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Responsibilities and Requirements

 Agency Responsibilities  
 Appoint Asset Management Coordinator
 Certify inventory by July 15
 Certify vehicle inventory by July 15
 Complete physical inventory once every 3 years

 Entry Requirements
 $1,000 or more with useful life of 1 year or more
 CPUs and laptops $500 or more
 Weapons regardless of acquisition cost



wvOASIS 
Document 
Codes









Before finalizing a shell document, 
check the Component Page, 
Component General Information Tab, 
Units box. If more than one, discard 
the shell using FA14. Complete a 
manual and copy. If the original shell 
document is changed, it must be put 
back to its original form before it can 
be discarded using FA14 or you can 
e‐mail Sherry for instructions on how 
to use a Shel with Multi‐Units to 
create individual Shel Docs.  

Thanks to Jeremiah Johnson with DEP 
for writing the instructions. 



FA Shell or Manual Documents (In Service Date)

Header Page, Composite Asset Information Tab –
DO NOT ENTER THE “IN SERVICE DATE”



FA Shell or Manual Documents (In Service Date)

Component Page, Component Classification Tab –
PLEASE ENTER THE “IN SERVICE DATE”



Fixed Assets

Methods of 
Disposition

Deliver to Surplus
Surplus pick-up
Sell on-site
Trade-in
Sell for scrap
Recycle/dispose as waste
Lost asset
Stolen asset
Destroyed asset
Retire to Office of Technology







Fixed Assets
WV‐103: Surplus Property 

Retirement Form



Surplus Property
 Reimbursements

 WVSASP will reimburse retiring agency 50% of sale proceeds for 
all items that sell for $500 or more.  WVSASP will keep a 
maximum of $3500 per item sold except for passenger cars sold 
at Dunbar.  If items are sold on GovDeals, retiring agencies will 
be responsible for all GovDeals fees in excess of $350.00.

 WVSASP will keep $50 per scrap check.  

Example 
1

Example 
2

Example 
3

Example 
4

Example 
5

Example 
6

Sale 
Proceeds $1,500 $5,000 $10,000 $50,000 $100,000 $200,000
Surplus 
Retains $750 $2,500 $3,500 $3,500 $3,500 $3,500
Percent 
Retained 50.00% 50.00% 35.00% 7.00% 3.50% 1.75%



FC (Fixed Asset Cancellation) – Duplicate FA’s

On the Header Page, General Information Tab, Document Name Box, type 
“Duplicate of A000_____” (Asset ID Number).

Serial or tag number must match.
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