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WHAT ISEQUIPMENT?

“EQUIPMENT” isdefined as “all tangible property with a unit cost of $2,500.00 or
more” except land, buildings and improvements to land or buildings.” Items purchased
from Marketing and Redistribution, Federal Surplus Property, and similar sources may be
entered into the system at a unit cost of less than $2,500.00 if the item has an expected
life of two (2) or more years and would have cost $2,500.00 or more if purchased from
another source.



EQUIPMENT LESSTHAN $2,500.00

Items with a purchase price of $2,500.00 or less, are considered NON CAPITAL if they
are part of, or used with agroup or set. Examples of these items are: sets of tools, kitchen
utensils, groups of chairs, hospital linens, dining room sets, motel and lodge sets of items,
including surplus property, library books and publications, also items which are issued
out of acentral location such as specialized tools. These items should be capitalized as
groups or sets at total cost. Any additions, which increase the total value of the set or
group, should be capitalized. A list of the contents of the sets or groups disregarding
unit price is maintained by the agency for internal control and audit purposes.

DONATIONS/GIFTS

Equipment donated to State agencies becomes the property of the State of Arkansas
(UAPB and never given to an individual as “persona”) and is accounted for and disposed
of according to the procedures set forth in the State Accounting Procedures Manual.

All donated equipment is assessed at the fair market value at the time the donation is
received. Donated items determined to have no value for its manufactured purposeis
treated as consumable materials.

Donors may set restrictions on the use and disposition of donated property. In such
instances, the donor’ s guidelines shall be followed. Supplemental records will be
maintained to prove use and disposition.

From Purchase to Disposal

Property Control isresponsible for al equipment from the time it is received on campus
and maintains afile on all decaled equipment. The requester is asked to come over and
verify that the equipment is correct and is what was ordered. If theinspection is not done
within two working days, the Property Control Manager at her discretion may authorize
the attachment of the decal without the requester’ s signature.

Equipment purchased through the University accounts must bear a state decal before it
leaves the Central Stores. After the decd is attached, the equipment is delivered to the
ordering department for acceptance. Central Stores then takes responsibility for
accepting the equipment and authorizing payment. When all paper work and decaling is
completed, Property Control will approve the equipment for delivery. There are
occasions when equipment is delivered directly to the buying department. Instancesin
which the equipment is so large and heavy as to be impractical for the warehouse to
handle and when the equipment must be installed by the vendor are handled on a case-by-
case basis in cooperation with Property Control.



Assembly

Equipment requiring assembly will be assembled by Property Control at the Hazzard
Annex and then delivered to the department. An exception is when the equipment is
large or complex and requires professiona assembly. In this case, craftsmen from the
Physical Plant will assist with the assembling. The requesting department will be
charged an appropriate assembling fee. All furnitureisto be: 1) fully assembled;
primarily in the Central Stores area (or there should be a statement on file that the
department does not desire assembling) 2) tagged with a property tag and 3) delivered to
the requesting department.

Phases

The primary focus of property accounting at UAPB istwo-fold: 1) to know what we have
and 2) to maintain collaborative accountability with the general ledger for all new
acquisitions. Following are the various phases a new acquisition goes through from
purchase to disposal. This procedure is designed to reconcile the UAPB Equipment
Inventory Listing with the Accounting Department’s General Ledger. For an illustration
of the phases, form #020001 will be followed with the emphasis being on adding
equipment to the inventory listing.

Phase | — Inventory Office

The cycleisinitiated with alisting on the pre-numbered equipment Inventory Control
Addition form of al items listed on the purchase order deemed to meet the requirements
to be classed as equipment.

The Inventory Control Manager provides necessary data for items 1-(item number); 3-
(description of the item); 6-(purchase date); 7-(purchase order number); 8-(department to
which the item of equipment is assigned — briefly called the GLLDGR which isthe
general ledger number or record number). After providing the data, a copy of the
purchase order is attached to the form for ease in reference and the form is passed to the
next department.

Phase |1 — Accounts Payable

The purchase order with the inventory control form islogged in Accounts Payable and
forwarded to the desk of the Inventory Control Supervisor who supplies al necessary
documentation for the payment of the invoice.

Equipment should never be paid for or voided without proper notification to the
accounting and inventory staff viathe inventory control form. All equipment invoices
should be signed by the requesting department.



Phase |11 — Inventory Control Manager

The Inventory Control Manager provides data for items 2-(decal number); 4-(building
where applicable); 9-(seria number); which is recorded on sheet 0001 for additions. The
receiving report is now attached, along with the purchase order, to thisform. Thisform
is submitted to Accounts Payable. Receipt of the merchandise is now verified.

Phase |V - Accounts Payable

The accounting supervisor lists the cost for each item of equipment (#5) as substantiated
by the invoice, noting the voucher and the form is simultaneously passed to the next
phase.

Phase V — Accounting

The accountant will update the General Ledger to reflect the addition.

Phase VI — Inventory

Inventory will complete the final phase for additionsin the cycle. The form is examined
to make sure no aspects have gone without the necessary data. All information isthen
placed in the computer in numerical order and form #0001 has been added to the UAPB
Equipment Inventory Listing.

Phase VIl — Disposal

When the requesting department indicates on the Moving Request form that the
equipment is aged, obsolete or no longer needed, the property is moved to a central
location by the Central Receiving department. At a set date and time the property is
turned to M&R for further disposition. The equipment is then deleted from the master
inventory file and a copy of the sameis given to the Accounting staff for deletion from
the general ledger.

What The Numbers Represent On The lnventory Control Form

Example — 020000 = Thefirst two (2) numbers represent the current fiscal year; the last
four (4) numbers indicate the numerology of the purchase made for the current fiscal
year.

Reporting Responsibility

All deans, directors and department heads are responsible for the moveabl e equipment
within their departments and are expected to exercise reasonabl e care in securing and
maintaining such property.

The Inventory Control Manager should be notified in writing whenever the following
situations occur: 1) equipment is moved to anew room or building in the same



department; 2) equipment is transferred to a new department; 3) equipment is broken or
worn out; 4) equipment is no longer needed by the department; 5) the equipment is
missing or has been stolen. In making the report, please indicate the property decal
number assigned to the equipment so that the change can be properly executed. Forms
for reporting the transfer of equipment to another department may be obtained through
this document on the web. In those instances where equipment has become surplus to the
needs of a department, a complete description including decal number, location and
statement of condition of the equipment should be included in a memorandum to the
Inventory Control Manager indicating the availability for redistribution or removal.
Appropriate steps will be taken to dispose of such surplus property as authorized by law.

Bi-Monthly Balancing Of The General And Subsidiary L edger

On abi-monthly basis, balances in the general and subsidiary ledgers are reconciled. The
bal ance sheet is signed accordingly.

Computing Cost Of Equipment

For the purpose of computing the cost of a piece of equipment, any taxes and freight
charges paid will be added to arrive at the total cost for that item. The inventory cost will
be computed as follows: item cost +taxes+freight=inventory value of theitem. Inthe
event that several items are purchased and paid for on the same voucher, any taxes and
freight paid will be pro-rated to each individual piece of equipment. The total dollar
values entered on the equipment inventory add form must equal the total amount of the
invoice when all items on the invoice are to be capitalized. In the event that all items on
the invoice are not to be capitalized, the total dollar value entered on the equipment
inventory add form must equal the portion of the total amount of the invoice for payment,
including the prorated share of any taxes and freight that is by definition equipment.

Back Orders(Partial Orders)

Back orders or partial orders occur on a purchase order when a piece of equipment fails
to arrive with the original order. At that time, the Inventory Control Manager will alert
the Accounts Payable Supervisor by indicating on the form in “RED” that the formis
incomplete and writing the word “PARTIAL” on the control form, and checking those
items not yet in using RED ink. Only theitems that were received will be added to the
UAPB Equipment Inventory listing. Once the Accounting Supervisor isin receipt of the
form, she will copy the same and forward it back to the Warehouse Supervisor as #0001
(or whatever the control number is) indicate “P’ for partial and give the same information
to Accounting and Inventory to indicate that the form is incomplete for equipment
delivery.

Off Campus Equipment

Whenever it isclearly in theline of an individua’sjob dutiesto use University
equipment off campus, the Equipment Located Off-Campus Form should be compl eted,



approved and on file in the Inventory Control Manager’ s office prior to the equipment
being taken off campus. Thisform should also be completed for Partnership programs.
REMEMBER, LOCATING EQUIPMENT OFF CAMPUS, ISTHE EXCEPTION,
NOT THE RULE.

What Happens If Equipment IsMissing?

It is the responsibility of the executive head of every State Agency to maintain arecord of
all property belonging to the State of Arkansas. All new acquisitions are to be added
promptly to the inventory and all items lost, stolen, destroyed or sold must be subtracted.

When an agency is unable to locate property contained on its property records, one of the
following possibilities must be considered:

1 The property was turned in to the proper disposal agency and the property
records were not correctly posted.

2. The location of the property on the recordsis erroneous or it was relocated
and the new location was not recorded on the records.

3. The property has been |ost.
4, A theft has occurred.

When property on record cannot be located, the Inventory Supervisor conducts a
thorough search in the following manner:

From the agency property records, obtain the full identification of the
missing property and last recorded location.

Conduct a search of property disposal and transfer documents to seeif the
property could have been turned into Marketing and Redistribution or
transferred to another agency.

Check the last recorded | ocation and adjacent areas. An interview should
be conducted with all individuals assigned to the area where the missing
property was last located according to the property records.

Establish if the property involved has been loaned temporarily to other
activities. If so, the activitiesidentified should be searched in an attempt
to locate the missing property.

If the above action fails to locate the missing property, it will be noted on the Inventory
Report that exhaustive means were taken to locate the property and were unsuccessful.



If at any time during the search, it is suspected that a theft has occurred, the matter is
brought to the attention of the Vice Chancellor for Finance who informs the Chancellor.
The Chancellor will direct the Office of Public Safety to conduct an investigation. The
Public Safety report will serve as the basis for deleting stolen property from the records.
It is very important that each department maintain its own current equipment control file
including the serial number, decal, description, and purchase date. Thishelpsin
confiscating stolen property.

When theft is not suspected and the missing property cannot be located, the Inventory
Supervisor prepares a report based on the findings and makes a recommendation.

If during the Inventory process, the missing property is located, the proper location will
be recorded on the property records. Further investigation will cease; however, the
Inventory Supervisor will submit her report to the Vice Chancellor detailing the
circumstances in which the property was located and making appropriate
recommendations.

Deletion Of Stolen Property

If equipment is stolen, traded in or otherwise turned in to M&R, the Deletion Form is sent
to Accounting for the proper adjustment in the general ledger. If no police report or other
recognized authorization is available, the Inventory Department will submit areport to
the Vice Chancellor for Finance and Administration for request to del ete the equipment.

Deterioration And Obsolescence

Whenever an item of equipment becomes inadequate, is outdated or is deemed by the
user department to no longer be of any intrinsic value, the Deletion Form is sent through
the cycle. The Moving Request Form from the department is the document verifying that
this action has occurred. The equipment is stored in the Warehouse awaiting the proper
disposal. Although the form passed through the cycle, no Accounting or Property
Control transactions are made until we are in receipt of adisposal ticket.

Gifts

Whenever a gift isreceived by a department, the Equipment Inventory Control Addition
form #200002-1 must be completed. All gifts are denoted by the numerical series 20002-
1, 20002-2, etc. Only one form is used per gift per department. A letter from the donor
stating that the equipment is a gift with acertain dollar value is attached to form 20002-1
as documentation of the same. The form isthen cycled to complete all other data
requirements. At the beginning of each fiscal year, the first two (2) numbers are changed
indicating a change in the fiscal year, however 002-1 changes only when gifts are
received.



Exit Inventory

Whenever a department head (or supervisor) leaves or the department ceases to operate,
an on-site audit is conducted by the Inventory Control Manager. Upon completion of the
audit, a printout verifying the findings in the areais signed by the departing individual,
the new director and the Inventory Control Manager. A copy of the same is made a part
of the permanent record of both offices.

Procedures For Property Disposal/Redistribution

The following procedures should be followed when disposing or redistributing University
property:

1. The decision to dispose of property should be made by Property Control
and Central Recelving since they arein the field and can advise the
requester what property can be redistributed or what should be scrapped.

2. Once the determination is made by Property Control to scrap or otherwise
dispose (turninto M&R), staff from Central Receiving will complete the
“Request for Inventory Assistance Form” for the scrapped property.

3. Oncethe siteis verified by the Inventory Staff for accessibility and M&R
requirement regarding the time and date is confirmed, the first phase of the
project, which iswriting up the equipment, begins. A member of the
Central Receiving department must be available throughout the process to
verify the information on the form. The same individual will be present
on the day that M&R picks up the equipment.

4, If the section listed as “M&R Requirements’ is not complete, the
Inventory Director will return the form to Central Receiving with written
notification of the same.

5. Once the Property Accountability and Disposal list has been compiled and
signed, it isthe responsibility of Property Control to contact M&R to
arrange the date and time of the pickup. A time and date that is
convenient for both site showing and assistance in loading the truck must
be established. At the set date, the Central Receiving staff members who
wrote the initial form and the Inventory Control Manager along with
two/three other Central Receiving workers will be present. The team of
Central Receiving and Inventory Control will make sure that what is
picked up iswhat ison thelist. The two/three other staff from Central
Receiving will assist M& R with loading the truck.

6. Should afurther disposition be needed at that time based on the origina
listing, it shall be the responsibility of Inventory to request the disposition
fromM & R (e.g., Scrap auction). As soon as the disposition has been



approved and a date and time set, Property Control or Central Recelving
will show all itemsto be sold to prospective bidders. The Property
Control Manager or staff from Central Receiving will serve as the official
contact for the site showing.

What To Do When Returning Equipment

Whenever there is aneed to return equipment, whether it is a defective new acquisition or
equipment for repair, the following procedures apply:

1. Thefirst step isto notify Central Receiving to return the equipment; complete
the “Return Equipment Form.”

2. For equipment to be repaired, the requester must return the equipment to the
vendor at the department’ s expense. After the equipment has been repaired
and returned to the requester, he/she must notify the Property Control
Manager to assure inventory accountability. Failure to do so leavesthe
requester liable during an audit. The requester must keep Property Control
abreast of what is happening with the repair, if the repair has not been made
within areasonable time frame.

3. For defective equipment, if the discovery is made within the first ten (10) days
of the delivery to the campus, the equipment will be returned at the vendor’s
expense. If the discovery is made later than the first ten days, it will most
likely be returned at the requester’ s expense.

a) Thereturn should be for the exact brand and model of equipment and
all at the same cost. The requester cannot arbitrarily authorize
additional cost.

b) Whenever the exact equipment is not available, the requester may
request equal equipment if the original purchase order was a small
order (less than $5,000 requiring no bids). Equal is defined asthe
replacement model of the defective unit but it must be at the same cost
asthe defective unit. Equal does not mean other merchandise equal to
cost such as the replacement of a defective television for 1 camera and
2VCRs. Thistype of replacement is prohibited.

c) If equal equipment is not available, or is available but at a higher cost,
the requester must return the equipment with assistance from the
Office of Procurement and Central Receiving and restart the ordering
process. Thisisto be done when the defective equipment has not been
paid for.

d) If the defective equipment has been paid for, upon receipt of aletter of
explanation relative to the defective equipment, the Office of



Procurement will request a credit or an amended invoice from the
company for the difference, if the adjustment plus the base cost is less
than $5,000.00.

If the defective equipment was a part of abid and the low bidder
cannot satisfactorily replace the same, the Office of Procurement will
inquire of the next higher bidder to seeif he can provide the initially
requested equipment. If so the defective equipment will be returned
and a new purchase order will be issued to replace the defective
equipment.
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Forms:
Equipment Inventory Control

Addition Form
Equipment Inventory Control

Gift Form
Moving Request Form
Whenever there is aneed to move equipment from one department to another or within
an office, the Moving Request form should be completed by the requesting department
indicating the name of the equipment, the decal and serial numbers. Signatures should be
obtained by the requesting department, the department receiving the property and finally
by the Central Receiving staff. After the form has been completed, the move is executed

by the Central Receiving department and the form submitted to the Inventory Control
Manager.

Equipment L ocated Off-Campus Form

Use thisform only, when it is clearly in the line of your responsibility to use equipment
off-campus.

Report Of Theft Form

Gold Sheet

Whenever property cannot be decaled due to its nature, the “ Gold Sheet” is given to the
requester with the decal number affixed to it. A copy of the sameisto remain in the
Inventory Office.

Property Identification Form

Thisform is used when a decal cannot be affixed to a particular piece of property, e.g.,
the equipment is used under water; the items are too small to decal; the property is
exposed to extremes of heat or cold.

Personal Property Form

On occasion, personal property such as fans, heaters, pictures, etc. are brought to the
work place. When these items are to remain on campus for the duration of the

employee’' stenure, a“Personal Property Form” should be completed and on filein the
Inventory Control Manager’s office. Where possible, receipt(s) for the property should
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be attached to the form. This assures that during the Inventory Control Manager’ s audit,
these properties can be clearly distinguished.
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