director may, in writing, request additional information or state reason for denial.  Reasons for denial may include the determination that property is still useful in its present state or it has value as a trade-in.



MISSING/STOLEN PROPERTY

As soon as the loss of property is noticed:

· Report it to immediate supervisor
· Notify District Police Department (915-887-6880)
· Complete and submit Notification of Missing/Stolen Property Form (stock# 128570 see exhibit 4) to be filed with PCM within three days of the incident. 

Information needed for Notification of Missing/Stolen Property Form:

· Date of reporting to Police, incident discovered by, and Police Officer contacted
· Investigation number
· Description of stolen item(s)
· Barcode/Model/Serial Numbers (if available)
· Purchasing Replacement Quote
· Budget Authority Signature 


CLASSROOM USE

Faculty and other personnel using the classroom and lecture rooms are responsible for the safeguarding of the equipment temporarily assigned to the room, such as projectors, Smart Boards, digital cameras, etc.











PROPERTY LOANS/off campus use 

As per CFB (LOCAL) – Board Policy, “All assets removed from a site require proper documentation and approval and shall be recorded in the fixed asset management system”.  Only the site administrator is authorized to provide approval via signature.  By releasing District property for at-home use, the site administrator shares responsibility for the protection of the asset from loss or damage.  In the event the asset is lost, damaged, or stolen, the student, guardian, employee, or administrator shall be liable to the district for the cost of having the asset replaced or repaired.

No employee of the District shall use any equipment or supplies for any purpose other than the official business of the District. Property Loans should be handled according to the procedure as described in the Policies and Procedures section of this manual (see pg 43).  Any property borrowed must be accompanied by the Equipment Checkout Request Form (stock# 128048 see exhibit 5) to document the agreement and the conditions of the loan.

Property may be used off campus only if such use will further the goals of the District.  Such removal must be authorized by the site administrator and appropriate documentation filed with PCM. 

Personnel checking out state/federal property to be used off campus must be informed as to the measures to be taken when an item in their custody is lost or stolen, otherwise they may be held personally liable.  They may use their personal copy of the Equipment Checkout Request Form as their receipt of permission.


SURPLUS PROPERTY


Property no longer needed by a campus/department becomes surplus.  If the site administrator/budget head is aware of need for this property elsewhere in the school district, the site administrator may make arrangements to transfer the property to that location.  If need of the property is not known, it should be transferred as Surplus/Salvage Property to the Warehouse Department by using a PCTF.

Campuses/Departments interested in obtaining surplus items should contact PCM to make arrangements to view and possibly obtain the items needed.  PCM must approve the transfer of surplus property.  Items will be distributed as needed on a first-come, first-serve basis. 

Periodically, property within a department may be declared a surplus property because it is:

a. Excess to the needs of the unit, but still serviceable or functional - office equipment and furniture.

b. Obsolete due to state-of-the art equipment, such as computers, electronic equipment, etc.

c. Unserviceable and/or requiring extensive uneconomical repairs - including damaged equipment.

If any of these categories apply, a PCTF should be processed and sent to PCM to have the controlled/fixed asset removed from campus/departmental site, and transferred to the Surplus Property in the Warehouse Department for storage, until the next Surplus Property Auction.  


PROPERTY DISPOSALS 

It is recommended that District campuses/departments make the property available to other District areas.   

All disposals must be done in a manner which is determined to be most advantageous to the District and in compliance with District policies and procedures (CI (LOCAL)-Bulletin 17 see pg. 52).

District campuses/departments may not sell or otherwise dispose of property or supplies owned by District without prior written administrative approval of The Board of Trustees, Superintendent, Chief Business Officer or other authorized designee. The purpose of the written authorization is to ensure that the disposal procedure utilized is appropriate and in compliance with District regulations and the state procurement code.

District property that cannot be sold or disposed of as a surplus or salvage may be destroyed as worthless salvage. Determination requires the approval by the Chief Financial Officer or authorized designee.

Property that is declared surplus or salvage may be transferred or requested by another campus or department.  The transfer is documented in the PCTF.

Whenever an item of equipment is deemed to be obsolete or unfit for use, such equipment may be disposed of on a competitive basis, either by trade-in or outright sale to the highest prospective buyer.  Items that cannot be sold in their original form, or lose their identity while in possession of the District, may be sold as scrap, if deemed advisable, at the highest obtainable offer. 

Surplus property should be offered through competitive public sale auctions, scheduled on an as-needed basis (usually on a quarterly basis). 




PHYSICAL INVENTORIES


The current property control records are a result of previous physical inventories and have been increased for subsequent purchases/donations and reduced by all property disposals.  Both federal and state governments require the District to verify the accuracy of the property records by actual inspection of the property.

The validity of your physical inventory is susceptible, annually, to being audited by state, federal, and internal/external auditors.  The auditors will look upon the validity of your physical inventory together with other sampled inventories as representative of the entire District system.  If errors are found, the District may be required to validate the entire District physical inventory of capital and controlled/fixed assets.

Physical inventory information is gathered using a barcode scanner, with a predetermined cycle inventory plan of action.  To properly perform the physical inventory, each area must be searched systematically.  All controlled/fixed property in possession must be inventoried regardless of campus/departmental ownership.   


BARCODING PROCESS

All controlled/fixed asset items are to be shipped to the Warehouse Department and tagged by PCM using the barcode system as described in prior sections of this manual.


INVENTORY MONITORING 

Once site inventory listings are compiled, the site administrator should on an annual basis verify the accuracy of the campus/department reports by room number.  The report should be distributed to the individual assigned to the room number. The individual should verify the existence and accuracy of the report.  Reports should be given back to the site administrator to update the campus/department physical inventory listing.  Any physical inventory variances should be addressed and reported to PCM to update the official inventory listing.  Reporting of missing or stolen property should follow the steps described in prior sections of this manual.  

PCM will create a rotational physical inventory schedule audit to include all campuses/departments.  Inventory testing will be conducted on a random sample basis.  The selected items will be tested for existence and accuracy of the inventory record.  During the site visit, items will also be randomly selected at the site to determine whether they exist on the listing.


Pursuant to the physical inventory process, the following steps are recommended to expedite the audit:

1. Disseminate physical inventory information to faculty and staff.

2. District property, away from the campus site (i.e. at home) must be made available to PCM representatives during the physical inventory audit.

3. Transfer of property from room to room, in and out of the campus site, or to surplus, should remain stagnant while the physical inventory audit is conducted.

4. Personal property should be clearly identified; otherwise, it will be recorded as District property.

5. Property identified as donated or grant funded property will be tagged and recorded. 

6. New equipment purchases received while conducting the physical inventory audit should be either brought to the attention of the PCM team or reported to PCM by calling 
(915) 759-2708.


How an Inventory is conducted

The main purpose of the physical inventory is to update the inventory list and to maintain an accurate and up-to-date list of all controlled/fixed assets.

· Once a site has been randomly selected for physical inventory, PCM personnel will notify the site administrator with the scope of the project and to schedule a date for the physical inventory audit.

· PCM personnel will visit the site on the scheduled date.

· The campus/department site administrator will assign designated staff to assist the PCM personnel during the preliminary inventory meeting.

· The pre-inventory report reflected in last year’s inventory and current year additions, transfers and deletions will be used to verify all assets.

· Testing of the inventory items will be done on a random basis.  

· The selected items should be audited for existence and accuracy of the inventory record.

· During the site visit, items will also be randomly selected at the site to determine whether they exist on the listing.

· The barcode identification of selected assets at each location will be checked along with identification of the property description building and room location. If a tag cannot be scanned due to damage, the serial number will be recorded.

· PCM personnel will enter any asset that is without a barcode label.  The site administrator will be required to provide a written account of all items, on the pre-inventory list, that are not found.  All items need to be accessible and visible at the time of inventory.
 
· The physical inventory site listing will be reviewed with the assistance of the campus/department assigned personnel and any variances will be addressed and reconciled.

· Physical inventories are subject to annual audit review by PCM, and internal and external auditors. 

· PCM will prepare and distribute “Not Found” reports after a cycle inventory of a campus/department site has been completed. Each campus/department site administrator will be given 15 days to locate property that was “Not Found”.  If the campus/department is still unable to locate the property after the 15 day grace period, the campus/department will note that the property is missing on the “Not Found” report. When PCM receives the report, it will update property accounting data. “Not Found” items will be placed on a suspended list for investigation and follow-up purposes. 

Unscheduled inventory verifications may be made by Internal Audit, State and/or Federal auditors and/or PCM.  The inventory may be of the total listing or a spot-check of a certain category of equipment, such as computers, printers, cameras, etc.




STRATEGIC PLAN FOR CONDUCTING A PHYSICAL INVENTORY AT EPISD


Purpose of the inventory:



1. To determine and verify the existence, quantity, location and condition of controlled/fixed asset items of inventory.
2. To determine dollar value of inventory.
3. To reconcile book cost with the physical inventory cost and adjust books accordingly.

Inventory Audit Locations as of January 1, 2009.

	 
	AREA
	TYPE
	SITE LOCATION

	1.
	District Wide
	Instruments
	Fine Arts

	2.
	NE
	High School 
	Andress

	3.
	NE
	High School
	Chapin

	4.
	NE
	High School
	Irvin

	5.
	SC
	High School
	Austin

	6.
	SC
	High School
	Bowie

	7.
	SC
	High School
	Burges

	8.
	SC
	High School
	Jefferson

	9.
	SC
	High School
	Silva Magnet

	10.
	W
	High School
	Coronado

	11.
	W
	High School
	El Paso

	12.
	W
	High School
	Franklin

	13.
	NE
	Middle School
	Canyon Hills

	14.
	NE
	Middle School
	Charles

	15.
	NE
	Middle School
	Magoffin

	16.
	NE
	Middle School
	Richardson

	17.
	NE
	Middle School
	Terrace Hills

	18.
	SC
	Middle School
	Armendariz

	19.
	SC
	Middle School
	Bassett

	20.
	SC
	Middle School
	Guillen

	21.
	SC
	Middle School
	Henderson

	22.
	SC
	Middle School
	MacArthur

	23.
	SC
	Middle School
	Ross

	24.
	W
	Middle School
	Brown

	25.
	W
	Middle School
	Hornedo

	26.
	W
	Middle School
	Lincoln

	27.
	W
	Middle School
	Morehead

	28.
	W
	Middle School
	Wiggs

	29.
	NE
	Elementary School
	Barron

	30.
	NE
	Elementary School
	Bliss

	31.
	NE
	Elementary School
	Bradley

	32.
	NE
	Elementary School
	Burnet

	33.
	NE
	Elementary School
	Collins

	34.
	NE
	Elementary School
	Crosby

	35.
	NE
	Elementary School
	Dowell

	36.
	NE
	Elementary School
	Fannin

	37.
	NE
	Elementary School
	Lee

	38.
	NE
	Elementary School
	Logan

	39.
	NE
	Elementary School
	Moye

	40.
	NE
	Elementary School
	Newman

	41.
	NE
	Elementary School
	Nixon

	42.
	NE
	Elementary School
	Park

	43.
	NE
	Elementary School
	Schuster

	44.
	NE
	Elementary School
	Stanton

	45.
	NE
	Elementary School
	Travis

	46.
	NE
	Elementary School
	Whitaker

	47.
	SC
	Elementary School
	Altavista

	48.
	SC
	Elementary School
	Aoy

	49.
	SC
	Elementary School
	Beall

	50.
	SC
	Elementary School
	Bonham

	51.
	SC
	Elementary School
	Burleson

	52.
	SC
	Elementary School
	Cielo Vista

	53.
	SC
	Elementary School
	Clardy

	54.
	SC
	Elementary School
	Clendenin

	55.
	SC
	Elementary School
	Coldwell

	56.
	SC
	Elementary School
	Cooley

	57.
	SC
	Elementary School
	Crockett

	58.
	SC
	Elementary School
	Douglas

	59.
	SC
	Elementary School
	Hart

	60.
	SC
	Elementary School
	Hawkins

	61.
	SC
	Elementary School
	Hillside

	62.
	SC
	Elementary School
	Houston

	63.
	SC
	Elementary School
	Hughey

	64.
	SC
	Elementary School
	Rusk

	65.
	SC
	Elementary School
	Zavala

	66.
	SC/NE
	Elementary School
	Milam

	67.
	SC/W
	Elementary School
	Moreno

	68.
	W
	Elementary School
	Bon

	69.
	W
	Elementary School
	Green

	70.
	W
	Elementary School
	Guerrero

	71.
	W
	Elementary School
	Johnson

	72.
	W
	Elementary School
	Kohlberg

	73.
	W
	Elementary School
	Lamar

	74.
	W
	Elementary School
	Mesita

	75.
	W
	Elementary School
	Polk

	76.
	W
	Elementary School
	Putman

	77.
	W
	Elementary School
	Rivera

	78.
	W
	Elementary School
	Roberts

	79.
	W
	Elementary School
	Tippin

	80.
	W
	Elementary School
	Vilas

	81.
	W
	Elementary School
	Western Hills

	82.
	W
	Elementary School
	White

	83.
	NE
	School Other
	Lafarelle

	84.
	NE
	School Other
	Transmountain Early College HS

	85.
	SC
	School Other
	Center for CTE

	86.
	SC
	School Other
	Delta

	87.
	SC
	School Other
	Regional Day School for the Deaf

	88.
	SC
	School Other
	San Jacinto Adult Learning Ctr.

	89.
	SC
	School Other
	School-Age-Parent Center

	90.
	SC
	School Other
	Sunset High

	91.
	SC
	School Other
	Telles

	92.
	W
	School Other
	Occupational Center

	93.
	W
	School Other
	Sunland Mall Academy

	94.
	 
	Department
	Advanced Academy Services

	95.
	 
	Department
	Athletics

	96.
	 
	Department
	Auditing

	97.
	 
	Department
	Business Services

	98.
	 
	Department
	Curriculum and Instruction

	99.
	 
	Department
	Custodial Operations

	100.
	 
	Department
	English Language Acquisition

	101.
	 
	Department
	Facilities

	102.
	 
	Department
	Finance

	103.
	 
	Department
	Fine Arts

	104.
	 
	Department
	Food Services

	105.
	 
	Department
	Guidance Services

	106.
	 
	Department
	Health Services

	107.
	 
	Department
	Human Services

	108.
	 
	Department
	Instructional Materials

	109.
	 
	Department
	Maintenance

	110.
	 
	Department
	Police Services

	111.
	 
	Department
	Print Shop

	112.
	 
	Department
	Priority School Div

	113.
	 
	Department 
	Public Relations

	114.
	 
	Department
	Pupil Services

	115.
	 
	Department
	Purchasing

	116.
	 
	Department
	Research and Evaluation (R&E)

	117.
	 
	Department
	Risk Management

	118.
	 
	Department
	Secondary/Alternative Schools

	119.
	 
	Department
	Special Education & Special Svs

	120.
	 
	Department
	Staff Development

	121.
	 
	Department
	Technology

	122.
	 
	Department
	Transportation

	123.
	 
	Department
	Warehouse



In order to help achieve accurate inventory control, floor plans of each campus/department must be utilized to ensure that all areas are inventoried.  During the inventory, as an area is counted, it will be marked as complete on the floor plan.  This process will continue until the entire campus/department has been completely inventoried.  The beginning and ending dates of the inventory will be noted for each campus. 
			


PROPERTY INCLUSIONS/exclusions




Office Furniture and Equipment
	
This classification should include District equipment having a unit cost of at least $500 or more and attractive/theft sensitive equipment regardless of cost with an estimated life of more than one year. 


Vehicles
	
This classification should include buses, vans, trucks, automobiles, and off-road equipment.




Property to be excluded from inventory

Personal items, leased property, and equipment not owned by the District.

The following capital assets should be excluded from physical inventory:

1. Land

2. Land improvements

3. Buildings

4. Building equipment

5. Construction in Progress

6. Electrical lighting systems

7. Fire protection systems

8. Building elevators
				








GENERAL expectation during a PHYSICAL INVENTORY


PCM personnel will:



1. Identify themselves to the person responsible for the area.

2. Display their identification badge for security purposes.

3. Inquire whether any property is out for repair or on loan.

4. Determine whether any items are leased or personal property.

5. Inventory all items in consecutive order in one pass.

6. Inspect and open all possible areas where property may be stored.

7. Scan, record, and store property sheets for unusual circumstances requiring special attention.  




PROPERTY RESPONSIBILITY


All movements of property will be requested through the District Warehouse Department via a PCM Transfer Record.  Any unauthorized movements of property will be monitored and reported to PCM by the Warehouse Department and the District Police Department.


PROPERTY CONTROL MANAGEMENT RESPONSIBILITIES

· Scheduling and coordinating the physical inventory.

· Supervising and conducting a thorough inventory in accordance with EPISD policies and procedures.

· Reconciling any exceptions, such that the results provide a complete accounting of all inventory assets in the EPISD system.

· Maintaining District assets and inventory system.

· Working with the Warehouse Department on Public Auctions/Salvage Sales.


PRINCIPAL/DEPARTMENT/ADMINISTRATOR DESIGNEES

· Ensuring all orders containing controlled/fixed asset items reference the shipping site to be the EPISD Warehouse.  

· Site Administrators need to designate a primary and alternate contact person for controlled/fixed/capital assets. These personnel will assume the responsibility for the documentation and reporting of all capital and controlled/fixed asset additions, retirements, and transfers at the designated site (Letter of Commitment see exhibit 11). The delegated assigned personnel need to have been trained in the inventory procedures and have knowledge of the location of all campus/department asset items.  The designated authorized personnel will be responsible for the reconciliation, documentation and reporting of all controlled/fixed/capital asset inventory located at their campus/department. 

· For controlled/fixed asset items found missing or unaccounted for, the Principal/Department Head is responsible for having on file the appropriate Notification of Missing/Stolen Property Form with PCM and the appropriate case number assigned by the District Police Department. 
  
· Controlled/Fixed asset items on-site requiring tagging or that do not appear on the inventory printout should be noted on a separate sheet with the following information: 

1) Copy of the purchase order
2) Invoice with correct price
3) Item description
4) Serial number and/or model number

· Based upon a physical inventory, each campus/department head will be given a detailed listing of property in his/her site area.  After verifying the listing, each campus/department head will sign the inventory list and will be responsible for that property.  A copy of the listing will be given to the campus/department head and the original will be filed with the PCM.

· The Principal/Department head must maintain on file at all times, the latest official site inventory listing.


FACILITIES OFFICE RESPONSIBILITY

The District Facilities Office and the Maintenance Department will be responsible for the land improvement, buildings, and fixed equipment as defined below:

I.  	Land Improvements
	Land improvements shall include on-site sewer and water lines, paving of drive ways, parking and other areas, curbs and sidewalks, retaining walls and fences, signs, yard lighting, flagpoles, etc.

II.  	Building Responsibility
     	Building responsibility shall include all structural elements, such as foundations, framing, walls, floors, windows, doors, stairways, skylights, roofs, interior fixtures, fire escapes, vertical blinds, linoleum and tile floor coverings, etc.

III.   	Fixed Equipment - Building Services and Building Fixtures

	A. 	Building Services include:

1. Plumbing and Sewage System - All plumbing fixtures with plumbing supply pipe and drainage connections, soil pipe, vent stacks, floor drains, underground sewer lines, etc., also sump pumps, water tanks and water heaters for plumbing supply.
	   
	2.	Heating System - Radiators, convectors, unit heaters, supply and return piping, boilers, pumps, motors, fuel tanks, etc.

	3.	Ventilating System - Exhausters, blowers, ventilating fans located in walls and roofs, ducts and piping.

	4.	Air Conditioning System  - Self-contained units, air handling units, cooling towers, ducts, piping, etc. used for cooling or year-round heating and cooling.
		
	5.	Electrical System - Electric light and service wiring, fixtures, panel boards, switchgear, feed lines, switches and switchboards, transformers and other electrical                         instruments, as well as emergency electric generators with drive units.

    	6.	Fire Protection System - Fire pumps, hoses, hose cabinets, piping, sprinkler systems, and fire alarm systems.
	
	B.	Building Fixtures include:

	Equipment affixed to the building which serves the function of the campus/departments, such as built-in benches, cabinets, counters, lockers, conveying systems, fume hoods, refrigeration machinery and piping, built-in shelving, doormat scales, fire  extinguishers, drapes, carpeting and other similar items.

   


EMPLOYEE EXIT CLEARANCE


The campus/department administrator is responsible for ensuring that the exiting employee returns District property to the appropriate campus/department by the last working day.  If requested by the campus/department site administrator, PCM will conduct a physical inventory audit of property assigned to the employee.



DEFINITIONS


Addition
	An extension, expansion, enlargement, or accessory to an existing asset.

Asset
	Any item of real property or capital equipment

Betterments
Improvements, changes, or additions which extend the useful life of an asset, increase the asset’s efficiency, or change the asset’s intended use.

Capital Asset
	A long-term, tangible asset held for business use and not expected to be converted to cash 
	in the current or upcoming fiscal year.  District capital assets include such items as land, 	land improvements, buildings, fixtures, equipment, and property under construction.  An 
	item with a unit cost of $5,000 or more will be considered a capital asset whether it is a 
	single item, component units, or a capital improvement to a property, building or land, 
	an is not consumed as a result of use, and has a useful life of at least one year, and is 
	controllable, in that is tangible in nature and can be reasonably accounted for through a 
	physical inventory system. 
	
Capital Equipment
An article of property that is not permanently attached to building or grounds and that has an acquisition cost of $5,000 or more and life expectancy of one year or more.

Cannibalization
The act of disassembling or dismantling property to the point of making the property unable to perform for its intended use.

Controlled/Fixed Asset
It is an item that is tangible in nature has a life longer than one year, and has a unit cost of more than $500 and less than $5,000 or any item that is considered theft-sensitive.  

Fabricated Property
Property that is constructed by combining or assembling modular components and/or materials into one identifiable unit.  The finished product must have a unit cost of $500 or more.   

Fixed Property (Building Fixtures)
Equipment having a useful life of a least one year that is attached (but not permanently) to a building structure or interior wall.


Lease
	An agreement for the right to use property for a specified period at a specified cost.
Title remains with the lessor.  At no time does the lessee build equity in the 
	property.

Lease/Purchase
An agreement for the right to use property for a specified period at a specified cost.  During the term of the lease, the lessee builds equity at a specified rate so that, at the end of the lease period, the lessee has the option of purchasing the property at a specified amount.  Title to the property remains with the lessor until the lessee exercises the option to purchase.

Noncapital Property
Property with a unit cost of less than $500, and not considered an Attractive/Theft Sensitive item, or with a life expectancy of less than one year.

Remodeling
Changing the use of building space or refurbishing to make space more functional or more cosmetically appealing, and must increase value of asset.


					



						

42

[image: ]








PROPERTY CONTROL 



MANAGEMENT



POLICIES AND PROCEDURES







































[image: ]
	






PROPERTY CONTROL 



MANAGEMENT 



FORMS and exhibits








[image: ]Exhibit 1
[image: ]Exhibit 2
[image: ]Exhibit 3
[image: ]
Exhibit 4

[image: ]
Exhibit 5
Exhibit 6
[image: ]
[image: ]

Property Control Management 


TO:		Site Contact for Inventory Items

FROM:	Property Control Management

DATE:		____________________________

SUBJECT:	Recorded Inventory Item in Notebook

Here is a barcode for an inventory item not feasible for tagging that has been recorded in a Notebook.  These items are included in your physical inventory.   Please keep these page(s) in a safe place. During a physical inventory audit, you will be asked to verify the fixed asset item listed below. Once verified, the barcode will be scanned from this page.

Please call Property Control Management at 759-2708 or 759-2706 if you have any questions regarding this item.

	Site:
	

	Room:
	

	Item:
	

	Brand:
	

	Model:
	

	Serial#:
	

	PO#/Other Information:
	

	Barcode:
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Property Control Management
Letter of Commitment 

	Campus/Department
	

	Phone #
	

	Fax #
	

	Primary Contact Person
	

	Alternate Contact Person
	



The Board of Trustees made a commitment to a fixed asset management system by approving policy CFB Local.  Based on this policy, Property Control Management Department is now responsible for developing and monitoring a fixed asset inventory control system.  This system will provide for the safeguarding of District owned property against unauthorized use, additions, retirements, transfers as well as to ensure that the inventory records represent a complete and valid listing of all capital and controlled assets.

To ensure that we provide each campus/department with the necessary direction and support, Property Control Management is requesting that you designate authorized personnel who will assume the responsibility for the documentation and reporting of all capital and controlled asset additions, retirements, and transfers at your site.  We have developed procedures for the handling of these assets and will provide training to your designees.



In accordance with Texas Government Code, Chapter 403, Section 403.273, I acknowledge that I am accountable for the custody and care of the property in possession of this school/ department, and appoint the person(s) designated above as the primary contact person for this campus/site.  The individual(s) listed above are authorized to act on my behalf for all fixed asset transactions.  I understand, as the site administrator, that the accountability of all responsibility will remain with me.  

Site Administrator ___________________________ 
(Print Name)
Site Administrator ___________________________ Date __________
(Signature)



Please sign, date and return form to Property Control Management

Exhibit 11
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The Superintendent or designee shall be responsible for the Dis-
trictwide fixed asset system to account for District property. The
District will conduct an annual accurate physical inventory of all
property of significant value [see CONTROLLED ASSET VALUES
below]. Site administrators shall be required to conduct the annual
physical count of all such property in their area or site of responsi-
bility and properly enter and maintain appropriate records.

The fixed asset guidelines for the District shall:

1. Comply with generally accepted accounting principles and
accountability guidelines provided by the Governmental Stan-
dards Board, the Texas Education Agency’s Financial Ac-
countability System Resource Guide, and the Comptroller’s
State Property Accounting System.

2.  Comply with federal regulations pertaining to grant application
requirements.

3. Provide for an accounting, tracking, and management system
that provides a complete record of each asset from acquisi-
tion through disposal.

4. Require preparation of an annual financial report that provides
a more complete picture of the financial condition of the Dis-
trict.

5.  Assign direct responsibility for custody and proper use of spe-
cific fixed assets to site administrators.

6. Require the safeguarding of assets through periodic physical
inventory.

7. Provide for the development of data to support risk-
management related to fixed assets.

8. Provide a basis for improved management decisions regard-
ing maintenance programs and requirements.

The authorized designee from the Auxiliary Services Department
shall serve as the fixed asset inventory officer for the District. The
designee shall:

1. Write procedures and guidelines for appropriate management
and control of inventory.

2. Ensure that all fixed asset inventory transactions are recorded
and maintained according to approved procedures.

All District staff, regardless of classification or function, shall exer-
cise the utmost care and diligence in the use, maintenance, and
protection of all public assets placed under their care and/or cus-
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tody. District schools and departments shall have specific roles
and responsibilities for direct fixed asset custody, record keeping,
and regular reporting, as outlined in the guidelines and procedures
manual for fixed assets, and shall be accountable for their timely
execution and compliance.

The Auxiliary Services Department shall perform the mandatory
training and will work to maintain ongoing communication and as-
sistance to each site. The Auxiliary Services Department will also
coordinate with the Financial Services Department to maintain cur-
rent and accurate information. However, each site administrator
assumes ultimate responsibility for the fixed assets at that site.

The fixed asset inventory will include all equipment with a unit
value of $500 or more, and all theft-sensitive equipment regardless
of cost. Theft-sensitive items include:

e  Guns and rifles

o Fax machines

e  Stereo systems

e  Cameras and camcorders

e TV/VCR combinations

) DVD, video recorders, and players

. Computers

o Printers

. Other equipment determined by the District

The inventory of capitalized fixed assets shall include those whose
cost equals or exceeds $5,000. Significant value and depreciation
are defined by the Texas Education Agency and the Financial Ac-
countability System Resource Guide.

The Auxiliary Services Department will keep asset tag information
on all forms relating to District equipment.

Accurate fixed asset inventories shall include:

1. Alisting of fixed asset inventories by funding source, descrip-
tion, and location.

2. Information regarding new acquisitions.
3. Adjustment to previously recorded items.

4. Transfer of assets from one department or area to another.
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5. Retirement or disposition of fixed assets.

Delivery of all purchases shall be made to the District warehouse
for tagging and providing appropriate identification marks. All as-
sets are District property and are not exempt from the requirement
of delivery to the District’'s warehouse. Appropriate bar code tags
shall be used to identify District property according to the proce-
dures manual. The tag numbers shall be placed on the property by
FAMS personnel as items are received. Fixed asset coding shall
be detailed in the procedures manual.

Site administrators must receive prior approval when an alternate
location for delivery is necessary such as for an order that is too
large or the installation of the asset requires direct delivery. When
approval has been granted for items to be delivered directly to the
site, the site administrator is responsible for contacting the Auxiliary
Services Department to have the item tagged and entered into the
asset system.

All assets removed from a site require proper documentation and
approval and shall be recorded in the fixed asset management sys-
tem. Only the site administrator is authorized to provide approval
via signature. By releasing District property for at-home use, the
site administrator shares responsibility for the protection of the as-
set from loss or damage. In the event the asset is lost, damaged,
or stolen, the student, guardian, employee, or administrator shall
be liable to the District for the cost of having the asset replaced or
repaired. Should such loss occur, a copy of the police services in-
cident report form is to be sent to the Auxiliary Services Depart-
ment.

Sites have primary custody and accountability for equipment and
assets used in their operation. Therefore, a complete physical in-
ventory of all capital and controlled assets will be conducted and

the results reconciled with the asset records every school year.

Under the guidance and coordination of the Auxiliary Services De-
partment, sites will facilitate the maintenance of current and accu-
rate asset records by assisting with the physical inventories.
Should reconciliation of the asset counts and fixed asset system
records reveal discrepancies, it will be the responsibility of the site
administrator or designee to investigate the circumstances and de-
termine the cause and party responsible. In cases where assets
were lost, destroyed, or stolen through illegal actions, gross negli-
gence, or clear violations of District policy, a police report will be
filed and sent to the chief business officer for required action. The
chief business officer may also determine that instances of de-
stroyed or missing assets warrant additional review by the internal
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audit staff. Audit inventories will be conducted randomly by the
Auxiliary Services Department.

Delegation of responsibilities and duties may be necessary to ac-
curately complete the physical inventory process within the sched-
uled time. However, such delegation does not remove the site
administrator’s responsibility for proper accounting of the assets
under his or her care. Administrators new to a site must verify the
accuracy of the site’s current inventory within ten days of beginning
duty at the new site. The fixed asset group will assist in the inven-
tory upon request. Failure to comply does not constitute a waiver
of responsibility for losses.

Penalties assessed to administrators for inventory shortages, im-
proper disposition of assets, or poor asset control records and pro-
cedures may include:

1. Formal reprimand through the performance evaluation proc-
ess and a letter of reprimand in personnel folder.

Required reimbursement for the value of the shortage.
Criminal prosecution.

Employment termination.

o &~ 0D

Other, as deemed appropriate by the Superintendent.
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tody. District schools and departments shall have specific roles
and responsibilities for direct fixed asset custody, record keeping,
and regular reporting, as outlined in the guidelines and procedures
manual for fixed assets, and shall be accountable for their timely
execution and compliance.

The Auxiliary Services Department shall perform the mandatory
training and will work to maintain ongoing communication and as-
sistance to each site. The Auxiliary Services Department will also
coordinate with the Financial Services Department to maintain cur-
rent and accurate information. However, each site administrator
assumes ultimate responsibility for the fixed assets at that site.

The fixed asset inventory will include all equipment with a unit
value of $500 or more, and all theft-sensitive equipment regardless
of cost. Theft-sensitive items include:

e  Guns and rifles

o Fax machines

e  Stereo systems

e  Cameras and camcorders

e  TV/VCR combinations

. DVD, video recorders, and players

. Computers

o Printers

. Other equipment determined by the District

The inventory of capitalized fixed assets shall include those whose
cost equals or exceeds $5,000. Significant value and depreciation
are defined by the Texas Education Agency and the Financial Ac-
countability System Resource Guide.

The Auxiliary Services Department will keep asset tag information
on all forms relating to District equipment.

Accurate fixed asset inventories shall include:

1. Alisting of fixed asset inventories by funding source, descrip-
tion, and location.

2. Information regarding new acquisitions.
3. Adjustment to previously recorded items.

4. Transfer of assets from one department or area to another.
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5. Retirement or disposition of fixed assets.

Delivery of all purchases shall be made to the District warehouse
for tagging and providing appropriate identification marks. All as-
sets are District property and are not exempt from the requirement
of delivery to the District’'s warehouse. Appropriate bar code tags
shall be used to identify District property according to the proce-
dures manual. The tag numbers shall be placed on the property by
FAMS personnel as items are received. Fixed asset coding shall
be detailed in the procedures manual.

Site administrators must receive prior approval when an alternate
location for delivery is necessary such as for an order that is too
large or the installation of the asset requires direct delivery. When
approval has been granted for items to be delivered directly to the
site, the site administrator is responsible for contacting the Auxiliary
Services Department to have the item tagged and entered into the
asset system.

All assets removed from a site require proper documentation and
approval and shall be recorded in the fixed asset management sys-
tem. Only the site administrator is authorized to provide approval
via signature. By releasing District property for at-home use, the
site administrator shares responsibility for the protection of the as-
set from loss or damage. In the event the asset is lost, damaged,
or stolen, the student, guardian, employee, or administrator shall
be liable to the District for the cost of having the asset replaced or
repaired. Should such loss occur, a copy of the police services in-
cident report form is to be sent to the Auxiliary Services Depart-
ment.

Sites have primary custody and accountability for equipment and
assets used in their operation. Therefore, a complete physical in-
ventory of all capital and controlled assets will be conducted and

the results reconciled with the asset records every school year.

Under the guidance and coordination of the Auxiliary Services De-
partment, sites will facilitate the maintenance of current and accu-
rate asset records by assisting with the physical inventories.
Should reconciliation of the asset counts and fixed asset system
records reveal discrepancies, it will be the responsibility of the site
administrator or designee to investigate the circumstances and de-
termine the cause and party responsible. In cases where assets
were lost, destroyed, or stolen through illegal actions, gross negli-
gence, or clear violations of District policy, a police report will be
filed and sent to the chief business officer for required action. The
chief business officer may also determine that instances of de-
stroyed or missing assets warrant additional review by the internal

DATE ISSUED: 10/31/2005 3of4

LDU-44-05
CFB(LOCAL)-X






image9.png
E1PasoIsD
o71802

ACCOUNTING
INVENTORIES

PENALTIES

crB
(LocaL)

‘audi staf. Audit inventorias wil ba conducted randormly by the.
‘Auxiiary Servicos Department.

Dalogation of rasponsibitias and dufies may ba necassary to ac-
‘curataly completa the physicalinventory procass wihin the schad-
uled time. However, such delegation does not emovs the site
‘administrators responsiviiy fo propar accounting of the assats
‘undar his or her care. Administrators naw 1o a sta must verfy the
‘accuracy of the stos current inventory within ten days of boginring
cuty at the naw sita. Tha fixed assa group wil assist in tha inven-
tory upon request. Failure to comply doss ot constitute a waiver
of responsibilty forlossos.

Panalies assassad to administrators for invandory shortages, im-
proper disposiion of assats, o poor assat control records and pro-
‘caduras may include:

1. Formal reprimand through the parformanco ovaluation proc-
55 and aetar of oprimand in personnal older.

Raquired reimbursemant for the valua of the shortage.
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audit staff. Audit inventories will be conducted randomly by the
Auxiliary Services Department.

Delegation of responsibilities and duties may be necessary to ac-
curately complete the physical inventory process within the sched-
uled time. However, such delegation does not remove the site
administrator’s responsibility for proper accounting of the assets
under his or her care. Administrators new to a site must verify the
accuracy of the site’s current inventory within ten days of beginning
duty at the new site. The fixed asset group will assist in the inven-
tory upon request. Failure to comply does not constitute a waiver
of responsibility for losses.

Penalties assessed to administrators for inventory shortages, im-
proper disposition of assets, or poor asset control records and pro-
cedures may include:

1. Formal reprimand through the performance evaluation proc-
ess and a letter of reprimand in personnel folder.

Required reimbursement for the value of the shortage.
Criminal prosecution.

Employment termination.

o &~ 0D

Other, as deemed appropriate by the Superintendent.
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The term “salvage property,” as used in this policy, means personal
property (whether or not affixed to real property) that, through use,

time, or accident is so damaged, used, or consumed that is has no
value for the purpose for which it was originally intended.

The term “surplus property,” as used in this policy, means personal
property (whether or not affixed to real property) that exceeds the
District’s needs and is not required for the District’s foreseeable
needs, and includes new or used personal property that retains
some usefulness for the purpose for which it was intended or for
another purpose.

This policy does not apply to the District’s disposition of food and
other byproducts from the District’s food service operations, trash,
garbage, refuse, or recyclable materials. [See policy CL; for dispo-
sition of school buses, see also policy CNB]

The Superintendent shall establish and maintain procedures for the
appropriate and lawful transfer, sale, or disposal of surplus and
salvage property. The procedures shall:

1. Be designed to promote the goal of realizing the maximum
benefit to the District in selling or disposing of surplus and
salvage property.

2. Provide for an ongoing effort by the administration to evaluate
surplus and salvage property to minimize any loss to the Dis-
trict resulting from accumulations of said property.

3. Call for the disposition of the District’s surplus or salvage
property in a manner calculated to maximize the District’s fi-
nancial benefit, including by competitive bid or auction (live or
silent) where it is determined by the Superintendent or desig-
nee that such methods are in the District’s best interests.

4. Provide that the District retains the right to reject any and all
offers for surplus or salvage property if it determines that re-
jection is in the District’s best interests.

5. Be calculated to minimize any risk to the District in connection
with the disposition of the salvage and surplus property.

6. Provide that periodic surplus and salvage property sales shall
be advertised at least once in a newspaper of general circula-
tion in El Paso, Texas, and further, that any item with an esti-
mated value of $5,000 or more shall be listed specifically in
such advertisement(s).

The Superintendent or designee is also authorized to offer surplus
or salvage property as a trade-in on new property of the same
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general type, if said exchange is considered to be in the District’'s
best interests. If the administration cannot sell or exchange such
property for value, then the Superintendent or designee is author-
ized to destroy and dispose of it as worthless salvage.

REPORTS TO BOARD The Superintendent or designee shall provide periodic reports to
the Board describing items that have been designated as salvage
property or surplus property, prior to disposition of same. The Su-
perintendent or designee shall also provide periodic reports to the
Board after surplus property has been sold, traded, or redesignated
as salvage property, containing information concerning the disposi-
tion of said property.
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general type, if said exchange is considered to be in the District’'s
best interests. If the administration cannot sell or exchange such
property for value, then the Superintendent or designee is author-
ized to destroy and dispose of it as worthless salvage.

REPORTS TO BOARD The Superintendent or designee shall provide periodic reports to
the Board describing items that have been designated as salvage
property or surplus property, prior to disposition of same. The Su-
perintendent or designee shall also provide periodic reports to the
Board after surplus property has been sold, traded, or redesignated
as salvage property, containing information concerning the disposi-
tion of said property.
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PURCHASING, REQUESTING, CHARGING, RETURNING, TRANSFERRING,

'AND AUDITING WAREHOUSE NONSTOCK ITEMS

Warshouse nonstock ems are textbooks and instructionsl supplies
purchased by the division for nstuction for the purpose of specia cases,

federal programs, and/or instructonal materials These materias are not
charged to school budget accounts; however, the princpal must keep 3
recond accounting for il nonstock tems shipped to the school.

Copies of purchase orders from central administrative personnel for
materials to be purchised rom outside vendors and shipped to the.
warshouse for distribution must have:

Distribution sheet atached to purchase order f material s to be sent
0 more than one location.

2 Person's name and school or department to recsive the ordered
Copies of purchase orders received without 2 distribution sheet will be
returmed to the persons) nitiaing the order.

Materials will be returned to the shipper if the above is not completed
efore the materialarrives atthe warshouse.

Nonstock items are requisitioned on a Warehouse Services Transfer and
Delivery Receipt (Form 129130) and malled directy o the James L Gamble.

Signatures must appear on the requisitin before the distribution can be.
made:

School Principal

Department Chair and School rincipal

Department Chair and School Principal or Assistant rincpal for urriculum

Plese contact the divector for warehouse services at 759-2900 or the chief business officer for business
Services 2t 897-5035 it additonsl information & needed.
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PURCHASING, REQUESTING, CHARGING, RETURNING, TRANSFERRING,
AND AUDITING WAREHOUSE NONSTOCK ITEMS

PURCHASE ORDERS
AND DISTRIBUTIONS

REQUESTING

Elementary School
Teacher or Staff
Requisition

Middle School
Teacher or Staff
Requisition

High School
Teacher or Staff
Requisition

Warehouse nonstock items are textbooks and instructional supplies
purchased by the division for instruction for the purpose of special classes,
federal programs, and/or instructional materials. These materials are not
charged to school budget accounts; however, the principal must keep a
record accounting for all nonstock items shipped to the school.

Copies of purchase orders from central administrative personnel for
materials to be purchased from outside vendors and shipped to the
warehouse for distribution must have:

1. Distribution sheet attached to purchase order if material is to be sent
to more than one location.

2. Person’s name and school or department to receive the ordered
material.

Copies of purchase orders received without a distribution sheet will be
returned to the person(s) initiating the order.

Materials will be returned to the shipper if the above is not completed
before the material arrives at the warehouse.

Nonstock items are requisitioned on a Warehouse Services Transfer and
Delivery Receipt (Form 129130) and mailed directly to the James L. Gamble
Warehouse at 4900 Transmountain Drive. The following authorized

signatures must appear on the requisition before the distribution can be
made:

School Principal

Department Chair and School Principal

Department Chair and School Principal or Assistant Principal for Curriculum

Please contact the director for warehouse services at 759-2900 or the chief business officer for business
services at 887-5835 if additional information is needed.
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PURCHASING, REQUESTING, CHARGING, RETURNING, TRANSFERRING,
AND AUDITING WAREHOUSE NONSTOCK ITEMS

Please ask for materials designed for level of instruction. For example,
high school staff should request materials designed for high school students
only.

CHARGES Nonstock items shipped to individual schools from any source remain the
property of the District, not individual schools, until they are no longer
serviceable due to wear or obsolescence. These items are disposed of by
returning them to the warehouse to be destroyed. The individual school
budget will not be charged when these materials are shipped, nor will
budget accounts be credited when they are returned to the warehouse.
These materials are subject to audit and transfer.

A proper record of location and quantities is to be kept at the school.

RETURNING, ROTATION,

AND TRANSFER Schools returning or removing nonstock items from a building on a
transfer basis must list these items on a Warehouse Services Transfer and
Delivery Receipt (Form 129130) and mailed directly to the warehouse.
Items being returned will be inventoried and the school's inventory record
will be reduced by means of ledger transaction only. Items being returned
in @ new and/or reusable condition will be put in the nonstock inventory.
Removal of these items requires proper requisitioning procedures. There
is no transfer from school to school without proper requisition and
approval prior to transfer.

AUDIT Equipment considered as capital outlay (i.e., furniture, microscopes, and
District-owned textbooks) purchased and shipped to the individual schools
and/or departments from any source, remains the property of the District,
and is subject to audit and transfer by Warehouse Services.

Policy References: None

Other References: None

APPROVED:

Superintendent's Cabinet/July 12, 2004

Please contact the director for warehouse services at 759-2900 or the chief business officer for business
services at 887-5835 if additional information is needed.
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PURCHASING, REQUESTING, CHARGING, RETURNING, TRANSFERRING,
AND AUDITING WAREHOUSE NONSTOCK ITEMS

Please ask for materials designed for level of instruction. For example,
high school staff should request materials designed for high school students
only.

CHARGES Nonstock items shipped to individual schools from any source remain the
property of the District, not individual schools, until they are no longer
serviceable due to wear or obsolescence. These items are disposed of by
returning them to the warehouse to be destroyed. The individual school
budget will not be charged when these materials are shipped, nor will
budget accounts be credited when they are returned to the warehouse.
These materials are subject to audit and transfer.

A proper record of location and quantities is to be kept at the school.

RETURNING, ROTATION,

AND TRANSFER Schools returning or removing nonstock items from a building on a
transfer basis must list these items on a Warehouse Services Transfer and
Delivery Receipt (Form 129130) and mailed directly to the warehouse.
Items being returned will be inventoried and the school's inventory record
will be reduced by means of ledger transaction only. Items being returned
in a new and/or reusable condition will be put in the nonstock inventory.
Removal of these items requires proper requisitioning procedures. There
is no transfer from school to school without proper requisition and
approval prior to transfer.

AUDIT Equipment considered as capital outlay (i.e., furniture, microscopes, and
District-owned textbooks) purchased and shipped to the individual schools
and/or departments from any source, remains the property of the District,
and is subject to audit and transfer by Warehouse Services.

Policy References: None

Other References: None

APPROVED:

Superintendent's Cabinet/July 12, 2004

Please contact the director for warehouse services at 759-2900 or the chief business officer for business
services at 887-5835 if additional information is needed.
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SURPLUS SALES

DEFINITIONS

SurplusProperty

SalvageProperty

IDENTIFICATION OF
SURPLUS/SALVAGE
PROPERTY

Administrative
Approval

WORTHLESS SALVAGE

Surplus property is defined as "any personal property that is in
excess of the needs of the District and which is not required for its
foreseeable needs.” This "includes property that may be used or
new but possesses some usefulness for the purpose for which it
was intended or for some other purpose.”

Includes "any personal property that through use, time, or
accident is so depleted, worn out, damaged, used, or consumed
that it has no value for the purpose for which it was originally
intended.”

The following District administrators are authorized to identify
possible surplus or salvage property: superintendent, associate
superintendent, executive director, director, and principal. These
administrators are not authorized to declare property surplus or
salvage unless it is within their span of control.

The Surplus or Salvage Property form (available from Warehouse
Services) is to be completed and signed by the respective
administrator. The completed three-part form is sent to the
warehouse services director who schedules the pick-up of such
property.

The Board, superintendent, chief business officer, and the financial
services executive director have the authority to approve the
disposal, destruction, transfer, or "trade-in" of District property.
Approval to dispose, destroy, transfer, or "trade-in" District
property must be in writing.

Personal property that cannot be sold or disposed of as surplus or
salvage may be destroyed as worthless salvage. Determination is
made by the chief business officer.

Decision to dispose of worthless salvage is documented on the
Warehouse Transfer Request (WTR). The property to be disposed of
is inspected by the warehouse services director, police chief, and
surplus sale administrator. These employees must indicate their
approval to dispose on the WTR.

Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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Al trade-ins must be documented in writing and approved by the
chief business offcer.

Surpius sales are scheduled on an as needed basis. The surpius sales
il e scheduledin order to maximize particpation and revenue
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services director.

Property may not be dispased ofor soldat the campus. Al surplus
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The administrator in charge of surplus sales must obtain prior-
approval from the chief bushess offcerfor these sales. The Surphus
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the exception of the adjutant general' department or the Texas
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Please contact the executive dirctor for faancis services at 887-5860 if addkional information is
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An approved copy of the WTR is sent to the financial services
executive director.
TRADE-INS A state agency may offer surplus or salvage property as a trade-in

SCHEDULED SURPLUS SALES

SALES TO OTHER
GOVERNMENTAL AGENCIES

DONATIONS OF SURPLUS
PROPERTY

on new property of the same general type when such exchange is
in the best interests of the state.

All trade-ins must be documented in writing and approved by the
chief business officer.

Surplus sales are scheduled on an as needed basis. The surplus sales
will be scheduled in order to maximize participation and revenue
earned. Sales are held at a location determined by the warehouse
services director.

Property may not be disposed of or sold at the campus. All surplus
and salvage property must be sent to the District's main offices.

The administrator in charge of surplus sales must obtain prior
approval from the chief business officer for these sales. The Surplus
Sales List must specify the surplus items, quantity, and unit price.

To the extent possible, the District will make a concerted effort to
cooperate with other U.S. governmental agencies who are
interested in buying District surplus or salvage property.

The District shall not lend its credit or gratuitously grant public
money or things of value in aid of any individual, association, or
cooperative.

The District may donate funds or other property or service to the
adjutant general's department or to the Texas National Guard. With
the exception of the adjutant general’s department or the Texas
National Guard, the District may not donate any property to any
other organization.

Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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DONATION

OUT-OF -ADOPTION

TEXTBOOKS Schools districts may donate expiring and out-of adoption

CAMPUS/UNIT ACQUISITION
SURPLUS PROPERTY

EARNED REVENUE

textbooks to students, adults, or other nonprofit organizations.
Under no circumstances may school districts sell expiring and out-
of-adoption textbooks. Individuals wishing to receive the out-of-
adoption textbooks are responsible for transporting the
textbooks.

The District's administration will make every effort possible to
maximize the utilization of all District assets. The District's current
and future needs will be a factor in determining the disposition of
property declared surplus or salvage before such property is
disposed of.

Property that is declared surplus or salvage may be requisitioned
by another campus or department. The request is documented on
the three-part the Warehouse Transfer Request. This Warehouse
Transfer Request must be approved by the budget authority for the
unit requesting the property.

In all cases, the purchaser must be provided with the white copy of
the Surplus Sale Receipt, which illustrates the date of sale, a
description of what was sold, quantity, unit price (if applicable),
total amount receipted, and the signature of the employee
receipting the money.

In most cases, the funds generated from a surplus sale are
recorded in the District's General Fund, Miscellaneous Revenue
Account.

Written administrative approval may be obtained to record certain
sales in a school's 1290 account. Example: A car is donated to a
shop as a project. The final product is to be sold. In this case, the
donation was made with the intent that the car be fixed and that the
revenue from the sale be used to offset the expense in preparing
the car for sale.

Please contact the executive director for financial services at 887-5860 if additional information is

needed.






image17.png
E1Paso Independent School Disrict

"FINANCIAL SERVICES DEPARTMENT

[Bulietin 17

agetary
‘SURPLUS SALES.

SURPLUS PROFERTY -
POTENTIAL LIABILITY

DISPOSAL - PROPERTY
PURCHASED WITH FEDERAL

DISTRICT EMPLOYEE.

Sales other than on sche duled dates wil requie the buyer to pay at
the reasury Department ocated at Education Center Boelng, 6531
Boelng Drive. The Surplus Sales Recelpt is completed by the
surpius sale administrator. The white copy of the Surpius Sae
Recelpt & to be marked * T0 BE PAID AT ECB." This copy Is be
provided to the buyer. The buyer presents the white copy of the
Surplus Sales Recelpt o the cashier. The cashier accepts the “cash”
‘and provides the buyer with a Business Office recelpt. Folice
Services will ensure that the buyer signs the Surplus Sale Receipt
‘acknowledging receipt ofthe surphisproperty.

The surplus sales administrator s responsible for mahtaking
‘accurate and complete surplussale records.

The potential liability to the District must be considered when
determining whether to dispose of any District property.
potentlal llabiity exists by selling the property, then
property should be destroyed and disposed of in an approved
sanitary landiil. EXAMPLE: Football helmets.

Property purchased with federal funds, which can o longer be
used for the original authorized purpose may be disposed of.
These assets are sublect to federal guldelines, which may change
‘onapertodical basls.

H appiicable, the budget authority releasing property for disposal
must Identity the property as "FEDERALLY CONNECTED PROPERTY"
on the lstof Surplus or Saivage Property.
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Please contact the executive dirctor for faancis services at 887-5860 if addkional information is
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SURPLUS SALES

SURPLUS PROPERTY -
POTENTIAL LIABILITY

DISPOSAL - PROPERTY
PURCHASED WITH FEDERAL
FUNDS

DISTRICT EMPLOYEE
PURCHASES

Sales other than on scheduled dates will require the buyer to pay at
the Treasury Department located at Education Center Boeing, 6531
Boeing Drive. The Surplus Sales Receipt is completed by the
surplus sale administrator. The white copy of the Surplus Sale
Receipt is to be marked " TO BE PAID AT ECB." This copy is be
provided to the buyer. The buyer presents the white copy of the
Surplus Sales Receipt to the cashier. The cashier accepts the "cash”
and provides the buyer with a Business Office receipt. Police
Services will ensure that the buyer signs the Surplus Sale Receipt
acknowledging receipt of the surplus property.

The surplus sales administrator is responsible for maintaining
accurate and complete surplus sale records.

The potential liability to the District must be considered when
determining whether to dispose of any District property. If a
potential liability exists by selling the property, then such
property should be destroyed and disposed of in an approved
sanitary landfill. EXAMPLE: Football helmets.

Property purchased with federal funds, which can no longer be
used for the original authorized purpose may be disposed of.
These assets are subject to federal guidelines, which may change
on a periodical basis.

If applicable, the budget authority releasing property for disposal
must identify the property as "FEDERALLY CONNECTED PROPERTY"
on the list of Surplus or Salvage Property.

If the property is disposed of, the surplus records must illustrate
that the property was disposed of in accordance with federal
policies and procedures. This documentation must be approved, in
writing, by the external funding director.

District employees are not entitled to any preferential treatment
when buying District surplus property. Sales to District
employees during the normal work day are prohibited.
Employees must conduct their personal business on their own
time.

Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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(5150 totaD, In each of the three cash baxes for scheduled surplus
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Other References: Texas School Law Bulletin,Revised CMl Statutes, Articie, 901, A5 48; 5

Superintendent's abinet/October 3, 2005
Please contact the executive dirctor for faancis services at 887-5860 if addkional information is

needed.
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SURPLUS SALES

INCURRED EXPENDITURES
FORSURPLUS SALES

CASH RECONCILIATION -
REPORTING REQUIREMENTS

CHANGE FUND

Policy References: CFB, Cl

Employees assigned to the surplus sale, and their immediate
families, are prohibited from purchasing any surplus property.

Administrators who approve the disposal of a particular piece of
property, and their immediate families, are prohibited from
purchasing said surplus property.

Expenditures incurred for this activity (such as overtime supplies,
and advertising) will be borne by the Warehouse Services
Department.

The surplus sale administrator, his or her assistant, and the head
cashier will perform a reconciliation immediately after the surplus
sale. The reconciliation will be reviewed by a representative from
the Internal Audit Department (same date). This reconciliation is
performed in an office provided by Police Services. All variances
must be addressed immediately.

The surplus sale administrator is to ensure that the funds are placed
in a secure vault. The warehouse services director and the police
chief are to ensure that the funds are provided to the District's
carrier for deposit on the next working day.

The warehouse services director will provide a surplus sale
summary to the financial services executive director (copy to
Internal Audit) within five working days of the activity.

The surplus sale administrator is to maintain a $50 change fund
($150 total), in each of the three cash boxes for scheduled surplus
sales. These cash boxes should be held in the vault located at ECB
for safekeeping (in-between sales).

Other References: Texas School Law Bulletin, Revised Civil Statutes, Article 9,9.01, 4Ai; 4B;5

APPROVED:

Superintendent’s Cabinet/October 3, 2005

Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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CAPITAL ASSETS INVENTORY

PURPOSE

DEFINITIONS

RESPONSIBLE PARTIES

The District maintains a database for capital assets to provide accurate
information on the District's financial condition. The system facilitates
accounting, tracking, and management of inventory by providing a
complete record of each asset from the point of acquisition through its
disposal.

A "capital asset" is a long-term, tangible asset held for business use and
not expected to be converted to cash in the current or upcoming fiscal
year. Governmental capital assets include such items as land, land
improvements, buildings, fixtures, equipment, and property under
construction. They should be accounted for at the lower of cost or fair
market value at the date of purchase, or if the cost is not practicably
determinable, at estimated cost. Donated capital assets shall be
recorded at their estimated fair value at the time received.

* An item with a unit cost of $5,000 or more will be considered a capital
asset whether it is a single item, component units, or a capital
improvement to a property, building or land, and

« is not consumed as a result of use, and
 has a useful life of at least one year, and

< is controllable, in that it is tangible in nature and can be reasonably
accounted for through a fiscal inventory system.

A "controlled/fixed asset” is an item that is tangible in nature, has a life
longer than one year, and has a unit cost of more than $500 and less
than $5,000 or any item that is considered theft-sensitive. Refer to the
Fixed Asset Management Services section on the my.episd Web site.

Each campus/department is responsible for the accountability and
management of all inventoried property with assistance provided by
the capital assets accountant and Fixed Asset Management Services
(FAMS). The District's database is maintained by the capital assets
accountant in the Financial Services Department. Controlled assets and
fixed assets are maintained by FAMS. At the campus or department
level, the principal or director and above is responsible for designating
a contact person who will maintain the site's asset inventory
maintenance. A list of designated contact persons is kept on file for
reference; therefore, this listing is to be updated on an as needed basis.

Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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CAPITAL ASSETS INVENTORY

PROCEDURES

The designated contact person listing is maintained by the assistant
director for special projects, Fixed Asset Management Services.

The campus/department contact person must notify the capital assets
accountant of any changes in capital asset inventory. Changes include
but are not limited to transfer of assets between locations (Exhibit A,
EPISD Property Transfer Form), donations (Exhibit B, Donation Approval
Request), purchases (see Warehouse Services Bulletin 2), loss of assets
due to theft or vandalism (Exhibit C, Notification of Missing/Stolen
Property Form), salvage or surplus equipment (Exhibit A, EPISD
Property Transfer Form), and/or company trade-ins (see Financial
Services Bulletin 17.) Each transaction must be completed according to
procedures identified in the corresponding bulletins with appropriate
forms and approval by the site administrator.

For additional information on the aforementioned transactions, refer
to the following:

« Warehouse Services Department Bulletin 2, Purchasing, Requesting,
Charging, Returning, Transferring, and Auditing Warehouse Nonstock
Items

< Financial Services Department Bulletin 17, Surplus Sales

* Donation Approval Request (CAM Section 7.3.4) available on my.episd
Web site under Financial Services CAM

Forms used for the following transactions are available in the FAMS
Policy and Procedure Binder:

¢ Property Transfer Form (Warehouse 128672, previously 129130 and
129030)

* Notification of Missing/Stolen Property Form

Each site is responsible for the monitoring of inventory activity
throughout the school year not just during their scheduled inventory.
The site administrator will be provided with a listing of site assets to
review and update as needed.

Please contact the executive director for financial services at 887-5860 if additional information is

needed.







image21.png
1 Paso Independent SchoolDistrict

FINANGAL SERVICES DEPARTMENT

[Bultetin 1 Tage3ofe
CAPITAL ASSETS INVENTORY

Plase contact the executive diedtor for fissncial services at 867-5860 i aditonsl information &




El Paso Independent School District

FINANCIAL SERVICES DEPARTMENT

Bulletin 18

Page 3 of6

CAPITAL ASSETS INVENTORY

TRAINING

Policy References: CFB (LOCAL)

The capital assets accountant will not perform additions, deletions, or
adjustments without proper authorization and written documentation
(e.g., police report, purchase order documenting a trade-in, property
transfer, etc.).

Training is provided by the capital assets accountant and FAMS annually
and on "as needed"” basis. To schedule training call 887-5894. Annual
physical inventories are performed to ensure compliance with policies
and procedures.

Other References: Financial Services Department Bulletin 17, Warehouse Services Department

Bulletin 2

APPROVED:

Superintendent’s Cabinet/July 2, 2007

Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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Exhibit A
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Please contact the executive director for financial services at 887-5860 if additional information is

needed.
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Exhibit B

Donation Approval Request

Date of request: School/Department:

On behalf of the EPISD, | am asking that you approve the acceptance of the following items:

Item Description Quantity Value

Purpose of donation:

Donor or Donor Organization:

O Non-monetary donation
Check one: [0 This donation will be recorded in the school's general fund

[ This donation is for the benefit of the following club or team and will be recorded in their
account if the donation is monetary in nature

Club Name Account Number
Sponsors Signature Date
Donation has been received and is pending approval D Yes
If yes, list Office Receipt # D No
REQUESTER'S SIGNATURE:
Principal/Department Head Date
ACCEPTANCE APPROVAL:
Level Associate Superintendent Date
IF ADDITIONAL APPROVALS ARE REQUIRED, PLEASE FORWARD TO:
TiS Approval:
(I required - All computer related items) TIS/TRC Date

Operations Approval:
(I required - Building and grounds Associate Superintendent of Operations Date

muodifications/improvements)

AFTER ALL APPROVALS
Copy to Campus Accounting
Original to Campus
Property donated (and ) to the district | sole property of the district and cannot be returned to the donar,

Daonations made to the district or a campus general fund are tax-deductible. Donors should check with their tax-advisor
for the donation's tax status when donating to a club or team.

Please contact the executive director for financial services at 887-5860 if additional information is
needed.






image24.png
1 Paso Independent SchoolDistrict

FINANGAL SERVICES DEPARTMENT

CAPITAL ASSETS INVENTORY

Tagesofe

Notfcaton ofissingiStolon Property Form





El Paso Independent School District

FINANCIAL SERVICES DEPARTMENT

Bulletin 18 Page 6 of 6

CAPITAL ASSETS INVENTORY

Exhibit C

Elldl’aso g
ependent
4 1l School District.

Fixed Asset Management Services (FAMS)
Auxiliary Services

Notification of Missing/Stolen Property Form

School/Site Name Date
Date of Incident Time AM./P. M.

Type of Incident (Circle Oney  Missing Items Theft Vandalism

Incident Discovered by:(Fiease Print Name)

Police Notified by:(Piease Print Name)

Police Officer Contacted:(ricase Print Name)

Case Number Provided:

Are offenders known? Yes or No
Damage to building? Yes or No
Damage to equipment? Yes or No
Damage to supplies? Yes or No
Did incident occur over a holiday/break? Yes or No

Please list information for missing/stolen items:

M=Missing Estimated
Item Brand Model# Barcode# S=Stolen Amount
D=Damaged $$

Miscellaneous Details: (Artach addifional sheet if necessury and police report.)

Budget Authority Date
(Signature)

Distribution: White — FAMSH Yellow — Pink— Or a SchoolfDepa

Please contact the executive director for financial services at 887-5860 if additional information is
needed.
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El Paso Independent School District

Donation Approval Request

Date of request: School/Department:

On behalf of the EPISD, 1 am asking that you approve the acceptance of the following items:

Item Description Quantity Value

Purpose of donation:

Donor or Donor Organization:

[1 Non-manetary donation Copy fo Property Control Management]
Check one: [] This donation will be recorded in the school's general fund #5744

[0 This donation is for the penefit of the following club or team and will be recorded in
their account if the donation is monetary in nature

Club Name Account Number
Sponsors Signature Date
Donation has been received and is pending approval D Yes
If yes, list Office Receipt # (] Ne

REQUESTER'S SIGNATURE:

Principal/Department Head Date

ACCEPTANCE APPROVAL:

Level Associate Superintendent Date

IF ADDITIONAL APPROVALS ARE REQUIRED, PLEASE FORWARD TO:

TIS Approval:

(If required - All computer related items) TIS/TRC Date

Operations Approval:

{If required - Building and grounds Associate Superintendent of Operations Date
meodifications/improvements)

AFTER ALL APPROVALS
Copy to Property Control Management
Copy to Campus Accounting
Original to Campus
Property donated {and accepted) to the district becames sole property of the district and cannat be returned to the donor.

Donations made to the district or a campus general fund are tax-deductible. Donors should check with their tax-advisor
for the donation’s tax status when donating to a club or team.
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/| Scholc))l District.

Internal Transfer Request Form

Site Requesting Move:

Date Items Were Moved

Person Releasing Item(s)

Printed Name Signature

Person Receiving Item(s)
Printed Name Signature

Person Authorizing Move

(Program Manager or Above)
Printed Name Signature

Barcode Number Description of Item From Room#/ To Room#/ |
Location Location

As soon as a transfer has been completed and signed by the receiver, forward this signed transfer request (retain

a copy for your records) through the school mail to the Property Control Department at the James Gamble
Facility or fax it to 739-2712. If you have questions, call 759-2708 or 759-2706.

Revision Date: 03/12/08
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Improvements vs. Maintenance Repairs

Functions

Class Objects

Projects Under
$5,000

51

Facilities Maintenance & Operations

expenses for maintenance & operation of physical
facilities & grounds

expenses to repair facilities & grounds

expenses to keep facilities & grounds open, clean,
comfortable & in effective working condition

equipment, supplies & services for upkeep &
maintenance for buildings & grounds

53
Data Processing Services

costs for computer facility management, computer
processing, systems development & integration

maintenance of programs & networks

costs associated with general types of technical
assistance to data users

6249
Contracted Maintenance & Repair

expenses for normal contracted upkeep,
maintenance & repair

to include maintenance or repair of office
equipment, furniture, computers, copiers, district-
owned telephone systems, fax machines...

improvements that enhance an existing condition

repairs/replacements that bring back to usable
condition

wiring/cabling

Projects Over
$5,000

51

Facilities Maintenance & Operations

expenses for maintenance & operation of physical
facilities & grounds

expenses to repair facilities & grounds

expenses to keep facilities & grounds open, clean,
comfortable & in effective working condition

equipment, supplies & services for upkeep &
maintenance for buildings & grounds

53
Data Processing Services

costs for computer facility management, computer
processing, systems development & integration

maintenance of programs & networks

costs associated with general types of technical
assistance to data users

6249
Contracted Maintenance & Repair

expenses for normal contracted upkeep,
maintenance & repair

to include maintenance or repairs of current
district property

replacements that do not extend the life and do
not increase the value of an asset (if life is
extended & value is increased, see below 6626)

Projects Over
$5,000

81
Facilities Acquisition & Construction

purchase of land or buildings
remodeling or construction of buildings
major improvements

initial installation or extension of service systems or
other equipment

Questions with function 81, contact Job Cost
Accountant at 887-5902

6626

Improvements
improvements that extend the life and increase
the value of an asset

wiring/cabling
6624-Building Purchase & Construction and
all original contents (library bks, telephone,

computers, furniture, equipment)

6625-Building Purchase & Construction Fees

For any questions, please call the Capital Assets Accountant at 887-5897

Rev 2-5-09






image1.emf

image2.jpeg




