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	DEPARTMENT OF MANAGEMENT SERVICES

ADMINISTRATIVE POLICY

	TITLE:  Property Asset Management
	POLICY NUMBER
Financial Management Services
07-105

(formerly 2.01)

	EFFECTIVE:  November 13, 2007
REVISED:      June 28, 2016    
	


PURPOSE

The purpose of the property asset management program is to establish responsibility for Department of Management Services (DMS/department) owned property, provide for better utilization of property, facilitate the physical inventory and comply with the laws of the State of Florida
SCOPE

This policy is applicable to:

· all property, as defined in this policy, owned or controlled by the department,

· all employees of the department, and 

· all vendors who the department has delegated property asset management

responsibilities.  
AUTHORITY
Chapter 20.05 Florida Statutes (F.S.) – Heads of departments; powers and duties 

Chapter 273 F.S. - State-Owned Tangible Personal Property
Chapter 69I-21.002 Florida Administrative Code (F.A.C.) – Procedure for Adjustment of 
     State-Owned Property Records
Chapter 10.350, Rules of the Auditor General – State-Owned Surplus Tangible Personal 
     Property

Memorandum No. 02 (2006-07) from the Chief Financial Officer, Department of 

     Financial Services (DFS)
DMS Administrative Policy & Procedures, DP-08-101 – Dept. of Purchasing Policy
REFERENCES
PAM “Procedures” located on DMS’ Property Asset Management Web site:
http://www.dms.myflorida.com/agency_administration/financial_management_services/property_asset_management_pam
DISTRIBUTION

	The following individuals should be notified of this policy
	Method of Notification

	  All DMS Employees
	· DMS Communications via employee distribution lists
· DMS Web site

	DMS Executive Leadership
	· Executive Leadership meetings


POLICY
This policy establishes DMS’ requirements for accountability, control and transfer of all tangible personal property (hereinafter referred to as property) owned by the Department of Management Services, pursuant to Chapter 273, Florida Statutes.  The procedures associated with this document are located on the PAM Website:
http://www.dms.myflorida.com/agency_administration/financial_management_services/property_asset_management_pam
A.  PROPERTY ACQUSITION

Property purchases must follow the policy and procedures outlined in the Departmental Purchasing policy DP-08-101.

Property with an object code beginning with “5xxxxx” will automatically be updated in the FLAIR Property Pending File.  Once the appropriate documentation is received in Financial Management Services (FMS), the property accountant will process the pending items into the FLAIR Property Master File.  Property that is acquired in an object code not beginning with “5xxxxx” must be manually reported to the property administrator according to procedures.  It is the responsibility of the individual that is signing for the purchase to ensure their delegate is made aware of the new property item.  It is the responsibility of the delegate to ensure the property administrator is made aware of the new property item.  A copy of the purchase order or requisition should be emailed to the property administrator when it is first available.  

All donations of property and property transferred into the department must be reported to the property administrator upon formal acceptance.  Donated and transferred property will be given an inventory number which will be affixed to the item according to procedures.
B.  PROPERTY IDENTIFICATION
Each property item will be assigned a property inventory number which will be affixed to it according to procedures.  Any property item whose value or utility would be significantly impaired by the attachment or inscription of the property identification number is exempt from the requirement for physical marking.  A request for exemption must be approved by the property administrator.  The property administrator must ensure that the department’s property records contain sufficient descriptive data to permit positive identification of such items.  

Property identification numbers should only be removed by a staff member of the Property Asset Management Section or a delegate.  
Any tags not placed on an inventory item must be returned to the property administrator. 
C.
PROPERTY INVENTORIES
An annual inventory of property is required.  Additionally, each time there is a change in the primary custodian, secondary custodian or custodian delegate, an inventory is required.  It is the responsibility of the secondary custodian to notify the property administrator of the upcoming change in custodian delegates. It is the responsibility of the property administrator to ensure an inventory is performed. 
It is the responsibility of the incoming custodian or delegate to ensure all items of property (as recorded in FLAIR) are present and in good condition before accepting responsibility for property.

Each inventory will require the secondary custodian and delegate’s signature.  The results of the inventory will be updated in FLAIR and a “Property Inventory Summary Report” will be provided to the primary custodian.  During the process of the inventory, and at any other time, if property is found to be missing or in need of disposal, the appropriate documentation and procedures should be followed prior to it being removed from the FLAIR Property Master File.  
Property Asset Management Section will perform random spot checks after the year of prior inventoried items.
D.
MOVEMENT, TRANSFER AND LOAN OF PROPERTY
Property that is moved from its recorded FLAIR organization code or location to another organization code or location due to travel, use at employee’s home, on loan or transferred to another organization code will be recorded by following the Property Movement procedures.   

E.
DISPOSITION OFTANGIBLE STATE PROPERTY
Property maybe disposed of once it has been reviewed and approved by the Review Board or the Division of Specialized Services.

The primary custodian will establish a Disposition of Tangible State Property Review Board who will review and approve or disapprove all disposal requests. Disposal of vehicles must be approved by the Division of Specialized Services (DSS).  Property that is requested to be removed from the department’s inventory will follow the “Request for Disposal of Property” procedures including disposal to non-profit organizations.             
Under no circumstances shall employees of the Department of Management Services be allowed to take possession of surplus property. 
Surplus property cannot be donated to religious organizations.

F.
DOCUMENTATION OF MISSING AND STOLEN PROPERTY
Property that is missing, stolen or damaged must be reported immediately (on the day of discovery) by following the “Missing, Stolen or Damaged Property” procedures.

G.
DISPOSAL OF TECHNOLOGY EQUIPMENT
Desktop support staff should be notified of all departmental technology equipment (inventoried and non-inventoried items) being replaced or not used for a period of one month.  The agency desktop support staff will manage the Desktop support staff will evaluate the equipment and determine if it can be reused, used for parts or should be disposed.  Desktop support will decide if the CD will complete a Disposal Form item/s or a Transfer Form for the item/s to an org within Desktop support to track on their inventory.   The Property Asset Management team will assist in the disposals.  The Desktop support staff will provide at a minimum:

· a cost-effective, timely and efficient process to reallocate resources within the department,

· assurance that the department’s digital information is being handled properly on items being recycled or disposed,  

· the ability to make maximum use of equipment parts, and

· assurance that the department is being environmentally responsible in the disposal of technology equipment.
RESPONSIBILITIES

	Individual

or Group
	Responsibilities

	Employee
	· Adheres to this policy. 

	Bureau of Financial Management Services
	· Annual review and update of this policy.

· Provides guidance to divisions and employees. 

· Researches current policy to determine whether a policy revision or policy rescission is required.

· Submits a request to create, amend and rescind policy.

· Maintains appropriate paper work regarding state-owned property.

· Ensures policy content is accurate.

· Monitors policy compliance and elevates concerns as appropriate.


DEFINITIONS:
	Acquisition

Date
	MFMP purchases:  The purchase order payment approval date.
P-Card purchases:  The date of the purchase.
Other procurement methods:  The date the payment was approved.
Gifts or transferred property:  The date the Property Administrator is notified of the property being received into the department.

	Acquisition

Method –

FLAIR

Codes


	1 – Purchased

2 – Donated (from external non-government entity)

3 – Government Surplus (donated from external government agency)

4 – Lease Purchase

5 – Other

6 – Consolidated Equipment Financing Program

7 – Intra-fund Transfer (within DMS)

	Annual

Property Inventory
	A process of physically locating all active FLAIR Property Master file items.  The inventory process also includes documenting any property items that are found that are not listed in the FLAIR Property Master report and recording any changes in location and/or condition of property. 

	Attractive 
Items
	Attractive items are inventoried and controlled as property.  Examples are:

· wireless mobile devices, Personal Digital Assistants (PDA’s), projectors, scanners, tools, toolsets, lawn equipment, key cutting machines, vacuum cleaners, printers,  fax machines, cameras, radios costing $500 or more, and 

· all personal computers and laptops, regardless of cost.

	Books
	All hardbound books with a cost of $250 or more.  

	Central Receiving Address
	The central delivery point for all property being delivered to the Capital Circle  Office Center (CCOC) is:


DMS Property Administrator


4050 Esplanade Way, Suite 180


Tallahassee, FL  32399-0950

	Condition
	The condition of property is identified as one of the following:
     1-new     2-good     3-fair/usuable     4-poor/scrap

	Cost
	The original cost reflected in dollars and cents to include the total of the following:
     + purchase price
     + trade-in value
     + installation costs
     + freight charges
     - cash, commercial or volume discounts.
     =  original cost


The cost (value) of property that is donated to the department will be submitted by the donor.

	Custodian
Delegate
	Custodian delegates are persons under the direct supervision of a secondary custodian and are referred to in this policy and associated procedures as "delegate".  Each delegate is associated with one or more FLAIR organization codes.  The term “custodian delegate” is used to indicate the “delegate that cares for the property in the org. code that the property is assigned.”

	Custodian –

Primary
	As DMS’ appointed state officer, the secretary of the department is the primarily custodian responsible for the supervision, control, and disposition of the property in his or her custody. 

	Custodian –

Secondary
	The primary custodian may delegate to persons under his or her supervision the role of secondary custodian.  The secondary custodian is responsible for the use and immediate control of property under his or her supervision.  In most cases the secondary custodians are division directors.  A list of the secondary custodians and their associated areas of responsibilities (designated by FLAIR organization code) can be found on the Property Asset Management website.

	Department
	Department of Management Services (DMS)

	Document Number
	Designates the voucher number on which payment for the item was made.  A document number may not be available for items discovered and added to the inventory during a physical inventory.  Items donated to the department will be given an assigned document number.

	FLAIR
	Florida Accounting Information Resource System

	Inventory 
Date
	Indicates the date of the last physical inventory of the item.

	Item Serial Number
	Refers to a manufacturer's serial number and will be entered in the FLAIR Property Master File if present on the property item.  

	Organization
Code
	Eleven (11) digit numbers which are established by FMS within the FLAIR system.  Property items, secondary custodians and delegates are each associated with organization codes.  The format of the number is 99-99-99-9999 and identifies the following:
     Pos. 1 & 2 - represent the department,
     Pos. 3 & 4 - usually represent the bureau,
     Pos. 5 & 6 - usually represent a section within the bureau,
     Pos. 7 & 8 - usually represent a sub-section within the bureau, and
     Pos. 9, 10 & 11 - assigned as needed to provide further grouping.

	Property
	Property, as used in this policy, refers to fixed assets and is further defined as equipment, fixtures and other tangible personal property of a non-consumable and non-expendable nature, which meets the following conditions:
     1.  the value or cost is $1,000 or more and has a normal life 
          expectancy of one year or more,
     2.  attractive items costing $500 or more, such as wireless mobile

          devices, personal digital assistants (PDA’s), projectors, scanners, tools,

          toolsets, lawn equipment, key cutting machines, vacuum cleaners,

          printers, fax machines, cameras, radios, 

     3.  all personal computers and laptops, regardless of cost,  

          and

     4.  hard bound books with a value or cost of $250 or more.


On occasion, the primary custodian or FMS Bureau Chief may designate specific items to be inventoried even though they do not meet the above criteria.



	Property Administrator
	This DMS employee responsible for management of DMS’ property asset management program (PAM).  This individual is located within the Financial Management Section (FMS) and reports to the Professional Accountant Supervisor.

	Property 
Disposal –

   FLAIR

   Status 

   Codes

	Property that is disposed (surplus property) must be updated in FLAIR to reflect the method of disposal.  Valid disposal methods are:

Status Code

Agency Unique

Code

Description

1

11

SOLD – Payment has been received for the item.

2

21

TRADED – Another item or something of value has been received in trade.

3

31

CANNIBALIZED – The item is out of service and being used for parts and displays a “Cannibalized” sticker.

4

41

LOST, approved by DFS – The item has been approved by DFS to be disposed in FLAIR.  

4

42

STOLEN, approved by DFS – The item has been approved by DFS to be disposed in FLAIR.  

5

51

DISPOSED – SURPLUS RECYCLE – The item will be disposed via the state term contract “Recycling Services, End of Life Electronics Equipment”.

5

52

DISPOSED – DONATED/SCHOOL – The item was donated to a school.

5

53

DISPOSED – DONATED/STATE – The item was donated to another state of Florida agency.

5

54

DISPOSED – DONATED/OTHER – The item was donated to a place other than the state or a school.

5

55

DISPOSED - CORRECTION– This code is used to inactivate property records that were entered in error.

5

56

DISPOSED - DUMP – The item was disposed of at the dump.

5

57

DISPOSED - TRASH – This item was placed in a department trash bin.

5

58

DISPOSED - RETURNED – The item has been returned to the vendor and no longer owned by the department.  

5

59

DISPOSED – Used for ALL OTHER disposals (not specifically listed above).  Must be fully document and approved by the F&A bureau chief. 

7

71

DISPOSED – CASUALTY LOSS – This item was damaged or spoiled due to acts of nature or some accident.

8

81

DISPOSED – LOST WAITING DFS APPROVAL – The item cannot be found and remains in the inventory for two inventory periods (two years).

8

82

DISPOSED – STOLEN WAITING DFS APPROVAL – Stolen waiting DFS approval – The item has been stolen and remains in the inventory for two inventory periods (two years).



	Property 
Inventory

Decal with 

Barcode and

Number 
	A 5/8” x 1 7/8” white vinyl adhesive decal imprinted with a unique six digit number and a corresponding bar code and titled "State of Florida, Dept. of Management Services".  Items with these tags are recorded in the FLAIR Property Master File.



	Property 
Inventory
Decal without
Barcode and

Number
	A 5/8” x 1 7/8” white vinyl adhesive decal imprinted with "State of Florida, Dept. of Management Services".  These tags do not contain a six digit number nor do they have a bar code.  Items with these tags are not recorded in the FLAIR Property Master File.

  

	Property
Inventory 
Number
	A six digit number used to identify property and is usually affixed to the property item by way of a vinyl adhesive decal, a manual engraving or a permanent marker.  The property inventory number is the primary identifier for each property item in the FLAIR Property Master File.

	Special

Property Inventory
	An inventory of all or a portion of the department's property inventory performed at a time other than the annual inventory period.

	Disposition of Tangible State
Property
	Property that is no longer useful or needed by the department becomes disposition of tangible state property.  

	Disposition of Tangible State Property
Review

Board
	A group of department employees appointed by the primary custodian to review requests for disposal of property.

	Tangible Property
	Refer to the definition for "Property".

	IT
	Information Technology - A Division which consists of  the agency desktop support staff which  evaluate surplus equipment to determine if it can be reused, used for parts or should be disposed.  The IT will publish a list of items available for redistribution. 



ASSOCIATED FORMS

PAM-1    Property Receipt/Tag Ledger

PAM-2    Property Transfer/Move Form 

PAM-4    Property Disposal Form

PAM-5    Property Travel Form

PAM-6    Secondary Custodian Appointment Form

PAM-7    Custodian Delegate Appointment Form

PAM-8    Lost/Stolen Affidavit Form
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