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State of West Virginia
Purchasing Division

SURPLUS PROPERTY OPERATIONS MANUAL

Introduction

The West Virginia State Agency for Surplus Property Progié&vSASP) has been assisting thousands
of eligible organizations by offering quality, usable property at a substantially reduced price for more
than 60 years. The WVSASP operates within the state Purchasing Division, which is under the state
Department of Aministration.

Public agencies and ngorofit organizations turn to WVSASP as a solution to obtain high quality
products particularly when budgets are limited. When a public agency no longer needs a commaodity, the
WVSASP extends its usage by offering greperty to its many eligible program participants.

Additionally, WVSASP has the responsibility to
involves managingnd di sposing .of the stateds assets

This manual provides guidance on obtaining disgosing of surplus property, in accordance with State
law, and procedures established by the Purchasing Division.

This manual is organized into two paart laddresssthe programrequirement®f accounting for
and disposing of surplus properBart 2guidesusers into disposing property through inOASIS
Fixed Asset Module.

All inquiries regarding the StasndFederal Surplus Property Prograam the Asset Management
Programmay be directedot

West Virginia Purchasing Division
Surplus Prperty Unit
2700 Charles Avenue
Dunbar, WV 25064

Telephone(304) 7662626/ (800)576- 7587
FAX Number:(304) 7662631



State of West Virginia
Purchasing Division

SURPLUS PROPERTY OPERATIONS MANUAL

PROGRAM REQUIREMENTS

Section One General Information

1.1  Scope:

The scope of th&urplus Property Operations Manual is to providedirectionto state
agencies omasset managemeandsurplus property disposition

1.2  Authority:

Authority to implement guidelines fatate agencieso they mayobtain, maintain and
control their stateowned property and dispose of surplus obsotEtsmmodities and
expendable commoditias granted to the Director of the Purchasing DivisimniVest
Virginia Code 85A-3-34 through46.

1.3  Definitions:

1.3.1 fAssebd or i Aset® means thénventory of all real and personal property, and all
equipment, supplies and commodities that are required to be reportedNester
Virginia Code 85A-3-35.

1.3.2 AWVSASPO means the West Virginia State Agency for Surplus Prgpert

1.3.3 ACommoditiesd meanssupplies, material, equipment, contractual services, and any
other articles or things used by or furnished to a department, agency or institution
of State Government as definedWifest Virginia Code85A-1-1.

1.3.4 fiExpendable Commoditie® meansthose commaodities which, when used in the
ordinary course of business, will become consumed or of no market value within
the period of one year or less.

1.3.5 fiReportable Assets are defined below isection2.3.

1.3.6 fiNon-Reportable Assets are defired in sectior?.6.
2



1.3.7 fSurplus Propertyd means commodities or expendable commodities that have
been retired to WVSASP, or federal government property, being offered for sale to
eligible organizations or the general public through WVSASP.

1.3.8 fiRetireo or fiRetirementd meanghe formal procesBy which an agency disposes
of commodities or expendable commodities by completing all necessary retirement
documents, obtaining WVSASP approval for a disposition method, and disposing
of the property in accordance with that approval.

1.39 Allowable Event Types for Fixed Asset Documents invVOASIS:

Document Document Fixed Asset
Code Name Event Type Function

FA Fixed Asset FAOQ1 (Default) Acquisition (Adding

Acquisition Fixed Asset)
FAO2 Betterment

FD Fixed Asset FAO4 Disposition
Disposition

FM Fixed Asset FAQ5 Modification (Non
Modification Accounting Impact)

FT Fixed Asset FAO06 Transfer a Fixed Asset
Transfer

Fl Fixed Asset FAOQ7 Increase/Decrease
Increase Decrease Value of Asset

FX Fixed Asset FAO8 Fixed Asset Type
Type Change Change

FC Fixed Asset FAl11 Cancellation
Cancellation

FRM Fixed Asset FA15 Repairs and Warranty
Repair andVarranty Modification

FS Fixed Asset FA29 Internal Sale
Internal Sale

FAIT Fixed Asset FA54 Asset Transferred
Inter Fund Transfer from One Fund to

Another



SectionTwo: AssetManagement

Pursuant toWest Virginia Code85A-3-34, the Director of the Purchasing Division is given
authority over inventories and property. That responsibility is further outlinéd¢est Virginia
Code85A-3-35, which states

fithe head of every spending unit of state government shall, on or beddiftetenth day

of July of each year, file with the director an inventory of all real and personal property,
and of all equipment, supplies and commaodities in its possession as of the close of the last
fiscalyar , as dir ect e WWesb\ginia Eede8olA-3fr3@ vehictostates a n d

A[t] he director has the power and duty
removable property belonging to the state. Such inventory shall be kept on file and in the
office of the director as a publicrecord... . 0

Section Two of this manual is intended to provide a mechanism for tracking and reporting
inventory and property that will allow the Director to fulfill his responsibilities relating thereto.

2.1

2.2

2.3

Coordinator:

Each agency head is respites for appointing an agency asset coordinator and registering

t he coordinator os name( s) vAsset ManAfeheX S P b
Coordinator Designation Form, WV-101 (See Forms). The agency coordinator will be
responsible for mai ntaining the agencyo:
information to WVSASP as required. The <co
train employees within their agency dmetprocedures regarding the care and proper
disposition of all statewned assets as outlined in this handbook.

Responsibility:

Agencies are responsible for all assets under its jurisdiction, regardless of its state
(removable or fixed), origin, orcguisition cost. Agencies are responsible for maintaining
assets from date of purchase to date of retirement, such as keeping equipment secure,
entering assets into the Fixed Asset System, conducting physical inventories, submitting
annual certification,atiring assets properly, ein.accordance with procedures as outlined

in this handbook.

Reportable Assets:

Any personal assets, excluding expendable commodities as defined imtfiepartable

Assets section (2)pthat has an original acquisitiaccost of $1,000 or more and a useful

life of one year or longer must be entered into the Fixed Adsdtleand will be referred

to herein as fAReportable Assets. o0 Agenci e
of Reportable Assets into the FtkéssetModule, but they are not required to do so. Any

asset entered into the Fixed Asddodule will be treated as Reportable Assets for
procedural purchases whether or not the property meets the definition of Reportable Assets
above.

4



2.3.1

2.3.2

2.3.3

2.3.4

2.35

Exceptions: Agencies must enter the following commodities into the Fixed Asset
Moduleand will be considered Reportable Assets even if not within the definition
of Reportable Assets above:

2.3.1.1 Firearmgegardless of the costPlease make sure all serial rhars
are entered correctly.
2.3.1.2 All computers (including laptops and central processing units

[CPU]) with an acquisition cost of $500 or more.

The acquisition cost of assets shall be determined as the actual cost of that asset as
evident by invoices or purchase orders. The agency can also determine acquisition
cost by a reasonable method of estimation provided that no invoice or purchase
order reords exist. The agency thoroughly documents the estimation method used,
and the documentation related to the estimate is maintained in the appropriate file
for audit purposes.

Assets should be inventoried a&@mome Ope
working component are to be inventoried as one asset. However, should asset be
purchased for the purpose of enhancing or upgrading the item, the cost of the
upgrade can be entered into Medule as a betterment.

Assets Replaced Under an Ebhange Warranty

An agency that desires to have a Reportable Asset replaced under an exchange
warranty program with the vendor or manufacturer must perform the following
actions to ensure proper reporting of the exchalfigst, the agency must

complete tle exchange by returning the Reportable Asset in question to the
vendor or manufacturer and receiving the replacen@mte the exchange is
completed, the agency must submitieed Asset Modificationo Surplus for
approval Modification data must, at a mimum, be a request to change the serial
number associated with the old Reportable Asset to the serial number of the new
replacement Assefl h e a gFexedcAgsét Modificatiorsubmission shall also
include verification and baekp documentation provintpat the original

Reportable Asset was returned and replaced by another asset.

Library Holdings:

Library Holdings- At the end of the processing fiscal year, June 30th, all books
purchased during that fiscal year should be entered in the Fixed Asset System as a
new asset.

Example:

Asset ID A59678 2000 Library Holdings $2,000

Asset ID A68921 2001 Library Holdings $3,000

Asset ID A78903 2002 Library Holdings $6,000

All books in Library Holdings are to be retired to WVSASP and recorded/dvia
103 Surplus Property Retirement Form as one lot of books The WV-103

5



2.4

25

2.6

2.7

Surplus Property Retirement Form must reflect the current market value of the
books being retired. After WVSASP approves W&/ -103 Surplus Property
Retirement Form, the agency must executd-xed Asselincrease (Flyeducing

the value of the oldest library holding asset. A copyhef approvedVV-103
Surplus Property Retirement Form is to be attached to théxed Asselncrease
(Fhband submitted to the Purchasing Divi

Example:
Asset ID A59678 2000 Library Holdings $2,000

Bookswith a current market value of $500 need to be retiredVWiel03Surplus

Property Retirement Form should note that the books are to be retired with a
current market value of $500. TRéshouldbeenteredo reduce Asset ID A59678,

the oldest asset, t%il,500. When the Library Holdings for a particular fiscal year
isreducedto zerovalueFhs houl d be executed to del et
out of the Fixed Assda¥lodule and be submitted to the Surplus Property Unit for
approval.

Group Purchases/Unit Cost:

Group purchases of assets shall not be recorded in aggregate. Individual assets shall be
recorded in the Fixed Assktoduleonly if an individual asset has a unit acquisition cost

of $1,000 or more and has a useful life of one yeararenitach unit shall bear a separate
numbered inventory tag and be entered into the Fixed Misdile as individual assets.

Donations:

Donated assets acquired as a gift from an individual or organization are to be tagged and
included in the Fixed Assekdoduleif the donation or gift is valued at $1,000 or more and

has a useful life of one year or longer. Donated assets are valuednaarfie@t value on

the date the gift is given.

Non-Reportable Assets:

Non-Reportable Assets are defined by the Purchasing Division as either assets that are
valued at less than $1,000 or have a useful life of less than one year, or assets expendable
in nature. NorReportable Assets are not required to be entered into tleel Azsets

Module Examples of NofReportable Assets include calculators, small lawn mowers, etc.
Examples of NorReportable Assets that are expendable in nature include gravel, skid of
paper, freezer load of meat, grass seed, etc.

Computer SoftwareModular Furniture:

Computer software is an intangible asset and consideredRNpartable. Modular
furniture when purchased as separate pieces normally does not cost more than $1,000 per
piece. It is recommended that modular furniture not be placethmtéixed Assevlodule

6
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2.9

2.10

211

212

2.13

Identification Tags:

All Reportable Assets must have a numbered identification tag affixed to the asset.
Agencies will be responsible for obtaining and placing the proper tags on all Reportable
Assets under their jurigttion. Tags are to be placed on all Reportable Assets in such a
manner that it can be easily seen and read.

2.8.1 Be sure to check the Purchasing Division website for the statewide contract for tags
utilized in the process. For a link to this contradeape visitthe Purchasing
Division Website.

2.8.2 Tags without numbers are available on the statewide contract should agencies wish
to tag NonReportable Assets for identification purposes. However, tagging Non
Reportable Assets is not required by hecchasing Division.

Added Property:

When an agency acquires, Reportable Assets, the agency should enter the assets into the
Fixed AsseModuleand label the assets with a numbered identificatiomsagpon as the
vendor6s invoice has been paid.

Corrections:

Agencies may make corrections to data entered into the FixedMasdatewithin 30 days
from entry. After the 3@ay grace periqdll corrections to the Fixed Asddbdule must
be submitted on &ixed Asset Modificatiorio the Surplus Property Unit for review and
approval. If approved by the Surplus Property Unit,Rhed Asset Modificationwill be
completedand the requested changes will be made in the Fixed Keshkile

Property/Equipment Transfer:

The transfer of assets between agencies without Surplus Property approval is prohibited
unless mandated by executive order or legislaisteon. In this case, please contact the
Purchasing Division for specific instructions.

Cannibalization of Equipment:

Cannibalization of assets ®rictly prohibited unless preapproved by the Surplus
Property Unit. To request approval, an agency must subiiY al05 Cannibalization

Asset Form Cannibalization, as used herein, refers to taking parts from one or more assets
to maintain or repair another asset.

Physical Inventory:

All agencies are required to take a physical inventory once every three years, and shall
have completed such physical inventory by Jurie &he relevant year. The physical

7



inventory shall i nclude Rjarjgdicionabl e Asset s

2.13.1. In addition to the three year inventory described above, it is recommended that a
physical inventory be taken when:

1 A new assets coordinator is named by the department head and assumes responsibility
for the agencyds assets.

1 An organizational change occurs affecting the distribution of assets assigned to a
particular location or department.

2.14 Certification:

The head of every spending unit of state government shall, on or before the fifteenth day
of July of each year, file with tHéurchasing Divisionidector an inventory of all real and
personal property, and afl equipment, supplies and commodities in its possession as of
the close of the last fiscal year as stated/ast Virginia CodeS85A-3-35.

Agencies can meet this requirement by completingAtset Managemer@ertification
Cover Sheeaind submittingt the Purchasing Divisioan or beforeluly 18" of every year
The Asset Management Certification Cover Sheet requiresgiiecy heatb certify.

1. the date the last physical inventory was taddesll Reportable Assets undée agency
headbds j,urisdiction

2. thatthe agency has enteratl real propertyandall Reportable Assets (in the form of
personal property, equipment, supplies, and commoyitiegs possessiofor the
current fiscal yeainto the Fixed Assdtlodule

3. thatall obsolete assets undertmgencchead 6s j uri sdiction wer
with WVSASPpolicy, proceduresand guidelines, and

thatthe information contained in thEixed AssetModuleis to serve as the required
inventory report that must bedil with Purchasing Division director

SectionThree: Surplus Property Disposition

In accordance withVest Virginia Code85A-3-45, he WVSASPIs responsible for thdispositionof
commodities orexpendable commoditieso longer needed by tretate, or more specifically the
owningstateagency

Accordingly, WVWSASPmust approve all methods of dispositr@fated to commodities or expendable
commoditiesregardless of the acquisition cosll agendes desiring to dispose ebmmodities or
expendable commoditiesust follow the disposition procedures as outlined in this Manual.

The disposal process will begin when the agency makes the decision to dispose of @& retire
8



commodity or expendable comulity. Based upowarious factors, includinthe condition of and the
potential to reuse the item, the agency will recommendWVSASP one of the following 10
dispostion methods.

A

i I Io: I I I P >

Deliver to Surplus Property
Surplus Pick-up

Sell On-site

Trade-in

Sellfor Scrap
Recycle/Dispose as Waste
Lost Asset

Stolen Asset

Destroyed Asset

Retire to Office of Technology

Agencieddisposing otommaodities or expendable commodities that also qualifyNaseReportable
Assetare required to use th#V-103 Surplus Property Retirement Form. (See Famns). This form
should accompany tleommodity or expendable commodib/\WWVSASP. The agency is responsible
for assigning the retirement number in the designated box oMAel03 Surplus Property
Retirement Form.

Agenciesdisposing ocommodities or expendable commodities that qualifiR@sortable Assetre
required to retire theommaodities or expendable commoditiesVVSASP electronically using the
Fixed Asset ModuleThe retirenent process vithe Fixed Asset System will automatically generate a
an agency Fixed Asset Disposition Document (FIDRis agency retirement cover sheet should
accompany theommodities or expendable commodittesSNVSASP for proper completion of the
retirement.

There can be only one method of dispositlmted oneach cover sheet/formAny reguested
disposition method must be approved by WVSASP personnel, that are authorized to make such

approvals, prior to the agency taking any further actionrelated to disposition of the commodity

or expendable commodity.Consequently, the commodities or expendable commodities must

remai n in the aqgency©6s possession unt i | t he

approved.

It is important that theém indicated on th&/V-103 Surplus Property Retirement Form or Fixed
Asset Disposition (FD)coincide exactly with the actuabmmodity or expendable commodiiging
disposed of through WVSASPIf the retirement documents and the actual property retireabto
match, thedispositioncannot be completed BYVSASP until a corrected retirement document is
received byWVSASP.

31

Methods of Disposition:
3.1.1 Deliver to Surplus:

Commodities or expendable commodities longer needed by a state agenayusih
be delivered toWVSASP at 2700 Charles Avenue, Dunbar, WV. The agency is

9



responsible for setting an appointment to delivercisnmodities or expendable
commoditiesto WVSASP. Agencies should schedule appointnseat least two
business days in advance tbe desired delivery date. The receiving hours of the
WVSASPwarehouse are 9 a.m. to 3130n. Please note space atWgSASPfacility

is limited. Therefore, itommodities or expendable commodit@aivered by tate
agenciesare not sale ready, the agencyay be assessed a storage fee until the
commodity or expendable commoditysale ready.

The agency driver who delivers tbemmodity or expendable commodiopWWVSASP

will provide the appropriate retiremenbaument listing all property being retired.
WVSASPstaffwill unload and inventgrthecommaodities or expendable commodities
upon receipt If the itemdistedon the retirement form do not match those delivered,
the WVSASP will not sign the retirementofm until the agency reconciles the
difference by generating a new and accurate retirement form.

3.1.2 Surplus Pickup:

State agencies are requested to delivectinemodities or expendable commodities
longer needed by the agencyM/SASP. However, if the agency is unable to make
transportation arrangemen® SASPmay offerpick-up assistance. Surplus Property
will schedule the pickip when it decides to offer assistance.

Assuming pickup assistace will be provided,ite agency must have the appropriate
retirement fornreadywhen theWVSASPdriverarrivesat t he agencyos
form must state that the disposition method has been appbyv&dVSASP The
volume of items being picked umay prevent the WVSASP from conducting an
immediate inventory of the commodities and expendable commodities at the time of
pickup. In such cases, the pigk driver will not sign off on the retirement form.
Rather, the commodities or expendable commeslitill be inventoried when received

at theWVSASPstate warehouse. If the retirement form is complete and acaiitate

the inventory is completethe retirement form will be signed BYVSASP, which will
release thecommodities or expendable commodities WVSASP and render the
retirement complete. If the itemgickedup do not match the retirement form,
WVSASPwill not sign theetiremenform until the agency reconciles tiscrepancy

3.1.3 Sell OnSite:

Commodities or expendable commodities longer needed by an agency may be
disposed of without removinthemf r om t he a g eC@ommailiges droc at
expendable commoditiedisposed of by this method may be sold to edigible
organization sold through a public sealed bid process, or sold ¢fran internet
auction. This is the preferred method of disposal when an item is exceedingly difficult

or costly to transport or requires special handling.

To transfer an asset from one agency to another (different department codes), the
selling agency lsould contact WVSASP then completeFxed Asset Inteifund
Transfer (FAIT) in wOASIS.

10



TheWV-103 Surplus Property Retirement Form or Retirement Cover Sheetwill
be generated by the agency for approva\B¥SASP. If approved, the osgite sale will
be scheduled. If disapprovedyVSASP will notify the agency with additional
instructions.

3.1.4 Trade-In:

The tradein process is not delegated to agencies. In any situation where @ntiade
anticipated, the procurement must be bid as a central procurement transaction through
the Purchasing DivisiorThe tradein processonsists omultiple steps

First,any agency desiring to utilize the traidgprocess must develgpecifications

to accompany th€entral Purchasing RequisitiofCRQS)requesting that bids

include a price for the new iteanly and prices that reflect the value the bidder
proposes to aitsute to the tradén. The agency must receive written approval from
the West Virginia State Agency for Surplus Property (WV8A® pursue the trade

in option; the approval must be included with the Requisition when submitting to the
Purchasing Division.

Secondatfter the bid openindghe agencynustobtainwritten approval for the trade

in from the West Virginia State Agency f&urplus Property by attaching the bids
submitted in response to the solicitatialong with any other required

documentationThe submission must be withFaxed Asset Disposition Document
createdirWwOASI S with the dispmsoi tiideem tméeti headd

Third, if the tradein is approved by WVSASP, the agemayst submit its award
recommendation to thieurchasing Division buyewvho will ensure that the credit for
the traden is properly applie@n the contract document WVSASPapproval is not
granted, thé>urchasing Division will proceed with the award to the lowest
responsible biddewithoutthetradein option

Fourth, the agency must then submit documentatioNVSASPverifying receipt of
the creditfor the tradein. WVSASP will thenverify the application of the credit and
complete the retirement. If the original cost of the items to be tradesdless than
$1,000 and is not listed iImvOASIS, the asset must be addedwagDASIS for traden
purposes.

Only onefor-one tradans will be considered and items may be traded only for the
same type of item. Traedas will not be authorized for itesrpurchased from statewide
contracts or sole source vendors, unless itis in the best interest of the state and approved
by WVSASP.

It is important to note that the value of the néemsfor fixed asset purposes is the

full value of the new items, includy money paid for the asset and the value

attributed to the trade inThewvOASIS system automatically includes the money
paid for the asset in the fixed asset system, but it does not automatically account for

11



tradein value. The agency must create a &ikkAsset Increase document and use that
document to add the trade value to the new asset

Atradein allowance does not allow a state ageiocgiter or circumvent the purchasing
process.

3.1.5 Sell for Scrap

Commodities or expendable commoditigtich have a scrap value may geld as
scrapif authorizedin advanceby WVSASP. The salewill be conducted in one of
threeways. First, the sale can be completed using an existiitgwide contradbr
recycling. Second, the sale can be completed by obtaining three verbaaruds
awarding the purchase of the scrap to the highest bidder. Third, WVSASP may
prescribe an alternative method for conducting the sale of the scrap material that may
include, but is not inited to, sealed bids and internet auctions.

After the scrap dealer picks up tbemmodities or expendable commodit@sthe
agency hastt,edel i vered to the scrap deal eros
dealers weight ticket receipt forabe items listed on th&V-103 Surplus Property
Retirement Form or aFixed Asset Disposition DocumengFD) for final completion

by Surplus Property. Checks for scrap are to be made payable to WVAASEY of

the retirement form(s) should be mailed wille ttheck to ensure that the retirement
forms are finalized.

3.1.6 Dispose as Waste

Certaincommodities or expendable commoditwelsich have no value and cannot be
reused may be disposed of by transportiregnto a landfill Transporting and/or costs
associated with this method of disposal will be borne by the owning agencw\he
103Surplus Property Retirement Formor Fixed Asset Dispositbn Document(FD)
requesting this method of disposal will be generated and submité&/®ASP in
advancdor approval.

3.1.7 Lost Asset

Whencommodities or expendable commodities that also qualiBeg®rtableAsses
havebeenlost, the agency is required to retire the asset in the Fixed Msskilewith
the disposition code o fcomfddities tor. expenBable o r
commoditesaslost, the agency must take appropriate stededatethe commodies
or expendable commoditiedhose efforts should includeonducing a physical
inventory as well as interviemg the employees responsible for tbemmodities or
expendable commodites.he agencybés assets coordinat
and submit the documentation along with a detailed letter signed by the department
head or designee explaining thedagth the retirement cover sheet Y8VSASP.
Upon approval byWtVSASRP, the Fixed Asset Disposition Documentill have the
status of final invwOASIS.

3.1.8 Stolen Asset
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Every effort should be taken to secure all statmedproperty Agency personnel

shout securgoropertywhen not in an office environment, i.e. vehicles containing state
owned equipment should be locked when left unattended. Whea gre ncy 0 s
commodity or expendable commoditgs been stolen, the theft is to be reported to the
proper law erdrcement agency. The police report along with a letter from the
department head detailing the theft must be attached to the retirement cover sheet and
submitted toVVSASP. If approvedFixed Asset Disposition Documentll have the

status of final invWOASIS.

3.1.9 Destroyed Asset

When anycommodity or expendable commodity that also qualifies Reortable
Assethas been destroyed, the agency should forward a written explanation of how the
commodity or expendable commodityas destroyed t&WVSASP. For insured
vehicles, documentation from the insurance company is required VOMSASP has
reviewedand approvedhe transactionFixed Asset Disposition Documewill have

the status of final ivvOASIS.

Note: Lost, stolen, or destroyed disposition codes are not to be used to remove
equi pment f r aseetsvhen ratigementprodedures were not followed
to properly dispose of obsolete equipment.

3.1.10 Retire to Office of Technology

West VirginiaCode85A-6-4 requires that technology equipment be disposed of by the
West Virginia Office of Technology.Prior to technology equipment being retired to
the Office of TechnologWVVSASPmust approve of the disposition method. Once the
disposition methodsi approved, the approvadlVV-103 Retirement Form will be
forwarded to the requesting agency and the Office of Techna@ogyeFixed Asset
Disposition Documenwill be approved invwWOASIS. The Office of Technology will
contact the Agency Asset Coordinatath further instructions of the disposition of the
technology equipmentOnce WVSASP receives confirmatiorthat the Office of
Technologyhas received the technology equipméiné retirement will be completed.

Section Four: State and FederalSurplus Property Sale Method

WVSASP oversees the sale of state and federal surplus property within the state of West Virginia. Each
of these programs has eligibility requirements and program compliance stipulations. The Federal Surplus
Property Programsioperated by Surplus Property under the jurisdiction of the United States General
Services Administration (GSA), Property Management Division.

4.1 State Surplus Property Program
13



After state commodities or expendable commodities have been retireBABR/is required to

give sale preference to eligible organizations. If eligible organizations do not express an interest
in purchasing the retired commodity or expendable commodity, the commodity or expendable
commodity is made available to the generalligubhrough a variety of options as outlined in this
section below.

4.1.1 Negotiated Sales to Eligible Organizations

Commodities or expendable commodities retired to WVSASP by a state agency may be
acquired by an eligible organization at a fair pricebgetVVSASP with due consideration
given to the fair market value of the commodity or expendable commodity.

WVSASP may modify or enhance the commodity or expendable commodity if the
modifications would greatly increase the value thereof; however, if thifioasion or
enhancement is a requirement of a state agency prior to sale, the expense of such alteration
or enhancement will be borne directly by that agency. For example, if the Department of
Military Affairs and Public Safety would require that alliretl State Police cruisers have

the gold roofs repainted blue and the decals removed, the department would be responsible
for the expenses incurred.

4.1.1.1 Eligible Organizations

In accordance withWest Virginia Code 85A-3-45, entities identified as eligible
organizations include: "state agencies, county commissions, county boards of education,
municipalities, public service districts, county building commissions, airport authorities,
parks and recreation commissionsnprofit domestic corporations qualified as tax exempt
under section 501 (c)(3) of the Internal Revenue Code of 1986, as amended, and volunteer
fire departments in this state, when such volunteer fire departments have been held exempt
from taxation undesection 501 (c) of the United States Internal Revenue Code."

An Application for Eligibility [See Forms] must be completed and signed by the Eligible
Organi zationds executive officer or aut hct

property.

TheApplication for Eligibility serves as a source of authority for both the state and federal
Surplus Property Programs. Participants must complete an application every three years or
earlier if there is a change in administration. If an agency wishes t@raddlete an
individual from the list of those authorized to sign for surplus property acquired from
WVSASP, the change must be requested in writing by the executive officer or authorized
representative.

4.1.1.2 Compliance Requirements (Statsurplus Property)
14



Surplus property obtained by eligible organizations may be subject to certain compliance
requirements that require the eligible organization to place the surplus property into use
and prohibit sale of transfer of surplus property fopeceied period of time.

Surplus property retired to WVSASP by a state entity must be titled and remain titled in
the name of the eligible organization making the purchase for a minimum of one year,
unless the property is unserviceable, as determinetdebyMVSASP. This limitation is
applicable to vehicles, as well as, other state surplus property.

Surplus property obtained through the federal surplus property program is subject to other
restrictions that should be fully investigated and understood bgligible organization

prior to purchasing surplus property. Federal compliance requirements are outlined
below.

When the executive officer or the authorized representatives sign the application fo
eligibility described abovehe or she is agreeing t@eaithe surplus property only in the
eligible organizations official programs which he or she represents. Personaluseioh
surplus property is strictly prohibited.

4.1.1.3 Invoicing/Payment

At the time of purchase, an eligible org:e
State Distribution Document that lists all items acquired by the eligible organization at the
time of the transaction. The eligible organization should retain thpy of the State
Distribution Document.

Payments must be made at the time of purchase using a business check or credit card, such
as the State Purchasing Card. Personal credit cards, personal checks or cash will not be
accepted from an eligible organiizat.

4.1.2 Public Sales.

The WVSASP may sell surplus property to the public by four methods: direct public sales, public
auctions, statewide sealed bids, and Internet auction sales.

4.1.2.1 Direct Public Sales

The general public may buy surplus pedy at the WVSASP warehouse through direct
sales during the agencyds nor mal operat.ii
4:30 p.m., excluding state holidays. Consumers may purchase items with Visa,
Master Card, Di scover , kspaodousiyesshackser s, cas hi

State employees are eligible to purchase items from WVSASP with two exceptions:

Employees of the Purchasing Division, and their immediate family as defined below, are
prohibited from purchasing any surplus property from thetWeginia State Agency for
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Surplus Property regardless of sale metlagchasing Division employees are also
prohibited from combining or colluding with another person or entity for the purposes of
evading the application of this policy.

Employees of mother state spending unit, and their immediate family as defined below,
are prohibited from purchasing any surplus property from the West Virginia State Agency
for Surplus Property that is being sold®n t e at t he speSpdndimgg un
unit employees are also prohibited from combining or colluding with another person or
entity for the purposes of evading the application of this policy.

Al mmedi ate family, 0 means a spouse with
wife and any dependerhild or children, dependent grandchild or grandchildren and
dependent parent or parents.

4.1.2.1.1 Tie Bids

Should a situation arise when two or more individuals make the same bids at the
same time for a particular item, the WVSASP shall break the tie bids by requiring
the interested parties to resubmit a new bid. This process will continue until a
winning bidde is declared. WVSASP reserves the right to modify or further define

this procedure on a case by case basis as may be necessary. This provision does not
apply to online auctions.

4.1.2.2 Public Auctions

WVSASP conducts public auctions as a methadiggosing of state surplus property. The
auctions are conducted at the WVSASP facility at 2700 Charles Avenue, Dunbar, WV.
Payment at auctions can be made by Visa,
personal check or cash.

Advertisement

Public autions are advertised in a Class Il legal notice in a publication that is generally
circulated in the area in which the sale is to be conducted, in accordanceWeshe
Virginia Code The notice states the time, terms and place at which the auctiorewill b
held.

In addition to the required legal notice, WVSASP may advertise the public auction by
placing an advertisement in various publications throughout the state, by sending mass
mailing notices, or by sending personalized notices to frequent customéisse
alternative forms of advertisement are not required by state statute and will be performed
at WVSASPO6s sole discretion.

Sale Procedures
16



Each individual wanting to participate in the bidding process must register and receive a
bi dder 6 Jhene is nolfee to register. The following information is requested at the
time of registration: name, address, and telephone number. At the time of registration, the
potential bidder receives a copy of the Terms and Conditions. Bidding signifies agreement
with the Terms and Conditions.

Property Pickup

Surplus property must be removed from the WVSASP premises the day of sale or the
following business day by 4:30 p.m. If the successful bidder does not remove the surplus
property by the designated time joek, the bidder relinquishes its rights to that surplus
property. Bidders must pay the bid price of any item prior to removing it from the
WVSASP premises.

4.1.23 Statewide Sealed Bids

WVSASP may conduct public sales through a statewide sealed bid process. This process
is generally used when an agency retires property and due to the quantity, uniqueness, or
physical size of the property, it is more efficient and/or beneficial to diggdise property

at the agencyds | ocation.

WVSASP will conduct a statewide sealed bid auction through a bid document that contains
a list of the property to be sold, a bid opening datetsme by which all bids must be
received, and any relevant terms and conditions for the sale. At the appropriate date and
time, the bids that WVSASP received will be opened and the successful bidder will be
notified. Payment must be made prior to the succesdfidler taking possession of the

property.
4.1.2 4Internet Auction Sales

WVSASP officials may sell surplus property to the public through an Internet auction site.
WVSASP officials reserve the right to select items to display and sell online using this
method. All Internet auctions will include a bid closing time and date and many will include

a minimum or reserve price that must be met for a sale to be consummated. The highest
bidder at the bid closing date and time is declared successful unlessiive e has

not been met. Specific terms and conditions will be indicated in the auction materials and/or
in any sales agreement resulting from the auction. WVSASP reserves the right to cancel
any auction at any time before or after the auction is ceteg!

4.1.3 Reimbursement to State Agencies

An agency may obtain up to 50 percent reimbursement for vetsiold for $500 or moréy
submitting an invoice requesting reimbursement within one year of the date the agency is notified
of the vehicle sale. d¥ all other surplus property, agencies may obtain a reimbursement in an
amount to be determined by WVSASP if the agency submits an invoice requesting reimbursement
within one year of the date the agency is notified of the surplus property. Requests for
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reimbursement older than one year will not be honored.
Federal Surplus Property Program

The basic authority for the Federal Surplus Property programs is the Federal Property and
Administrative Services Act of 1949, as amended. This act and relatatestauthorize the
Administrator of the United States General Services Administration to transfer surplus personal
property to be acquired by ndederal public agencies and other specifically designated recipients.

Federal surplus property is first made available to other federal agencies. If no federal agencies
acquire the surplus property, it is then made available to state and local entities through WVSASP.

WVSASP is the agency authorized to obtain federal sarptoperty in West Virginia. Federal
surplus property which is allocated to the WVSASP is made available to eligible state, county,
municipal and certain neprofit organizations. In return for acquiring federal surplus property for
eligible organizationsWVSASP charges a service fee to cover administrative, transportation and
warehousing expenses.

4.2.1 Screening

The term "screening" is often used in the Federal Surplus Property Program. Screening
means to electronically inspect or view lists of aaalié property and then apply for the
selected property which is located at designated federal sites nationwide and worldwide.
Eligible organizations are also able to electronically screen federal property program sites.
Please contact Surplus Property(ab4) 7662626 or tolifree at (800) 574587 for
passwords to access these sites.

The federal surplus property which is available through the Federal Surplus Property
Program includes all types and categories of property except land or othgropsety,

certain naval vessels, and records of the federal government. The property offered through
the Federal Surplus Property Program is available on an "as is, where is" basis, without a
warranty of any kind.

4.2.2 Direct Pickup

Eligible organizatios must make arrangements to pigkand transport federal surplus
property from the federal agency where it is located to the eligible organtzdtication.
WVSASP must authorizéhe pickyp in advance.

4.2.3 Eligibility

In accordance to thieederal Property Management Regulationgl1CFR, Chapter 101,

the major categories of organizations that are eligible to participate in the Federal Surplus
Property Program are public agencies;-poofit educational and public health activities,
including progrars for the homeless; neprofit and public programs for the elderly; and
public airports.
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The Application for Eligibility must be completed every three years or earlier if there is a
change in the administration of the organization. lbaganization wishes to add or delete

an individual from the list of those authorized to sign for property acquired from WVSASP,
the change must be requested in writing by the executive officer. Fire departments are
required to complete this applicationdfoannually. Organizations which require licensing

for approval must complete a new application each time that their license expires.

The applicant also agrees to thHohdiscrimination Assuranteand the terms and
conditions of sale which are included Mkvitthe Application for Eligibility. The
Nondiscrimination Assurancstipulates that the organization shall not exclude from
participation anyone on the "grounds of race, color, national origin, sex, or age," or
handicap.

4.2.4 Public Agencies

Public agencies include all state agencies, their departments, divisions and other
instrumentalities; political subdivisions of states, including cities, counties, and other local
government units and economic development districts; and instrumentai@asd by
compact or other agreement between states or political subdivisions.

4.2.5 NonProfit Educational and Public Health Activities, Including Programs for
the Homeless or Impoverished

Federal surplus property may be donated to-prafit educatioml and public health
activities exempt from taxation under section 501(c)(3) of the Internal Revenue Code. The
property must be used to aid education or public health, either directly or through research.

Non-profit educational and public health actiegi may include medical institutions,
hospitals, clinics, health centers, and drug abuse treatment centers; schools, colleges and
universities; schools for the mentally retarded or physically handicapped; child care
centers; educational radio and televisstations; museums; and libraries.

In accordance with the Stewart B. McKinney Act passed in 1987prufit, taxexempt
organizations which provide food, shelter, or support services to homeless people may also
be eligible to obtain federal surplus prage Such organizations may include soup
kitchens and day centers for the homeless; food banks which provide food directly to
shelters and soup kitchens where homeless individuals are fed and/or provided sleeping
accommodations; and overnight, daytime, anoundthe-clock shelters where homeless
individuals receive assistance, regardless of the cause or duration of the homelessness. This
includes shelters for battered spouses, abused children, and orphans; and work release
centers for potential parolees.

4.2.6 NonProfit and Public Programs for the Elderly
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State or local government agencies, and-piarfit organizations or institutions, which
receive funds appropriated for programs for older individuals under the Older Americans
Act of 1965, as amendednderTitle IV or Title XX of the Social Security Act, or under
titles VIII and X of the Economic Opportunity Act of 1964 and the Community Services
Block Grant Act, may be eligible to participate in the Federal Surplus Property Program.

Programs for thelderly may include programs that provide adult day care or other services
essential for the general welfare of older people such as social services, transportation
services, nutrition services, legal services, and rpultpose senior centers.

4.2.7Public Airports

Any state, political subdivision, municipality, or taxpported institution may receive
federal surplus property for use in the development, improvement, operations, or
maintenance of a public airport.

4.2.8 Property Availability

There are several mettis used to notify eligible organizations of federal surplus property
availability at the Dunbar location or within the screening cycle, including the quarterly
newsletter, The Property Connectionmail correspondence; and direct contact with
eligible oganizations.

4.2.8.1 Want Lists

Eligible organizations may file a want list in the form of a written correspondence
with WVSASP that includes any item that the organization is interested in
acquiring. The correspondence must be as detailed as possabtertdVVSASP

to find the best possible item to me
organization must list the type of item, preference for a certain manufacturer,
dimensions, age, any special features, etc.

Once WVSASP locates an item that meetsh e organi zati on:i
representative from the organization will be notified and may view the item through
t he Screening Program or request that

4.2.9 Compliance Requirements (Federal Surplus Property)

TheApplication for Eligibility outlines the terms, conditions, reservations, and restrictions
under which all federal surplus property will be donated. When the executive officer of an
organization signs the Application for Eligibility, the officer agreesuse the surplus
property only in the official program which the officer represents; to put the surplus
property into use within one year and to use it for at least one year; to use certain items for
eighteen (18) months or longer; not sell the propeosn lit, trade it; and to pay the U.S.
Government if the organization does not use the federal property in accordance with the
Terms and Conditions. Federal surplus property must be used in an authorized program.
Personal or nowmise of surplus property isrigtly prohibited. Permission must be received
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bef ore cannibalizing the property. 't is
abide by the Terms and Conditions of Sale.

The terms and conditions stated in the form will accompany Distribu@ocument
(invoice). Property obtained under the Federal Surplus Property Program must be put into
use within one year of purchase and remain in use for at least one year. Other than the one
year restriction period, an additional restriction may be addedta the nature of the
property or the acquisition cost. The term "acquisition" means the original cost of the item.
This is the value by which the federal government bases its inventory.

Listed are additional requirements for compliance items to whighnizations may be
instructed to follow:

A Items with the unit acquisition cost of $5,000 or more are restricted for 18 months from
the date the property is placed into use;

A All passenger motor vehicles, regardless of acquisition cost, are restricted for 18
months from the date the property is placed into use;

A Non-combat aircraft and vessels (50 feet or more in length) with a unit cost of $5,000
or more are restricted for @fpod of five years from the date the property is placed into
use. Such donations will be subject to the requirements of a Conditional Transfer
Document.

A Combat aircraft are restricted in perpetuity. This type of aircraft is also subject to

Conditional Trasfer Document requirements.

Firearms are restricted in perpetuity.

The state agency may place restrictions on items with a unit acquisition cost under

$5,000. If such restrictions are deemed necessary, they will accompany the Distribution

Document (Invoie). The agency may place restrictions on items other than those

required by the federal government.

> >

For federal property with an acquisition cost under $5,000, property must be placed into
use within twelve months and be used for twelve months thereafter

For federal property with an acquisition cost over $5,000, WVSASP representatives may
visit organizations receiving federal property through the WVSASP at least once a year
during the period of restriction to ensure proper use. In the event thatia naifeasible,
WVSASP wil |l require written reports on ut
officer.

In addition to ensuring all the terms and conditions placed on the federal property are being
adhered to, WVSASP personnel will be evélugthe general utilization of property; any
evidence of stockpiling or over supply; need for other property by the organization; the
effectiveness of the WVSASP service; and use of items on which the U.S. General Services
Administration has imposed spathandling or use limitations. A report will be prepared

on each compliance visit and filed in the eligible organization compliance file. Any follow

up action necessary on roompliance or nowse will be initiated.

4.2.10 Invoicing/Payment
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At the time of purchase, authorized representatives are given a Federal Distribution
Document which they sign. This document lists all items procured by the eligible

organization at the time of property acquisition. It is important to retain this copy for your
organiation's record.

Payments must be made at the timelohationusing an organizational check or credit

card, such as the State Purchasing Card, which is issued to authorized state employees on
behalf of their agencies. Personal credit cards, persoradsbecash will not be accepted.

State of West Virginia
Purchasing Division

22



SURPLUS PROPERTY OPERATIONS MANUAL

PART Il: wvOASIS FIXED ASSETS TRAINING

Section One; General Information

1.1  Scope:

I nformation relating to wWWOASISRxadtAssétSystars.s et s a
There are various types of documents utilized in maintaining fixed assets and disposing of
surplus property, including the Fixed Asset AcquisitibA) document.

1.2  Reportable Asset:

All assets with an acquisition cost of $1,000 or more and a useful life of one year or more must
be entered into th&vOASIS Fixed Asset System, with two exceptions. All laptops and CPUs
costing $500 or more must be entered into thed=&&set System, as well as all guns, regardless

of the acquisition cost. The acquisition cost is the actual cost of that asset as evident by invoices
or purchase orders, or by a reasonable method if no invoice or purchase order resrd exist
These itemstwould be entered using the Fixed Asset Acquisition document.

1.3  Non-Reportable Asset:
Nonreportable assets are defined as either assets that are valued at less than $1,000 or have a
useful life of less than one year, or assets expendable in natureefdotable assets are not
required to be entered into theOASIS Fixed AssetSystem

1.4  Identification Tags:
All Reportable Assets must have a numbered identification tag affixed to the asset. Agencies will
be responsible for obtaining and placing pineper tags on all Reportable Assets under their
jurisdiction whichshould be placed in a manner that they can be easily seen and read.
Agencies should check the Purchasing Divisio
utilized in this procesd ags without numbers are also available on the statewide contract for
agencies who wish to tag Ndteportable Assets for identification purposes, although tagging
Non-Reportable Assets is not required by the Purchasing Division.

1.5 Auto Apply Functionality:
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Beforegettingstarted innvOASIS,users shoulthe aware of the Auto Apply Functionality. The

Auto Apply button is found on all Fixed Asset documents, except the Fixed Asset Acquisition

and Fixed Asset Repair and Warranty documents. The Apply button can be found on the

Header and Component sections of each docurkme on the Auto Apply functionality can be
found in Section 5.4.

Section Twa wvOASIS Document and Event Types

2.1

22

State Asset Management:

Alarge partothes t at e 0 s
System, with few exceptions. The charttbis pageshows you the various documents that may
be used as part of this process, as well as the Event Types and Fumbtaimthey perform.

Table 2: Allowable Event Types for Fixed Asset Documents

a s s eerformedthreughehane®ASIS Fixeed Asset

Document Document Name Event Type Fixed Asset Function
Code
FA Fixed Asset Acquisition FAO1 (Default) Acquisition—Adding Fixed Asset
FAO2 Betterment
FD Fixed Asset Disposition FAO4 Disposition
FM Fixed Asset Modification | FAO5 Modification—non accounting
impact

FT Fixed Asset Transfer FAO6 Transfer a fixed asset

FI Fixed Asset Increase / FAOQ7 Increase/Decrease Value of asset
Decrease

FX Fixed Asset Type FAO8 Fixed Asset Type Change
Change

FC Fixed Asset Cancellation | FA1l Cancellation

FRM Fixed Asset Repair and FA15 Repairs and Warranty
Warranty Modification

FS Fixed Asset Internal Sale | FA29 Internal Sale

FAIT Fixed Asset Inter Fund FA54 Asset Transferred from one Fund
Transfer to another

Although mostwOASISd o c ument s

section

a Fixed

Asset

contain
document 6s

an

Event
Event

Other Documents Used to Maintain and Dispose of Fixed AssefBhe WV -103Surplus
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Property Retirement Form is used for items with an acquisition cost of less than $1,000 and

not in thewvOASIS Fixed Asset System.

In addition tothe basic agency contact information, this form requires that the agency choose the
recommeded method of disposition, as well as specific information related to the asset or assets
to be retired, including the inventory tag number, the number of units, a description of the
commodity, the original acquisition cost, the serial number, and oflegarg information. The
agency should also list the condition of all assets being disposed of as good, fair or poor. This
form must be signed by an agency authorized person and submitted to Surplus Property at the
address listed on the form. Please nosRétirementNumbermust be assigned by the agency.

WV-103
Approved/Fevised 08/2015

STATEOFWEST VIRGINIA
—_ Surplus Property Unit
SURPLUS PROPERTY RETIREMENT FORM

Purchasing Division

Page of

Date Retirement Number
(For use when retiring equipment with an acquisition cost of $1,000 or less and not on the wvOASIS Fixed Assets Module) {ToBaAssignad bythe Agancy]
Department Name [Org # B, Aad Di f
[ Object Code - Disp Method §
(CHECKONLY ONE) SubmitCompleted Formto:

Department Address

Division Name and Address

Spacific Location of Equipment

Agency Inventory Coordinator

Telephone # { )

FAX # ()

Sell On-site (3)
Trade-in (4)

oooooo

Deliver to Surplus (1) m]
Surplus Pickup (2) ]

Q
o

Saell for Scrap (5)
Recyda/Dispose as Waste (6)

Lost Asset (7)
Stolen Asset (8)
Destroyed Asset (9)

Retire to Office of
Technology (14)

Purchasing Division
West Virginia State Agency for
Surplus Property
2700 Charles Avenue
Dunbar, WV 25064

FAX: (304) 766-2657

INFORMATION ON THIS FORM MUST BE TYPED OR CLEARLY PRINTED WHEN SUBMITTED TO THE WEST VIRGINIA STATE AGENCY FOR SURPLUS PROPERTY

Inventory No. of : Orig. Acq, Cost q Physical Condition, Age, and
Tag # Units Description Acq Dale Wodel Make Serial Number Estimate Cost of Repairs
R ded Di ition Method
] Approved
| Disapproved
If Disapproved, Preferred Disposition Method
isNo. (see above)
Agency Authorized Signature Title Date
This retirement document has been completed by the Surplus Property Unit.
Surplus Property Approval
g Title Date Date

31

Agency Responsibilities Agencies are responsible for all assets under their jurisdiction,

Fi

regardless of their state, origin or acquisition cost, from the date of purchase to the date of
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retirement. This includes keeping equipment secure, entering reportable assetswn@ABE

Fixed Asset System, conducting physical inventories, submitting annual certifications of that

inventory, and retiring assets properly.

STATE OF WEST VIRGINIA
Department of Administration
Purchasing Division

Asset Management Coordinator Designation Form
Fiscal Year

In accordance with the guidelines established by the West Virginia Purchasing Division, pursuant to the West
Virginia Code §5A-3-34, each state agency must select at least one individual in their agency to serve as the
agency’s asset coordinator in maintaining and controlling the agency’s fixed assets.

Complete the requested information below and submit along with your Asset Management Certification
Cover Sheet, no later than July 15, , to:

West Virginia Purchasing Division
Program Services Section
Surplus Property Unit
2700 Charles Avenue
Dunbar, WV 25064
or
FAX: 304-766-2631

Name of Designated Coordinator:

Title:

Agency Organization Number:

State Agency Name:

Agency Mailing Address:

Telephone Number:

E-mail:

Department Head Signature:

Date:

Each agency head is responsible for appointing an agency asset coordinator and registering the
coor di nat thiSdumus Prapentg bywdmpleting thAeset Management Coordinator
Designation Form This form must be submitted to Surplus Property each fiscal year, regardless
if the coordinator is expected to remain the same as the previous fiscal year. The agency

cood i

nator 1 s responsible for mai

nt ai

ni

ng

t he

information to Surplus Property as required. The coordinator is also responsible for notifying and
training employees within his or her agency on the procedurasdiag the care and proper
disposition of all statewned assets.
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3.2

3.3

Conducting a Physical Inventory: All agencies are required tmnducta physical inventory
once every three years and must have completed that inventory by unEh@dphysical
invent ory must include al/l reportable assets u

In addition to this three year physical inventory requirement, the agency is encouraged to
complete a physical inventory any time a new asset coordinator named by the departdhent hea
assumes responsibility for the agencyds asse
the distribution of assets assignedmarticular location or department.

Certifying Inventory of All Real and Personal Property: Each year, the head of every

spending unit must certify its inventory of all real and personal property, including all

equipment, supplies and commodities in its possession as of the close of the last fiscal year. The
certification is due to the PurchasibBigrector on or before July 15th of each yegsmy agency

failing to certify its inventory by July X6 will be reported to the Secretary of the Department of
Administration and ultimately to the Secretary for the Department under which the agency falls.

Section Four. FA Shell Documents

4.1

4.2

4.3

Creation of FA Shell Documents:In most instances, Bixed AssetAcquisition document, also
known as an FA document, will be automatically createeMDASIS at the time the accountant
pays for the asset in question when that asset meets the $1,000 threshold and contains a
commodity code that is flagged as a fixed askat. FA shell document will pull in the

accounting information from the owning agency, but a number of fields must be completed
manually to finalize the shell document, or if the shell was created in error, to change the event

type.

Creating Individu al FA Shell Dowments for Multiple Assets onSingle Invoice If you have

a single invoice with multiple assets listed, be sure to let your accountant know. At the time of
payment, the accoun tGemetatdvwliiplebhellDee d meat sbet ket
within the Shell Generation Details section of the Fixed Asset payment request to create an
individual shell for each asset.

If this field is not checked at the time of payment, the asset coordinator will need to go in and
manually crea an FA shell document for each item on the invoite remove the shell
document, follow the instructions in Section 4.3 and change the event tjp&l4o. Manually
create an FA document and copy it for each asset. The serial number tag and custodidin, e
need to be changed for each copied FA.

Searching for FA Shell documents folrAgency: When logged into the Financial Production of
WVOASIS, find thelJumpT omox at the top of the page, typ
areinthdocument Catalog, enter your Department
field, change the Status under the Document State to Held, and click Browse. All FA shell
documents in Held Phase for that department will be listed. Sb&bhk foranyof the FA

shell documents to open and then click Edit to complete the required information. If a shell was

27



4.4

4.5

4.6

created in error, open up the shell, click

Auto Apply Functionality: Oncethe Fixed Asset Nurberis enterecdn the document, click

Auto Apply to transfer information into the document from the Fixed Asset Registry tables. This
functionality saves data entry by auto populating fields. The Responsibility Center tab contains
Charts of Account fieldfor the asset. Many of the Responsibility Center fields are populated
from the Fixed Asset Registry tables when clicking Auto Apply. The Composite Asset
Information tab contains many asset definition fields that serve as defaults to the individual
componets of the asset. Many of these fields control depreciation and are also populated from
the Fixed Asset Registry tables when clicking Auto Apply.

A user may click the Auto Apply button on the document Header to infer the component and
accounting lines associated with the selected Fixed Asset Number. When modifying or
cancelling an asset, you will have the option of modifying or cancelling onlyk siomponent

or the entire asset, which includes all components associated with the Fixed Asset Number. To
modify or cancel the entire asset, you can Auto Apply information at the Header line. If you only
want to modify or cancel a single component, yioousd Auto Apply information at the

Component line.

Manual Creation of FA
Shell Documents:Creating
an FA shell document
manually is rare, but there
may be an instance in which
it Is required.

Creating a Fixed Asset (FA) shell document manually

wyOASIS PROD FIN

Document Catalog
+] Mossage Conter

—3) Search BCrewe @b
For example, if an item is 5 History v Document i Document Catalog
donated to your agency@n BRI wvOASIS PROD FIN Code: SN
was not paid for through 5 Aded 5 Message Centor e S S
WVOASIS but still has a fair 5 Search e | RIS Se—
market value of $1,000 or Page Search » Document S| Dapt. : 000 T o
more,thenyou may be 4> Document Catalog | Bueae S v Other Options
required to create an FA Report Seasch At Numbertng :
shell document manually. + History :j’:""“""

] Favorites s

Go to the jump box and § Administration

enter AFAO
field and complete the

information for your Department and Unit. Next, check the Auto Numbering box. You may

nt

proceed with creating the document by clicking Create.

To findize this FA shell document, ¢hinformationwill need tobe completed that was
previouslyaddressedsawell as the accounting information.

FA Shell Documents Created in Error:If you realize that you have made a mistake by
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entering an asset into teOASIS Fixed Asset System that should not have beeh,asia
duplicate shell document for an asset, you can cancel the asset through a Fixed Asset
Cancellation (FC) document as long as it is done within 30 days. Anything after that time will
need to bepprovedhrough Surplus Property using the proper chinne

FA shelldocuments created in error should not be discarded. Instead, search for the shell
document in question, open it into Edit mode

4.7  Explanation of Betterments Betterments are amprovement to an existing asset. Betterments
are created using an FA document but wusing t

Section Five Finalizing Incomplete Fixed Asset Acquisition (FA) Documents

51 Header

5.1.1 General Information: Under the Generahformation tab, check the Auto Generate FA
Number box. Also verify on this tab that

[eCHWEIEIRL G LWl Extended Doc Descripiion | Responsibility Center | Composite Asset Information | Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Document Name: Auto Generate FA
Number:

Prefix:

Record Date: 077212014 [ Fixed Asset Number: A0363750 4|

—

Budget FY: 2015 Fixed Asset Description: COPIER/PRINTER/SCANNER

Fiscal Year: 2015

Period: 1
Document Description: Document Total: $3,200.00
Final Asset Value: $3,200.00
Complex/Building: Event Type: FAD1 4

—

Memo Asset:

Asset System Number:

4

Asset System
Description:

5.1.2 Responsibility Center: Under the Responsibility Center tab, enter or verify the
Custodian, FundSub FundPepartment and Unit.
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General Information | Extended Doc Description S »Telgtl oI [ at o1} 1 ¢

Custodian: 0213PUR030 a

Accounting Template: @
Fund: 2264 &

Sub Fund: pooo 4|
Department: 0213 @

Unit: 0213 @

Sub Unit: |
Appr Unit: 4|

Object: |

Sub Object: |

5.1.3 Composite Asset Information:Under the Composite Asset Information tab, check and
complete the Composite Asset, Fixed Asset Catalo§efmice Date and Depreciation
Structure fieldsC1 i akv e t o i nfer some additional

General Information | Extended Doc Description | Responsibility Center afelyl sl LN CHEET Sl 1y ELT LB Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Composite Asset: Acquisition Date: ]
Fixed Asset Catalog: i| In Service Date: |
Fixed Asset Type: i| Depreciation Structure:
Fixed Asset Group: i| Valuation Date: |
Depreciation Method: Summary Valuation $0.00
Amount:
Useful Life:

Summary Salvage Value: $0.00

Asset Impairment: New Salvage Value:

5.2 Component
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5.2.1 General Information: Enter tag number.

5.2.2 Specifications:Under the Specifications tab, enter the Manufacturer, Model Number and
Serial Number, if applicable.

Fixed Asset Number Component Number Component Total Units
AD363738 01 $602.00 1.00000
From 1 to 1 Total: 1 Gotoline: | Go|
= List View
Component General Information Acquisition Details | Component Location Details | Component Classification ﬂ
Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference
Manufacturer: HP Serial Number: 2UA3251F1P
Mfr Part Number: Specification:
Product/Category: Warranty Type:
Model Number: COMPAQ PRO 6300 Commodity Specs:
Drawing:
Piece:
Supplier Part Number:

5.23 Acquisition Details: Enter VPUR

5.24 Component Location Details:Under the Location Details tab, enter the location.
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