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PROCEDURE:
ACCOUNTABLE EQUIPMENT

Accountable equipment is defined as all tangible personal property of a non consumable nature having a normal life expectancy of one (1) year or more and having an acquisition value of one thousand dollars ($1000.00) or more.

Non-accountable equipment is equipment which costs less than one thousand dollars ($1000.00) and is considered "minor" equipment.

The College is not required to affix a property records number on "minor equipment".  This equipment should be marked in some way to identify it as property of the College.  There are several ways to accomplish this.  (tags, etching, branding)

Equipment which costs $1,000.00 or more must be tagged with a property records number as soon as possible after delivery.  (These tags can be removed as will be explained later.)

Some equipment such as personal computers, overhead projectors, television cameras and sets, and electronic equipment needs to be "branded" as soon as the site receiving staff determines the equipment received is what was ordered and is working properly.

For deliveries to a site the procedure to follow is:

1.
The equipment is received by an official of the College at the prescribed site.  (This is shown on the purchase order.)

2.
The receiving official makes a visual inspection of the equipment to determine if:

A.
The equipment appears to be correct

B.
The quantity is correct

C.
There is not any apparent damage

If there is visual damage, the damage must be noted on the receiving request of the delivery company and purchasing notified.

3.
If there is no visual damage, then a property records number is assigned and affixed to the equipment by Site Receiving staff.

4.
The equipment is delivered to the requesting person or department, with a notification request that the equipment must be "checked-out" as soon as possible to ascertain that it functions properly.

5.
If the equipment does not function properly, purchasing must be notified immediately, by the ordering department.

6.
If it is determined that the equipment must be returned to the vendor or manufacturer, the property records tag is removed by Site Receiving, and the tag, along with support documentation, is returned to the Asset Management Department.

For accountable equipment directly delivered and installed or assembled by a vendor on-site the procedure is:

1.
Once the requesting person is satisfied with the equipment's functions, Site Receiving is notified, and the equipment is "branded".  This must take place within 60 days of delivery to the requesting person.

2.
It will be the ordering department's (Site Department or Physical Facilities) responsibility to "follow-up" on "branding" to make certain that all required property is "branded" within the 60 day period.  This is to be done by notifying Site Receiving.

I.
Property Accountability, General

A.
As accountable equipment is received by site receiving, the property number is affixed and noted on the New Accountable Equipment form (NAE) along with the serial number.  The equipment is subsequently delivered to the department and the asset custodian acknowledges receipt and accountability by signing the NAE.  After delivery to the department, the asset custodian is to maintain precautions to safeguard the property.  The signed NAE is sent to Asset Management for entry into the property records.

When there is a change of custodian, the provost or budget supervisor responsible for the division/department may request the Inventory Control Office scan and account for all assets in the exiting custodian name before he/she is transferred to another department or leaves the College.

The vice president, provost or budget supervisor responsible for a division/department may also request that a physical inventory be conducted at times other than the annual inventory by scheduling same with the Inventory Control Office.

B.
Responsibility of the Asset Custodians 

1.
It is the responsibility of the asset custodian to maintain precautions to safeguard property under their control.

2.
It is the responsibility of the asset custodian to periodically run a Property Inventory Listing from PeopleSoft to ensure all property assigned to them has been correctly recorded in the Asset Management System.  The Asset Management department should be notified as soon as possible via email of any errors noted.

3.
It is the responsibility of the asset custodian to notify Asset Management when a property decal is removed so a duplicate can be printed and sent to Site Receiving to reapply.

4.
It is the responsibility of the asset custodian to notify Asset Management when property is transferred between buildings, among departments/divisions or to another custodian on a permanent basis.  A Move Request/Change of Custodianship form must be used when there is a change in location and/or a transfer of responsibility from one asset custodian to another.  Both asset custodians must sign the form.

5.
For items missing from inventory, the asset custodian shall determine why the property is missing. If theft is suspected, the asset custodian is to immediately notify the appropriate police department and site security to conduct an investigation.

For theft, a detailed Accident-Incident Report should be prepared by College personnel to substantiate the request for relief from property accountability.  The police report and incident report must be attached to the Relief of Property Accountability form and sent to the appropriate provost/vice president for approval.  Once signed by the provost/vice president, all documentation will be sent to Asset Management for review.  If the documentation provided meets all established guidelines the asset will be retired from the property records.

6.
It is the responsibility of the asset custodian to locate all items not found by Inventory Control during the annual inventory. 

7.
Unless stolen or donated via approved College procedures, accountable equipment cannot be removed/retired from the property records until it’s been unreconciled for three consecutive inventories. The asset custodian must provide documentation that an effort was made to locate the item during all inventories from which it was unaccounted. This documentation should include e-mails, memos between departments and/or hand written notes stating who looked for the item and where. On June 30th all asset custodians will print and sign their final missing inventory list for the current fiscal year.  The signed original and back up documents collected during the current inventory period will be sent to Asset Management.

8. 
Asset Management will review previously unreconciled assets to determine eligibility for write-off during a fiscal year.  Items that meet the criteria will be taken to the BOT by Asset Management for permission to remove them from inventory.  

C.
Responsibility of the Asset Management Office:

1.
To coordinate the identification (by tagging or other marking) by site receiving of accountable equipment obtained by the College.

2.
To maintain records showing the location of each piece of equipment and the department to which it is assigned for accountability purposes.

3.
To coordinate paperwork to account for all stolen, lost, destroyed, damaged, obsolete, unserviceable, or surplus items.

4.
To work with College personnel to solve property problems.

5.
To maintain and reconcile the detailed property records and the general ledger control account.

D.
Responsibility of the Facilities Planning, Moving & Warehouse Services Department:

1.
Conduct the annual inventory of all accountable equipment, or for individual departments as requested.  Notify the associate vice president of Financial and Business Services before the end of the fiscal year of any items not located, for which relief of accountability has not been requested.

2.
To dispose of property which has become unserviceable, obsolete, or surplus to the College by auction, bid, or other appropriate means.  Prior to disposition, after completion of the Relief of Property Accountability form (RPA), obtain all required approvals, advertisements, bids, or any other requirements required by state law, or federal regulations for assets purchased with federal funds.

3.
To provide for auctions or bids of any College property which has been declared surplus.

4.
To maintain detailed bar code inventory records.

II.
Property Accountability - Temporary Transfers of Accountable Property

When accountable property is transferred between buildings or among departments on a temporary basis, notification is required when Facilities Services personnel are to be used, in which case, requesting department submits Move Request/Change of Custodianship form to the Asset Management Office.

III.
Property Accountability - Property Constructed by College Personnel

The Facilities Planning and Institutional Services Department will notify the Asset Management Office of property constructed, the valuation of which will be actual material costs or fair market value, whichever is higher.  The Asset Management Office will enter this property in the inventory and prepare and send to accounting the necessary paperwork to include the value in the College records.

IV.
Property Accountability - Personal Property

Permission for an individual to install personal property (equipment) or use personal property requiring special utilities or alterations to a building can be sought as follows:

A.
The individual prepares a memorandum in triplicate requesting permission from the appropriate budget supervisor.

B.
If the budget supervisor approves the request, the memorandum is forwarded to the provost/vice president for approval.

C.
If the provost/vice president approves the request, one copy of the approved memorandum will be returned to the individual initiating the request, and one copy retained for department files.

V.
Property Accountability - Relief From, for Damaged, Destroyed, Obsolete, Unserviceable, Cannibalized or Surplus Property

A.
For accountability equipment/property that has become damaged, destroyed, obsolete, unserviceable, or surplus and is no longer usable or needed, the asset custodian is to prepare a Request for Relief from Property Accountability form.  The date the equipment is to be moved surplus needs to be indicated on this form.  This form is to be sent to the Asset Management Office. Asset Management will review for signatures/content and forward to Moving & Warehouse Services to schedule pick-up.

B.
For accountability, equipment/property that needs to be cannibalized or scrapped and is no longer usable, the asset custodian is to prepare a Request for Relief from Property Accountability form.  This form will be submitted to the Survey Committee by the Facilities Planning, Moving & Warehouse Services Department for approval before the equipment/property is cannibalized or scrapped.

VI.
Property Accountability - Surplus Library Books and Materials

Periodically library books and materials should be reviewed by library staff to identify items which have become obsolete or the continued use of which would be uneconomical, inefficient, or which would serve no useful function.  

These books/materials should be removed from circulation in accordance with established internal procedures following approval of the site librarian.

A.
Books and materials selected for removal must meet one of the following tests before they may be purged from the collection.

1.
The books/materials have been infrequently utilized.

2.
There are other books/materials in the collection which fulfill the same need more adequately.

3.
The physical condition of the books/materials is such that they cannot be utilized.

4.
The age or relevance of the books/materials are such that they no longer meet the criteria of the Collection Development Policy.

B.
In evaluating books/materials, an instructor with expertise in the relevant discipline should be consulted if library staff question whether removal of the item is appropriate.

C.
Books/materials approved for disposal shall be canceled and marked as "SPC Surplus Property" in accordance with established internal procedures.

D.
Books/materials approved for disposal may be disposed of in accordance with Chapter 274, Florida Statutes.

VII.
Property Accountability - Donations

Donations to the College are categorized as follows:

Category 1:
Includes items of personal property having no unusual liability and no maintenance cost.

Category 2:
Includes items of personal property having either unusual liability or maintenance cost with the annual cost of maintenance not exceeding $500.

Category 3:
Includes items of personal property with liability or unusual maintenance cost with cost of maintenance exceeding $500 annually.

Category 4:
Includes all real property (land or buildings).

From time to time members of the College staff will be contacted by an individual or organization that wishes to donate property to the College.  When this occurs, the College employee is to refer the matter to the appropriate member of the President's Cabinet.  Said cabinet member will determine the exact nature of the donation and present the information concerning the donation to the President's Cabinet.  If the cabinet approves the donation, the President will accept the gift in the name of the College on behalf of the Board of Trustees, and will write a letter of thanks to the donor.

The cabinet member will designate an administrator to make the actual acceptance.  This administrator will be charged with the responsibility for preparing and forwarding a copy of the gift acceptance form to the Asset Management Office.  Gifts valued at $1,000.00 or more are required to be tagged by the Asset Management Office and placed in the inventory.
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