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PROPERTY RECORDS

I. Property valued at $5,000 or greater is Tangible Personal Property (TPP) – TPP is defined as all fixtures, equipment, furniture, and other TPP of a non-consumable nature with a projected useful service life greater than one year and minimum value or cost of $5,000.  Exceptions are made only when there is a mandate by an outside funding agency (grant funder) to track an item as an inventory record.  All College TPP of a non-consumable nature with an acquisition value of  $5,000 or greater shall be inventoried annually, discrepancies shall be traced and reconciled.
II. Property valued under $5,000 is Attractive Property and is not tracked or recorded in the Property Management inventory system. The department responsible for the acquisition of Attractive Property should also maintain an inventory system for the appropriate purchase, assignment, management, and/or disposal of such property. Attractive Property is defined as TPP used in operations that has a cost less than $5,000 and that requires special attention to ensure legal compliance, protection  public safety, and avoid potential liability, or to compensate for a heightened risk of theft. 
III. Additional inventories of TPP shall be taken whenever it is deemed appropriate by the President or the Board of Trustees, site provost or site administrator.

IV. Unless otherwise directed, the immediate budget supervisor shall be assigned custodianship of TPP. The associate vice president of Facilities Planning & Institutional Services or provost of each site shall be the custodian of general and classroom TPP not specifically assigned to another custodian.

V. The President shall appoint a Property Survey Committee.  The Property Survey Committee shall have the authority to classify as surplus any College property which is obsolete or the continued use of is uneconomical, inefficient, or serves no useful function.  Throughout the year, an office of Facilities Planning and Institutional Services will provide a listing of College property to the Survey Committee for review and permission to classify as surplus property.  A specific survey number shall be assigned to each memo as a means to record the Survey Committee’s approval in the property records when an item is disposed of.
VI. Facilities Planning and Institutional Services shall, upon authorization of the Survey Committee and the reasonable exercise of its discretion, dispose of for value, donate, destroy or abandon surplus property in accordance with the applicable provisions of Florida Statute 274.06.
A. Surplus property and equipment purchased from restricted funds require additional approval before being disposed of by any manner.  Facilities Planning and Institutional Services assigned control of surplus property will request permission to dispose of an item from the department director or principle agent assigned to oversee spending of the restricted cost center.  Upon approval, items from a restricted fund will follow the same disposal procedure as other College owned property.
B. Surplus property and equipment with an estimated per item value of less than $5,000 may be disposed of in the most efficient and cost-effective means.  Methods of disposal include: the sale of an item to any person or business; the sale of an item without bids to any State agency, Governmental unit or Political subdivision; or by donation to any private nonprofit agency, State agency, Governmental unit or Political subdivision.  Items with little or no commercial value, damaged, broken, unsafe or for which no other entity has conveyed an interest in may be scrapped.

C. Sale of surplus property and equipment with an estimated per item fair market value (FMV) of $5,000 or greater shall be sold only to the highest bidder, or by public auction after notice is posted in a newspaper circulated in the general area of the county or district in which the College resides.  Notice shall be posted no more than 2 weeks prior, or 1 week less than the auction will take place. For items related to a program or specialty (i.e. Dental, Veterinary, Engineering, SEPSI etc.), additional notices may be posted in other publications specific to that industry.

VII. Facilities Planning and Institutional Services shall ensure, whenever surplus property is disposed of for value, that the custodian of the specific property when it is declared surplus shall be prohibited from obtaining such property by participating in the disposal method used.  Additionally, in keeping with the spirit of the Florida Code of Ethics for Public Officers and Employees, Facilities Planning and Institutional Services shall ensure that a College employee cannot obtain surplus property the value of which exceeds $1,000.

VIII. At least twice in a fiscal year Asset Management shall present a report of all TPP retired from the Property Management inventory system with an individual acquisition value of $5,000 or greater to the Board of Trustees.
IX. At least annually the libraries shall prepare a list of surplus books and other materials which are determined to be obsolete, or which are uneconomical or inefficient to continue to use, or which serve no useful function.  The list shall be submitted to the President and upon his approval, the surplus books and other materials shall be disposed of in accordance with College procedures.

X. TPP of a non-consumable nature with an acquisition value of  $5,000 or greater shall be tagged with a property records number as soon as possible. 
XI. The procedure for TPP delivered directly to an SPC site is as follows:
A.
TPP is received by an official of the College at the prescribed site.  (This is shown on the purchase order.)

B.
The receiving official makes a visual inspection of the TPP to determine if:

1.
The TPP appears to be correct

2.
The quantity is correct
3.
There is not any apparent damage

C.
If there is visual damage, the damage must be noted on the receiving request of the delivery company and purchasing notified.

D.
If there is no visual damage, then a property records number is assigned and affixed to the TPP by Site Receiving staff.

E.
The TPP is delivered to the requesting person or department, with a notification request that the equipment must be "checked-out" as soon as possible to ascertain that it functions properly.

F.
If the equipment does not function properly, purchasing must be notified immediately by the ordering department.

G.
If it is determined that the TPP must be returned to the vendor or manufacturer, the property records tag is removed by Site Receiving, and the tag, along with support documentation, is returned to the Asset Management Department.

XII. For TPP delivered directly, installed or assembled by a vendor on-site, the procedure is:

A.
Once the requesting person is satisfied with the TPP functions, Site Receiving is notified, and a property records number is assigned and affixed.  This must take place within 60 days of delivery to the requesting person.

B.
It is the ordering department's responsibility to follow up with their campus Site Receiving department to make certain all TPP receives a property records number within the 60-day period.  

XIII. Property Accountability, General
A.
As TPP  is received by site receiving, the property record number is affixed and noted on the New Accountable  Equipment  form  (NAE)  along  with  the  serial number.  The TPP is subsequently delivered to the department and the asset custodian acknowledges receipt and accountability by signing the NAE or email.  After delivery to the department, the asset custodian is to maintain precautions to safeguard the property.  The  approved NAE is sent to Asset Management for entry into the property records.
When there is a change of custodian, the provost or budget supervisor responsible for the division/department may request the Inventory Control Office scan and account for all TPP in the exiting custodian name before he/she is transferred to another department or leaves the College.
The vice president, provost or budget supervisor responsible for a division/department may also request that a physical inventory be conducted at times other than the annual inventory by scheduling same with the Inventory Control Office.

B.
Responsibility of the Asset Custodians 

1.
It is the responsibility of the asset custodian to maintain precautions to safeguard TPP and attractive assets under their control.

2.
It is the responsibility of the asset custodian to periodically run a Property Inventory Listing from the Asset Management system to ensure all TPP assigned to them has been correctly recorded.  The Asset Management department should be notified as soon as possible via email of any errors noted.

3.
It is the responsibility of the asset custodian to notify Asset Management when a property records number decal is removed so a duplicate can be printed and sent to Site Receiving to reapply.

4.
It is the responsibility of the asset custodian to notify Asset Management when TPP is transferred between buildings, among departments/divisions or to another custodian on a permanent basis.  A Move Request/Change of Custodianship form or email including all parties involved must be sent to Asset Management when there is a change in location and/or a transfer of responsibility from one asset custodian to another.  In the event of a change in custodial responsibilities, both asset custodians must sign the paper form or approve the electronic communication.  Final approvals will be sent to the Asset Management Department for their records.

5.
For TPP missing from inventory, the asset custodian shall determine why the property is missing. If theft is suspected, the asset custodian is to immediately notify the appropriate police department and site security to conduct an investigation.

For theft, a detailed Accident-Incident Report should be prepared by College personnel to substantiate the request for relief from property accountability.  The police report and incident report must be attached to the Relief of Property Accountability form and sent to the appropriate provost/vice president for approval.  Once signed by the provost/vice president, all documentation will be sent to Asset Management for review.  If the documentation provided meets all established guidelines the asset will be retired from the property records.

6.
It is the responsibility of the asset custodian to locate all items not found by Inventory Control during the annual inventory. 

7.
TPP not located during regular inventory procedures cannot be removed/retired from the property records until it’s been unreconciled for three consecutive inventories. The asset custodian must provide documentation that an effort was made to locate the item during all inventories from which it was unaccounted. This documentation should include e-mails, memos between departments and/or handwritten notes stating who looked for the item and where. On June 30th all asset custodians will print and sign their final missing inventory list for the current fiscal year.  The signed original and back-up documents collected during the current inventory period will be sent to Asset Management.

8. 
Asset Management will review previously unreconciled assets to determine eligibility for write-off during a fiscal year.  Items that meet the criteria will be taken to the Property Survey Committee by Asset Management for permission to remove them from inventory.  

C.
Responsibility of the Asset Management Office –TPP:

1.
To coordinate the identification (by tagging or other marking) by site receiving of TPP obtained by the College.

2.
To maintain records showing the location of each piece of TPP and the department to which it is assigned for accountability purposes.

3.
To coordinate paperwork to account for all stolen, lost, destroyed, damaged, obsolete, unserviceable, or surplus TPP items.

4.
To work with College personnel to solve problems associated with TPP.

5.
To maintain and reconcile the detailed property records and the general ledger control account for TPP.
6.
To maintain detailed bar code inventory records.

7.
Conduct the annual inventory of TPP or for individual departments as requested.  Notify the associate vice president of Financial and Business Services before the end of the fiscal year of any items not located, for which relief of accountability has not been requested.

D.
Responsibility of Facilities Planning and Institutional Services:

1.
To dispose of property which has become unserviceable, obsolete, or surplus to the College by appropriate means.  Prior to disposition, after completion of the Relief of Property Accountability form (RPA), obtain all required approvals, advertisements, bids, or any other requirements required by state law, or federal regulations for assets purchased with federal funds.

2.
To provide for auctions or bids of any surplus property should the need arise.

XIV. Property Accountability - Temporary Transfers of TPP
When TPP is transferred between buildings or among departments on a temporary basis, notification is required when Facilities Planning and Institutional Services personnel are to be used, in which case, requesting department submits Move Request/Change of Custodianship form to the Asset Management Office.

XV. Property Accountability - Property Constructed by College Personnel

Facilities Planning and Institutional Services will notify the Asset Management Office of furniture constructed with , the valuation of which will be actual material costs or fair market value of $5000 or greater, whichever is higher.  The Asset Management Office will enter this property in the inventory and prepare and send to accounting the necessary paperwork to include the value in the College records.

XVI. Property Accountability - Personal Property
Permission for an individual to install personal property (equipment) or use personal property requiring special utilities or alterations to a building can be sought as follows:

A.
The individual prepares a memorandum in triplicate requesting permission from the appropriate budget supervisor.

B.
If the budget supervisor approves the request, the memorandum is forwarded to the provost/vice president for approval.

C.
If the provost/vice president approves the request, one copy of the approved memorandum will be returned to the individual initiating the request, and one copy retained for department files.

XVII. Property Accountability - Relief from Property that is: Damaged, Destroyed, Obsolete, Unserviceable, Cannibalized or No Longer Needed
A.
For TPP or property that has become damaged, destroyed, obsolete, unserviceable, or is no longer needed, the asset custodian is to prepare a Request for Relief from Property Accountability form.  The date the equipment is to be moved surplus needs to be indicated on this form.  This form is to be sent to the Asset Management Office. Asset Management will review for signatures/content and forward to Moving & Warehouse Services to schedule pick-up.

B.
TPP which is broken, obsolete or the continued use of is uneconomical, inefficient, or serves no useful function may be used for spare parts to maintain similar equipment owned by the College.  Before said items can be cannibalized, a Relief of Property Accountability (RPA) form, a narrative of the intended use of the parts and a complete list of serial numbers must be submitted. Facilities Planning and Institutional Services will forward the request to the Property Survey Committee for consent.  Once approved, the RPA, corresponding narrative and Property Survey Committee’s approval will be forwarded to Asset Management to retire the asset(s) from the system and, to the requesting department as permission to proceed. A subsequent Relief of Property Accountability form will be issued by the requesting department to have the remaining pieces of the cannibalized asset sent to the surplus warehouse for proper disposal.
XVIII. Property Accountability - Surplus Library Books and Materials

Periodically library books and materials should be reviewed by library staff to identify items which have become obsolete or the continued use of which would be uneconomical, inefficient, or which would serve no useful function.  

These books/materials should be removed from circulation in accordance with established internal procedures following approval of the site librarian.

A.
Books and materials selected for removal must meet one of the following tests before they may be purged from the collection.

1.
The books/materials have been infrequently utilized.

2.
There are other books/materials in the collection which fulfill the same need more adequately.

3.
The physical condition of the books/materials is such that they cannot be utilized.

4.
The age or relevance of the books/materials are such that they no longer meet the criteria of the Collection Development Policy.

B.
In evaluating books/materials, an instructor with expertise in the relevant discipline should be consulted if library staff questions whether removal of the item is appropriate.

C.
Books/materials approved for disposal shall be canceled and marked as "SPC Surplus Property" in accordance with established internal procedures.

D.
Books/materials approved for disposal may be disposed of in accordance with Chapter 274, Florida Statutes.

XIX. Property Accountability - Donations

Donations to the College are categorized as follows:

Category 1:
Includes items of personal property having no unusual liability and no maintenance cost.

Category 2:
Includes items of personal property having either unusual liability or maintenance cost with the annual cost of maintenance not exceeding $500.

Category 3:
Includes items of personal property with liability or unusual maintenance cost with cost of maintenance exceeding $500 annually.

Category 4:
Includes all real property (land or buildings).

From time-to-time members of the College staff will be contacted by an individual or organization that wishes to donate property to the College.  When this occurs, the College employee shall refer the matter to the leading member of the department to benefit from the donation.  The department head will determine the exact nature of the donation and present a completed Gift Acceptance form to the vice president of the division under which the department reports; the vice president will present the request to the appropriate Committee for consideration.  If approved, the President will accept the gift in the name of the College on behalf of the Board of Trustees and will write a letter of thanks to the donor.

Gifts of TPP valued at $5,000 or greater are required to be tagged by the Asset Management department and placed in the inventory.  The originating department is charged with supplying Asset Management with a copy of the Gift Acceptance form.

History:
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