WV DEPARTMENT OF EDUCATION
Subject:

Inventory of Fixed Assets
Forms Required:
Fixed Asset Forms A, B, C, D, D-1 and D-2 
Authority:
State of WV, Department of Administration-Inventory Management and Surplus Property Disposition Policies and Guidelines
WV State Code Chapter 5A-3-34 to 36, 5A-3-43 to 46.
Staff Responsibilities/General Overview
It is the responsibility of every West Virginia Department of Education (Department) employee to properly care for and assist in the maintenance of the Department’s assets by adhering to the processes described below.
Property added to the Department’s inventory of fixed assets by entry into the WVFIMS Fixed Asset System will be recorded by the Office of Internal Operations in conjunction with the payment of the invoice or with the submission of a Property Acquisition Form see attached Form A.  When property is DONATED, it is the responsibility of the person accepting the donation to submit a Property Acquisition Form to the Office of Internal Operations within 10 calendar days in order for the item to be added to the inventory of fixed assets, if required.
The State of West Virginia has established a capitalization figure of $1,000 and a useful life of one (1) year or more as reportable property.  Items meeting these two criteria are required to be entered into the WVFIMS Fixed Asset system.  In addition to these criteria, the Department is requiring entry of assets that have a useful life of one year or more and/or are portable in nature and/or could also be subject to personal usage, have an acquisition cost of between $250 and $1,000.  These items may also be known as listed property and examples include: 

· Photographic, phonographic, communication and video-recording equipment (e.g. televisions, VCR/TV combos, etc.)
· Computers and electronic devices.  A computer is defined as a programmable, electronically activated device capable of accepting information (PDA, I-Pod, Blackberry, etc.)

· Other equipment such as printers, copiers, fax machines and servers.  
The excerpts that follow are taken from the Department of Administration, Purchasing Division’s Inventory Management and Surplus Property Disposition Training Manual and should be considered in relation to fixed assets. An understanding of these policies and/or definitions will assure the Department’s compliance with the applicable policies and procedures.
3.3 Responsibility: Agencies are responsible for all property under its jurisdiction, regardless of its state (removable or fixed), origin, or acquisition cost. Agencies are responsible for maintaining equipment from date of purchase to date of retirement, such as keeping equipment secure, entering assets into the WVFIMS Fixed Asset system, conducting physical inventories, submitting annual certification, retiring assets properly, etc. all in accordance with policy and procedures as outlined in the Inventory Management and Surplus Property handbook.
3.4 Removable Property: Removable property is defined as equipment, machinery, furniture and fixtures which are not attached to the land, building, or improvements and is capable of being removed, although some disassembly may be required. For example, a piece of equipment which is bolted to the floor for stability purposes may be considered removable property to be placed in inventory.

3.5 Fixed Property: Fixed property is defined as fixtures attached to land, buildings, or improvements in such a way that removal alters the intended use of the facility or site. If the fixtures are part of the land, buildings or improvements to which they are attached, they are not reportable property.

3.6 Reportable Property: The Purchasing Division has established a capitalization figure of $1,000 and a useful life of one (1) year or more as reportable property. This means that any item which has an original acquisition cost of $1,000 or more and useful life of one (1) year of more is required to be entered into the WVFIMS Fixed Asset system.

3.6.1 Exceptions: It is mandatory that the following commodities are entered in WVFIMS Fixed Asset system:

3.6.1.1 Firearms be entered into the WVFIMS Fixed Asset system regardless of the cost. Please make sure all serial numbers are entered correctly.
3.6.1.2 All computers (including laptops and central processing units [CPU]) with an acquisition cost of $500 or more.

3.6.2 All other commodities and supplies which have a value of at least $1,000 are considered equipment, i.e, office or plant equipment (furniture, mechanical, electrical, technical); rolling stock (cars, buses, airplanes, motorboats, motorcycles); and independent classes or material, such as but not restricted to, athletic equipment, education equipment (projectors, screens, classroom television sets), and recreational equipment (motion picture cameras, recording equipment, and playground equipment).
3.6.3 Historical cost should be assigned to all assets though a review of invoices or purchase orders. Costs can be estimated if no invoice records exist, but the estimation must be reasonable and the method of calculation should be recorded and kept on file for audit purposes.
3.6.4 Property should be inventoried on a ‘per item’ basis. 
Individual items making one working component are to be inventoried as one piece of equipment [unless each component has separate serial numbers.] 
However, should a piece of equipment be purchased for the purpose of enhancing or upgrading the item, the cost of the upgrade can be entered into the WVFIMS Fixed Asset system on the “Add” screen under “Asset Cross Ref”. This entry will tie the two assets together. 
Individual items with separate serial numbers making up one working component with a total cost of $1,000 or more are to be entered and tagged as separate items. Quite often this equipment is retired as separate items.  [An example of this would be a monitor and CPU.  NOTE: The total cost required for entry of computers into FIMS is $500, and not $1,000.]
3.6.5 Library Holdings:  At the end of the processing fiscal year, June 30th, all books purchased during that fiscal year should be entered in the WVFIMS Fixed Asset system as a new asset.  Example:

Asset ID A59678 2000 Library Holdings $2,000

Asset ID A68902 2001 Library Holdings $3,000

Asset ID A78903 2002 Library Holdings $6,000

All books in Library Holdings are to be retired to the Surplus Property Unit and recorded on a WV-103 Retirement Form as one lot of books. The WV-103 Retirement Form must reflect the value of the books being retired. After Surplus Property approves the WV-103 Retirement Form, the agency must execute a Data Change Request reducing the value of the oldest library holding asset, unless the retired books are from a different year, in the same amount as the retirement value. A copy of the approved WV-103 Retirement Form is to be attached to the Data Change Request and submitted to the Purchasing Division’s Surplus Property Unit for approval.

Example: Asset ID - A59678 2000 Library Holdings - $2,000: You wish to retire books with a value of $500.00. The WV-103 Retirement Form should be to retire books with a value of $500.00. The Data change request should be to reduce Asset ID A59678, the oldest asset, to $1,500. When the Library Holdings for a particular fiscal year is reduced to zero value, a Data Change Request should be executed to delete that fiscal year’s holdings out of the WVFIMS Fixed Asset system and be submitted to the Surplus Property Unit for approval.

3.7 Group Purchases/Unit Cost: Items purchased in quantities of two (2) or more shall be placed into the agency’s inventory only after determining the unit cost of individual asset. Group purchases of items shall not be recorded in aggregate. Individual assets shall be recorded in the WVFIMS Fixed Asset system if the total cost of the group purchases result in a unit cost of $1,000 or more and has a useful life of one (1) year or more. Each unit shall bear a separate numbered inventory tag and be entered into the WVFIMS Fixed Asset system as individual assets.
3.8 Donations:  Donated items that are acquired as a gift from an individual or organization are valued at fair market value on the date of the acquisition. Donated assets are to be tagged and placed in the agency’s inventory, in accordance with the established policy of life expectancy of one (1) year or more and valued at $1,000 or more.
3.9 Non-Reportable Property:  Non-reportable property is defined by the Purchasing Division to be those removable items, such as calculators, typewriters, lawn mowers, etc., costing under $1,000. Items such as a load of gravel, a skid of paper, a freezer load of meat, grass seed, etc., are considered expendable items and are not to be tagged and placed in the agency’s inventory.
3.10 Computer Software/Modular Furniture: Computer software is an intangible asset and considered non-reportable. Modular furniture when purchased as separate pieces normally does not cost over $1,000 per piece. It is recommended that modular furniture not be placed into the WVFIMS Fixed Asset system.  Most often these items are retired as separate assets.

 When completing the annual inventory of fixed assets, in addition to the above, staff are to note the following:
1) The Department will NOT include modular (systems) furniture in the WVFIMS Fixed Asset system, regardless of cost. 
2) All listed property assets with an acquisition cost of $250 or more must be tagged and entered in the WVFIMS Fixed Asset system.  
3) The Department will tag and enter assets costing less than $1,000 ONLY when they meet the above criteria.  Examples of this type of asset were provided above.
4) Assets currently listed in the WVFIMS Fixed Asset System will remain until retired regardless of cost.
5) All assets, regardless of whether they meet the criteria for tagging and entry into the WVFIMS Fixed Asset system, must be disposed of through Surplus Property.  Since non-tagged assets will not be tracked in FIMS, a system for appropriate management of these resources must be maintained at the program or office level.
Assets not meeting the criteria for tagging and entry into the Department’s WVFIMS Fixed Asset Inventory, or assets pre-dating inventory tagging, shall be approved for disposal by completion of a Form WV-103.
Lost, Stolen or Destroyed Property/Property Disposal

It is required for staff to properly secure and protect state owned property at all times.  When Department property is lost, it is the employee’s responsibility to make every effort to immediately locate asset. Within ten (10) calendar days the Inventory Coordinator in the Office of Internal Operations must be notified of the loss.  The person who was last in possession of the asset must complete Property Disposal Form B.  In addition, when appropriate, a BRIM loss reporting form and a police report must be completed and copies of these reports documenting the item as missing are to be attached to the Property Disposal Form. 
When any property on the Department’s inventory has been stolen, the theft is to be reported to the police.  An incident report or other appropriate documentation should also be completed at the location of the facility in which the theft occurred (i.e. Hotel/Motel, etc.).  The staff in possession of the asset at the time it was stolen is responsible for following up with the police and facility to obtain a copy of the police and/or incident reports.  These reports, along with a Property Disposal Form and a BRIM loss reporting form, must be completed, signed and submitted to the Inventory Coordinator in the Fiscal Office.  This information is necessary for insurance purposes.  (BRIM loss report will be accepted alone only when a police report cannot be obtained)
When Department property has been destroyed (destroyed means a natural disaster such as flood, fire, hurricane, etc. or due to an auto wreck, dropping and breaking, etc.), a Property Disposal Form and a BRIM loss reporting form must be completed, signed and submitted to the Inventory Coordinator in the Fiscal Office.  This report should be completed by the person in possession of the asset at the time of its destruction.
Surplus Property/Property Disposal

Employees wishing to dispose of assets no longer needed or wanted must complete a Property Disposal Form B listing the asset(s) and other relevant information. This form, or a similar listing, is to be used for the disposal of any asset of the Department.  NOTE: All property must be retired through Surplus Property, regardless of the dollar value of the asset or whether or not it is included on the listing of fixed assets as maintained in WVFIMS. The appropriate form (or listing) is to be completed and submitted to the Office of Internal Operations.  The Office of Internal Operations will complete additional paperwork as needed and make arrangements with Surplus Property for the delivery/pick up of unwanted assets. The office requesting the retirement of assets must maintain possession of the assets until these arrangements can be made.  Under no circumstances must assets be placed in the hallways or other areas where they are unsecured.  The individual remains responsible for each asset until the Fiscal Office takes physical possession.  For this reason, offices should plan the retirement of assets carefully and allow time for the processing of the request to Surplus Property.  
Transfer/Movement of Property
Since the Fixed Asset Management Inventory System identifies assets by several identifying factors, including the location of the asset, it is necessary for employees to notify the Office of Internal Operations when an asset is permanently moved from one office to another.  This notification should be provided by completing relevant information in the Transfer of Property Form C.
Annual Physical Inventory

A physical inventory of all assets within each office will be conducted on an annual basis.  Staff will be asked to conduct an inventory of assets by completing an Annual Physical Inventory Report Form D using a list generated from the Fixed Asset Management System which will state the equipment that is currently shown to be in their possession based on office assignment.  Staff will be required to undertake efforts to confirm that assets on the list remain in their possession and to add information for assets they possess that are not listed on the report if the item meets the criteria. Assets that are on the list but that are no longer in the employee’s possession must also be documented.  The request for the addition or deletion of assets in the employee’s possession is to be documented on Forms D-1 and D-2 as appropriate. 
The Annual Physical Inventory Report Form D and any attachments must be signed by the employee/designee and submitted to the Office of Internal Operations.  The Office of Internal Operations may conduct random physical inventories at any Department location at any time throughout the year.  Therefore, it is important that the proper channels/paperwork be followed and completed throughout the year when new assets are received, moved, and/or disposed of.

WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS
FORM A

Asset Acquisition Form

Name of Person Responsible for Asset:

Telephone:



Ext.

Location:


Description of Asset Acquired:



⁯ Check here if asset was donated by an outside organization:

· Name of Donor:

⁯ Check here if asset was purchased
· List PO # and Vendor Name:

⁯ Check here if asset was obtained from another Department of Education office.

· Name of office from which the asset was obtained:


Asset Value: $





Manufacturer:


Serial #:





Model #:


Inventory Tag # (if applicable):

Location and room number where asset will be used/housed:  


Return this form and any attachments to:  Office of Internal Operations, Building 6, Room 204

________________________________________________


___________________

Staff Signature








Date

WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS
FORM B

Asset Disposal Form
(Page 1 of 2)

Name of person responsible for asset:


Telephone:



Ext.


Location:


Description of asset/equipment requiring disposal:

Reason for disposal (check applicable space below and complete descriptive information as required).


⁯ No longer needed
⁯ Lost
   ⁯ Stolen
⁯ Destroyed
  ⁯  Other _______________
Condition of asset:  ________________________ (Good, Fair, Poor, Broken)

Asset Value: $





Manufacturer:


Serial #:





Model #:


Inventory Tag #:


Location and room number where asset was used/housed: 

If the asset was lost, stolen, or destroyed, the above information should be available by reviewing the last physical inventory report on which the asset would have been recorded.  In the case where more than one asset is lost, stolen or destroyed please complete a separate sheet for each asset.
If the asset is no longer needed, state the reason why:



If the asset was lost or stolen, describe the events leading to this discovery and elaborate on efforts undertaken to locate the asset (be specific and provide a detailed explanation):




WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS
FORM B
Asset Disposal Form
(Page 2 of 2)
If asset was destroyed, state the date of destruction and describe how this occurred and whether or not the item can be recovered (i.e., flood, hurricane, fire, dropped, etc.).

Reports should be filed and attached as applicable (i.e. insurance, police, etc.).






Return this form and any attachment to:  Office of Internal Operations, Building 6, Room 204

________________________________________________


___________________

Staff Signature








Date

WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS

FORM C

Transfer of Asset
Name of Person Initially Responsible for Asset:

Telephone:



Ext.

Location:


Description of Asset Being Transferred:


Asset Value: $




 
Manufacturer:


Serial #:





Model #:


Inventory Tag #:


Previous Location and Room No. where asset was used/housed:


New Location and Room No. where asset is now housed:

*****************

Please complete additional pages as needed for each asset being moved.
Return this complete form and any attachment within 2 weeks to:  Office of Internal Operations, Building 6, Room 204

________________________________________________


___________________

Signature of Staff Member Transferring Asset




Date
________________________________________________


___________________

Signature of Staff Member Receiving Asset





Date

WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS
FORM D

ANNUAL FIXED ASSET INVENTORY REPORT REVIEW FOR THE YEAR ENDING <enter date here>
Name of staff:

Location/facility/room and extension number:  (e.g., Building 6, Internal Operations, 304-XX)

The attached list represents the assets that are listed in the West Virginia Department of Education Fixed Asset Management System as being in the Department’s inventory of fixed assets and your responsibility.  Please take the following action relative to this attachment.

· If the asset(s) described on the attached form is in your possession, there is no need to change anything.  However, please verify all the information contained on the report, making any corrections as needed and sign and return this acknowledgement.
· If you do not have the asset listed on the attached form, please mark through the asset.  In order to assist the Department in determining whether or not this asset remains in the Department’s possession, please attempt to identify where the asset is now located and document your efforts in the space provided on form  D-1 for each asset you have marked through.  (Have you moved offices recently and left some asset that had previously been in your possession in your old office?)

· If you have in your possession an asset(s) that is not on this list, please identify the asset by completing as much of the required information as possible on form D-2.  However, not all assets must be listed so please refer to the WVDE Inventory Procedures to determine whether or not the asset in your possession needs to be identified.  The procedures are available for review at http://wvde.state.wv.us/internaloperations/procedures.html.

Please certify the accompanying fixed asset printout by signing below and returning along with any applicable forms indicating additions/deletions, to the Office of Internal Operations, Room 204, by <enter date here>.  Your cooperation and assistance in this process are greatly appreciated.

Attach forms D-1 and/or D-2 as required.
________________________________________________

______________________ Staff Signature







Date

_________________________________________________

______________________

Supervisor’s Signature






Date

WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS
FORM D-1

ANNUAL INVENTORY REPORT

COMPLETE THE INFORMATION BELOW IF YOU DO NOT HAVE THE ASSET LISTED ON THE ATTACHED FIXED ASSET INVENTORY REPORT IN YOUR POSSESSION.  (These assets should be crossed-out on the attached report.)
I have conducted a thorough inventory of the assets located in my office and have made the following attempt(s) to locate the assets specified below (e.g. I have checked with the person who previously occupied my office and the asset is not in their possession).





Description of asset as identified on attached fixed asset inventory printout: 


Inventory Tag #:


Please complete one additional form D-1 for each asset that is crossed out on the attached fixed asset inventory report.
________________________________________________

______________________ Staff Signature







Date

WEST VIRGINIA DEPARTMENT OF EDUCATION

INVENTORY OF FIXED ASSETS
FORM D-2

ANNUAL INVENTORY REPORT
COMPLETE THE INFORMATION BELOW IF YOU HAVE ASSETS IN YOUR POSSESSION THAT IS NOT LISTED ON THE ATTACHED FIXED ASSET INVENTORY REPORT.  (Please refer to the WVDE Inventory Procedures to determine whether or not this form should be completed for the asset  in question.)
Description of asset in your possession that is not listed on the report:



Asset Value: $





Manufacturer:


Serial #:





Model #:


Inventory Tag #:


If the asset does not have a department inventory tag and number, please complete the following information.

⁯ Check here if asset was donated by an outside organization: (Complete Form A)
· Name of Donor:

⁯ Check here if asset was purchased

· List PO # and Vendor Name:

⁯ Check here if asset was obtained from another Department of Education office.

· Name of office/person from which the asset was obtained: 

Please complete one form D-2 for each asset in your possession that is not listed on the attached fixed asset inventory report.

________________________________________________

______________________ Staff Signature







Date
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