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Introduction

Introduction

The purpose of this manual is to set forth the overall procedures for property
management within Texas A&M University. It is targeted for individuals in
departments whose primary job is to perform those functions. It must be used in
conjunction with the following manuals:
1 The Texas A&M University SysterAssetManagement ManudBSeptember 2004)
http://www.tamus.edu/offices/budgatct/acct/assets/
i State PropertyPolicies and Procedures
https://fmx.cpa.state.tx.us/mt/fmx/poliproc/systems_spm#x.php
T SPA Pr ocess (UpdatedAufst2@0Q i d e
https://fmx.cpa.state.tx.us/fmx/pubs/spaproc/index.php
In the event that this manual or The Texas A&M University SysterAssetManagement
Manual are in conflict with the State Comptroller ma nuals or rules, the State
Comptroller guidelines shall prevail.

Other basic controlling guidance for equipment management includes the following:
9 State Purchasing and General Service @aticle 601b, VCTS)
1 Texas Government Code Ann. Sec. 403 @&&rnon Supp., 1997)

When using this manual, pay special attention to the following graphics:

@fi The light bulb signifies a tip that will assist inventory personnel.
| pori?
@;Mﬂ The elephant is a "Don't Forget" reminder.

@ The yield sign means that the information is important, so pay extra special
attention here.

To make suggestions for this manual or call attention to errors, please contact (979) 845
8147, emailproperty@tamu.edu, or copy the page with the error, note the correction or
suggestion and send it to:

Texas A&M University Financial Management Services
Attention: Property Management
750 Agronomy Rd. Suite 3101
College Station, Texas 77843369
Mail Stop 6000

TAMU Departmental Property Management Procedures Manual, December 2010 9
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Introduction

Property Resources
Use the following resources for property related matters:

1 Texas A&M Property Management
o Phone: 9798458147
o Fax: 9798624210
o Email: property@tamu.edu
0 Website: http://finance.tamu.edu/fmo/pm/default.asp
o Mail stop 6000
1 Texas A&M Surplus
o0 Phone: 9798453427
o Fax: 9798625145
0 Website: http://finance.tamu.edu/logistics/surplus
o Mail stop 1477
1 Property Management Electronic Mail Listserv
0 http://finance.tamu.edu/fmo/docs/listserv_signup.asp for subscription
instructions
SPA Process Userssuide-https://fmx.cpa.state.tx.us/fmx/pubs/spaproc/
Expense Object Codedor the Texas A&M System
0 http://apps.system.tamus.edu/objcodes/
T FAMI S Department al Fixed Assets Userds Manua
0 http://www.tamus.edu/office _s/famis/usermanuals/
1 FAMIS Purchasing Preliminary Fixed AssesUs er 6 s Manual
0 http://www.tamus.edu/offices/famis/usermanuals/
1 FAMIS Transfer Department Property (TD P) Guide
0 http://www.tamus.edu/offices/famis
1 Texas A&M University Departmental Property Management Procedures Manual
0 http://finance.tamu.edu/fmo/pm/docs/procedures manual.pdf
1 Texas A&M Rules and Regulatory Compliance
0 http://rules.tamu.edu/
1 Texas A&M System Asset Management Manual
0 http://www.tamus.edu/offices/budget  -acct/acct/assets/
1 Texas A&M System Policy and Regulation Manual
o0 http: //lwww.tamus.edu/offices/policy/policies/index.html
1 Financial Management Operations Training and FAMIS Security
0 http://finance.tamu.edu/fmo/ts/
1 Aggie Answers from the Division of Finance
http://texasamucfo.custhelp.com/app/answers/list/

= =
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Chapter 1 0 Delegation of Responsibility

TAMU President

TAMU Property Manager

Department Head/Accountable Property Officer

Departmental Property Contact
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Chapter 1 1 Delegation of Responsibility

Liability for Property Loss

(]

@1 All Texas A&M employees are liable for the State of Texas property that they
use.

Accordingtothe T e x . Govdot Code Ann. sea. 403. 275 (

http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.403.htm - 403.275
reads:
0The I|liability prescribed by this

several basis to more than one person in a particular instane. A
person is pecuniarily liable for the loss sustained by the state if:

1. Agency property disappears, as a result of the failure of the
head of an agency, property manager, or agency employee
entrusted with the property to exercise reasonable care for its
safekeeping;

2. Agency property deteriorates as a result of the failure of the
head of an agency, property manager, or agency employee
entrusted with the property to exercise reasonable care to
maintain and service the property; or

3. Agency property is damaged or destroyed as a result of an
intentional wrongful act or of a negligent act of any state
of ficial or employee. 0

According to the Texas A&M University SystenAssetManagement Manual

(September200dDe par t ment Heads/ Account a bnbee
financial liability for the loss or damage to items under their control if the loss or

damage results from their negligence, intentional act, or failure to exercise
reasonable care to safeguard, maintain, and service the i€ ms . 0

Reasonable carg according to the State Property AccountingsersGuide(Junels,

2010 reads,

sectior

Proper

Al't i s each state employeeds responsibi

and to exercise reasonabl e care
Reasonable cae means that steps have been taken to ensure:

for i ts

A acceptable upkeep and maintenance ¢

A security of the asset,

A the asset can be | ocated at al | tior
A documentation is retained specifyir
the asset.
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Chapter 1 i Delegation of Responsibility

An exampl e of negligence and not exercising reasonable care is as follows:

Mr. Smith checks out a laptop computer to do additional work at home. He puts
the computer in the passenger seat of his car and leaves work. He stops at a
convenience store to get some ga. He locks his car and someone steals the
computer. Who is liable?

Mr. Smith would be liable. He did not exercise reasonable care. He left the
computer in plain view. If he had locked the computer in his trunk, he would
not be liable.

The SPAPrc ess Userds Guide states:

Employee Responsibilities

It is each state employeeds responsibility to
exercisereasonablecare for its safekeeping.

A property manager may entrust property to a person only when the p erson provides a
signed and dated receipt to the property manager. The receipt must include a detailed
list of the property entrusted to the individual, along with a statement similar to th is:

0l understand that | am damabetthis {these)dtengs)ithe | i ab i
loss or damage results from my negligence, intentional act or failure to exercise reasonable care
to safeguard, maintain and service it (them).
Signature Date

Sec. 403.276. REPORTING TO COMPTROLLER AND ATTORNEY
GENERAL. (a) If the head or property manager of a state agency
has reasonable cause to believe that any property in the
agency's possession has been lost, destroyed, or damaged through
the negligence of any state official or employee, the head of
the agency or property manager shall report the loss,
destruction, or damage to the comptroller and the attorney
general not later than the date established by the comptroller.
If the head or property manager of a s tate agency has reasonable
cause to believe that any property in the agency's possession
has been stolen, the head of the agency or property manager
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Chapter 1 1 Delegation of Responsibility

shall report the theft to the comptroller, the attorney general,
and the appropriate law enforcement agency not later than the
date established by the comptroller.

(b)  The attorney general may investigate a report received
under Subsection (a).

(c) If an investigation by the attorney general under
Subsection (b) reveals that a property loss has been sustained
through the negligence of a state official or employee, the
attorney general shall make written demand on the official or
employee for reimbursement of the loss.

(d) If the demand made by the attorney general under
Subsection (c) is refused or disregarde d, the attorney general
may take legal action to recover the value of the property as
the attorney general deems necessary.

(e)  Venue for all suits instituted under this section
against a state official or employee is in a court of
appropriate jurisdictio n of Travis County.

Added by Acts 1991, 72nd Leg., 2nd C.S., ch. 8, Sec. 2.30.
Amended by Acts 2001, 77th Leg., ch. 1158, Sec. 18, eff. June
15, 2001.

16 TAMU Departmental Property Management Procedures Manual, December 2010



Chapter 1 i Delegation of Responsibility

Delegation of Responsibility

& Head of a State Agency Responsibilities

According to The Texas A&M Unversity SystemAssetManagement Manual
(September 2004the Texas A&M University President is ultimately responsible
for the custody and care of all equipment at Texas A&M University. The
President shall ensure that Texas A&M maintains adequate inventory controls
on personal property and trust property. The President designates a Property
Manager to handle these activities and informs the State Comptroller's Office of
the appointment.

W f;;\\
:; E"% Property Manager Responsibilities
G

According to The Texas A&M University SysterAsset Management Manual

(September 2004y e x as A &M U ioperyrManadelydiss r esponsi bl e
the overall equipment management for the Member, including maintenance and

control of the central inventory records . 6 The Property Manager
responsibility for equipment to each Department Head at Texas A&M, making

him/her the "Accountable Property Officer" (see below) for the department.

At Texas A&M, the Division of Finance Financial Management Operations
Department employs the Property Manager. This individual will be referred to
as the Texas A&M Property Manager throughout this manual.

Texas A&M Procedures

S Accountable Property Officers (APO  )/Department Head

At Texas A&M, each Department Head is the Accountable Property Officer

(APOQ) for his/her department. This responsibility cannot be delegated.

According to the Texas A&M University SystemAsset Management Manual

(September2004) 0 APOs are responsible for the phy
of all equipment entrusted to their actiwvi
ultimately responsible for all property in the d epartment.

The Department Head is responsible for the following:

1 Physical possession and control of all equipment entrusted to the activities
within his/her respective unit (college, department, etc).
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Chapter 1 1 Delegation of Responsibility

1 Appointment of a responsible Departmental Proper ty Contact, if necessary,
and timely notification to the Texas A&M Property Manager of any
Departmental Property Contact changes.

1 Verifying that all Departmental Property Contacts have attended FAMIS
training and have a signedFDP-421 Departmental Property Contact
Responsibility Statemenod remain on file in the department.

1 Ensuring that all unit employees are trained such that each has an awareness
of their respective responsibilities for prop erty processing and/or
custodianship.

1 Establishment and maintenance of property records for his/her respective
unit.

i Establishment of inventory management procedures within his/her unit in
compliance with all applicable state regulations, System policies, university
rules and standard operating procedures.

1 Timely transfer of equipment that is no longer needed within the unit to
Surplus.

1 Timely (within 24 hours of discovery) notification and report of missing or

stolen property to the Texas A&M Property Manager .

Physical verification and certification of current inventory on an annual basis.

Management of equipment that is assigned or on loan at a location outside

the respective unit.

1 Physical verification of assets assigned to terminating employees to ensure
proper reassignment, transfer, or disposal of all pertinent inventory.

= =

Distribution of Agency Procedures

. The Department Head is responsible for ensuring that employees are aware
of their responsibilities for property.

According to the Texas A&M University SystenAsset Management Manual
(September 2004 Account abl e Property Officers are
ensuring employees are aware ofTheyshaldr espon
develop procedures in their department to ensure that all employees are aware

of their responsibilities.

They must also ensure that each Departmental Property Contact (DPC) has
copies of the rules and procedures and other appropriate documentation as
formulated by Texas A&M University. This would include information from the
Introduction Property Resourcegction of this manual. The Department Head

must also make certain that each DPC has attendedDepartmental Property Contact
Training and FAMIS training offered by Financial Management Operations.
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Change in Department Head

Follow these procedures whenever there is a change in Department Head:
1. The department is required to submit the following form to Financial
Management Operations:
1 FD-860 d Notice of ChangefInformation and/or Authority
http://finance.tamu.edu/fmo/fr/forms/fd860.pdf
0 Send to Financial ManagementOperations - New Accounts
at Mail Stop 6000

2. All Department Heads are required to complete Department Head -
Property Management Training. Go to
http://vpfnweb3.tamu.edtwa/do/events/online/view?uid=164ar on line
training .

3. Texas A&M Property Management highly recommends the following
optional procedures:

1 FDP-431 Transfer of Responsibility for Proper8ee
http://finance.tamu.edu/fmo/pm/forms/fdp431.pttfis recommended
that this form be completed and filed in the department.

1 Have a physical inventory performed. This would be to ensure
continual care of property and assign specific liability for personal

property .

% Departmental Property Contact (DPC)

The Department Head may designate Departmental Property Contacts to

perform daily property activities, but this does not relieve the Department Head

of any responsibility. The DPCs will only be responsible for exercising
oOreasonabl e caredé and wil/l not be held ult

~

departmentds equi pment .

The DPC is the Depdant peesontorhdrelang pioperty i g ht
management issues. The Department Head may appoint multiple DPCs. For

example, Financial Management Operations has two DPCs. One is responsible

for maintaining inventoried furnishings, while the other is responsible for

maintaining inventoried computer equipment. Others may assist the DPC in

property management efforts, but Texas A&M Property Management will use

the DPC as the departmentds primary proper

The DPC may only sign the following property forms: FDP-404 Request for
Extension of Time for Annual Inventory Certification, FBFRL1A Property Transfey
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FDP-411B Transfer of Computer Equipmeand the FDP-414 Property Additions and
Deletions.

The Departmental Property Contact is responsible for the following, as outlined
by the FDP-421 Departmental Property Contact Responsibility Statement

1 Assisting the Department Head in the execution of that position and daily or
ongoing equipment management functions for the respective unit.

1 Coordinating the training of all employees within the unit to ensure

awareness of their respective responsibilities for property processing and/or

custodianship.

Ongoing maintenance of property records for the respective unit.

1 Ongoing application of inventory management procedures within the unit in
compliance with all applicable state regulations, System policies, university
rules and standard operating procedures.

1 Ensuring timely documentation and transfer of equipment that is no longer
needed within the unit.

1 Coordination with the Department Head , custodian, and end user to ensure
the timely (within 24 hours of discovery ) notification and report of missing or
stolen property to the Texas A&M Property Manager .

91 Coordination of the physical verification and certification of current
inventory on an annual basis with the Department Head , custodians and
end-users.

1 Coordinate tracking and management of equipment that is assigned or on
loan at a location outside the respective unit.

1 Complete a physical verification of assets assigned to terminating custodians
and end users to ensure property reassignment, transfer, or disposal of all
pertinent inventory.

E]

Change in Departmental Property Contact (DPC)

Follow these procedures if there is a change in a Departmental Property Contact:
1. The department is required to submit the following form to Financial
Management Services:
1 FD-8600 Notice of ChangefInformation and/or Authority
o Send to New Accounts at Mail Stop 6000

2. All DPCs are required to attend Introduction to FAMIS Trainingand to
complete the DPC online training (being developed). The departments
should maintain certificates in their files to verify that they have met their
training requirement. Financial Management Operations will also
maintain documentation of the training.

20
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o0 Departmental Property Contact Trainin@nline training being
developed)e x pl ai ns the DPCOs responsibild:@
performing the annual physical certification, completing forms,
and processing inventory transactions. Contact
property@tamu.edu for information .

o0 Introduction to FAMIS Training explains the basics for using Texas
A&Mds Financi al Accounting Managemen
The DPC should request FAMIS access and traininglocated at
http://finance.tamu.edu/fmo/ts . After attending the Introduction
to FAMIS, it is recommended that the DPC attend FAMIS FFX
training.

3. The department is required to complete the FDP-421 Departmental
Property Contact Responsibility Statememtd file it in the department. The
DPC and his/her supervisor should sign the FDP-421

0 The Department Head will certify on the annual certification that
the FDP-421form is on file in the department and that the DPC has
attended the appropriate training. When Texas A&M Property
Management performs departmental spot checks, they may ask to
see theFDP-421forms.

Employee Responsibilities
\ . The DPC is responsible for making sure every employee is aware of his/her
responsibilities when using State of Texas property.

According to the Texas A&M University SystemAssetManagement Manual
(September 20Q040Each state employee is responsible for using state personal

property (equipment) only for state purposes and is required to exercise reasonable
care for its safekeeping. The term "reasonable care" raans that, at a minimum, steps

are taken to maintain the asset in an acceptable manner, ensure the security of an
asset, ensure that an asset can be located at any time requested, and ensure that the
person responsible for the asset is known. At no time should state property be used

for personal gain. See Chapte2-Assignment of Responsibilities for Asset Management

Each employee is responsible for the state property assigned to him/her. Itis
recommended, but not required, that departments require employ ees sign a
detailed statement educating them about their property responsibilities. Texas
A&M Property Management has developed forms that the departments may
use. Seeof the Texas A&M Property Management webpage
http://finance.tamu.edu/fmo/prior the FDR422 Property Custodian Responsibility
Statement and FDR23 Property End User Equipment Responsibility Statement.
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State Agency Annual Certification

State Requirements
According to theSPA Process User Guid&ygust2010,

AA state agency shall conduct an annual physical inveofdhetrust,

capitalized andcontrolled personalproperty (excluding libraries and historical

arts and treasures) in the agencyob6s pos:
Agencies must use accepted practices to conduct their annual inventory. The head

of each agency must forward the Certification of Physical Inventory Conducted

by Agencyform (72 83) to the Comptrollerés offic
to verify the inventory no later than 20 days after the last day of the fiscal year

(Sept. 20th).

The agency must ensure that each propert
possession, that it is able to identify
name(s) of the person(s) responsible for the property.

The condition of each property item mbstevaluated during the annual physical
inventory. Condition of all property must be reported to SPA no less than once
annually.

An agency should assign two or more individuals to conduct the inventory who
do not have responsibilities for entering oragmg personal property.

Any discrepancies in property information detected during the physical
inventory must be corrected in the SPA system immediately.

In addition to the required annual physical inventory, agencies are
encouraged to conduct more frequent inventories to assure the accuracy
of reported personal property information. Periodic inventories may use
statistical sampling, dollar sampling techniques or other acceptable
met hods on a regularly scheduled basis.
andtheTex. Gov dt Ccod3e273AR (&) (VeBen Supp. 1997joundat
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.403.htm - 403.273
0 €) A state agency shall conduct an annual physical inventory of all
property in its possession. The comptroller may specify the date on
which the inventory must be conducted.
(f) Not later than the date prescribed by the comptroller, the head of a
state agency shall submit to the comptroller:
(1) a signed statement describing the methods used to conduct the
agency's annual physical inventory under Subsection (e);
(2) a copy of the results of the inventory; and
(3) any other information concerning the inventory that the

comptroller requires. 0
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Management enter into FAMIS is used to create the financial reports for the
State Comptroller. Thus, it is crucial that all information in FAMIS concerning
‘ property is correct at all times.

@ At Texas A&M, the information that departments and Texas A&M Property

Texas A&M University must maintain a detailed property listing for the State
Comptroll er 06s ShtefPropegy AaceuntmgSydteméSPA) . The
Comptroller reviews the information to ensure that Texas A&M University is
using its resources wisely.

Texas A&M reports its inventory to SPA by using reports generated from

FAMIS , the official Financial Accounting Management Information System used
at Texas A&M. Asset class codes used on equipment, for example, tell the
Comptroller the types of assets housed at Texas A&M. The condition codes tell
the Comptroller the current condition of the assets (e.g. excellent or poor). Thus,
it is crucial that the departmen ts keep all property information current in FAMIS
so that the reports to the Comptroller are accurate.

Texas A&M Deadline

The Comptroller must receive a certified statement from Texas A&M no later
than 20 days after the last day of the fiscal year. Thus all physical inventories by
Texas A&M departments must be submitted to Financial Management
Operations by their assigneddeadline so that Texas A&M will meet the
Comptroll erds deadline.

Departmental Certifications

Property Management Goal
Each department should have property management controls in place to ensure that

all assets are always in the proper status and at the correct location at all times. All
assets should be reviewed at least annually.

Certification Date

Each department must conduct a physical inventory annually and submit a
45\ report to Texas A&M Property Management. Meeting the departmental
\ deadline is crucial so that Texas A&M can meet the Comptroller deadline.
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Approximately 30departments conduct their physical inventory each month.

Texas A&M Property Management will work with each department to identify

the most convenient month in which to conduct the physical inventory. If a

department does not choose a month, then Texas A&M Property Management

will assign one. Texas A&M Property Management will notify each Department

Head of the departmentods certification dat
department is bound to it.

Certification Packet

Prior to the depart meate Tesas AMMPopetty certi fi ca
Management will email the Annual Certification of Physical Inventory letter

with due date to the Department Head and the Certification Packet to the

department DPC. Figure 2-1 is a sample of theAnnual Certification of Physical

Inventory letter with due date. The packet will include the following

information that is discussed in th is chapter:

1. Annual Certification of Physical Inventory letter with due date
2. Procedures for Annual Certification
1 Bar Code Scanneipreformed on Assetworks, formerly Incircuit,
(Scan and Validate atwww.incircuit.com ) or Manual inventory
method update information in Scan and Validate.
1 TAMU Procedures for Past Due Certifications
3. Electronic TBAROO4 List (sent as an email attachment)
1 Numerical Sort
1 Building/Room Sort
1 Group Sort
4. FDP-401 Departmental Property Contact Verification listing all current
D P C {sent as an email attachment)
5. FDP-402 Certification of Physical Inventory Conducted by Department
(sent as an email attachment)
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Figure 2-1: Annual Certification of Physical Inventory letter

Financial Management Operations
Property Management Office
General Services Complex
979/8458147
12/01/09

TO: Jones John
Accountable Property Officer
CHEM -CHEMISTRY

FROM: Jane Doe
Property Manager

SUBJECT: Annual Certification of Physical
Inventory of Equipment for Dept/Unit Code: CHEM

We have emailed the Texas A&M University Departmental
Inventory Certification Packet to your Departmental
Property Contact. Form FDP-402, induded in the packet,
Explains the Department Head responsibilities regarding
Equipment inventoried on you r account.

The Laws of the State of Texas require that a certification of
Equipment inventory be submitted annually. Your due date is
Forty-five (45) days following the date of your equipment
Listing. The bar code scanner equipment should be returned
Within the first fourteen (14) days. Your certification is due

In the Property Management Office of Financial Management
Operations, Mail Stop 6000 by 5:00 P.M. on January 25, 2010.

If you have any questions, please call the Property Management
Office at 8459436 or 8458147.

CC: Departmental Property Contact

November 2, 2001
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Conducting the Physical Inventory

S

Vo) Goal: To physically locate every piece of equipment with minimal disruption of
normal activities.

The State Property AccountingP o | i ¢ y As dgentyetsouldoassign two or
more individuals to conduct the inventory who do not have responsibilities for
entering or reporting personal property. 0

Make arrangements to permit orderly and thorough physical inventories with a
minimum disruption of normal activities. Also, make arrangements for sensitive
equipment requiring special handling to have the custodian present during the
physical inventory .

The team should physically locate every piece of equipment. If this is not
reasonable for example, if the equipment is in the ocean, then the custodian of
the equipment should sign a statement verifying the equ ipment information. If
an employee is using a laptop at home, then it is recommended that the
individual bring the item to the office to be verified.

S

vo)- Inventory includes all inventory items for a department, not simply those
included on the inventory lis ts provided by Texas A&M Property Management.

It is important to note that inventory includes all inventory items for a
department, not simply those included on the inventory listing or database file
provided by Texas A&M Property Management. Therefore, when performing
the physical inventory, if the team finds property that should be on the
inventory but is not, then they should follow procedures for getting the items on
the inventory. See Chapter 8, "Found Items that Should Be Inventoried."

Inventory Methods
Departments may either verify the inventory by using 1) the inventory software
and bar-code reader (preferred) or 2) the manual method-updating the inventory
list on the Scan and Validate website.

Import ant!
Do not update asset information on FFX screen 535 during the inventory period.
Use Scan and Validate for all updates. Whenyourd e p ar t @@amand 0
Validate information is downloaded at the conclusion of your certification , it will
overwrite any m anual changes made in FAMIS.
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Method 1: The Scan & Validate Bar Code Scanner Process

Palm Sync Scan & Validate program wil|l be
The cradle and scanner will be set up and plugged into an electrical outlet. The
scanner stould be kept in the cradle when not in use to maintain charge.

The objective is to locate every piece of inventory listed for the Department and

changeits 8t at us i n the Scan & Validate program
ochangeo. A scaneedl,dhie locatsos iefdrmatios should be updated.

Although other asset information can be changed in the Scan & Validate

program, the only changes that will download to FAMIS are the same changes

Departments can make on screen 535. These are Condition, Availability,

Purpose Code, Purpose Percent, Bldg Campus, Bldg Number, RoomFloor,

Other Location, and User Group.

When an asset is scanned that does not belong to your department, return the
asset to the correct department, or fill out an FDP-441A Property Transfer Form
to correct ownership. Transfers between departments cannot be completed in
the Scan & Validate program, paperwork must be sent to Property
Management.

The time limit to conduct the annual inventory is 45 calendar days. The Scan &
Valid ate scanner is available the first 14 days and then must be returned to
Property Management. The unfinished portion of the inventory must then be
conducted manually and entered in the Scan & Validate program. There are
different ways to conduct the inven tory depending on the number of
departmental assets and available manpower. Contact Property Management to
work out the most efficient manner in which to conduct your annual inventory.

Method 2: The Manual Method -Updating Scan and Validate Website

Texas A&M Property Management will email to the DPC, three listings of the
TBARO0O04 Inventory Verification Listeport as follows: (see Figure-2 for a sample of
a TBAROO4 report).

1. TBAROO4 Listing by Numerical Sequence
2. TBARO0O4 Listing by Building/Room
3. TBARO0O4 Listing by Group Code
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Follow these procedures using the TBAROO4 reports to verify the inventory:

1. Chooseone TBAROO4 inventory list to physically locate all items.
2. Compare each physical asset with the TBARO0O04 information. As the
team conducts the certification, they should always verify the
information listed below. The accuracy of this information is crucial for
Texas A&MO6s reporting of inventory to t
1 Asset Description
1 Asset Number 6 Ensure that all equipment is tagged properly and
the piece with the identifying number fits the description on the
inventory list. Look for legibility of the inventory number and
rewrite it, if necessary, before concluding the process.

1 Model/Serial Number d Verify that the model and serial number
on the list match the numbers on the equipment. If the numbers
do not match, then show the change and note the reason for the
change.

91 Location (includes location, group code, and other location)
Verify the location and make any necessary changes.
Departmental personnel should maintain this information
using Canopy or FAMIS FFX Screen 535 Do not change any
location information for recovered miss ing/stolen assets unless
Property Management has processed theFDP-9 Report of Missing,
Stolen, Damaged, or Destroyed Propdadym.

1 Condition 0 Evaluate the condition of the property and document
it. Departmental personnel should maint ain all condition codes
except for missing and stolen codes using FAMIS FFX Screen
535 Do not change any condition information for recovered
missing/stolen assets unless Property Management has processed
the FDP-9 Report oMissing or Stolen Propertform. See Appendix C
for a listing of condition codes.

1 Purpose ¢ Identify how each asset is being used, for example,
administrative use, research, instruction, etc. Departmental
personnel should maintain this in  formation using FAMIS FFX
Screen 535 Do not change any purpose information for
recovered missing/stolen assets unless Property Management has
processed theFDP-9 Report of Missingr Stolen, Propertyorm. See
Appendix C fo a listing of purpose codes.

3. Access the departments asset list on the Scan and Validate website
4. Locate each assein Scan and Validate

1 If information is correct -change status from NOSCAN to Correct-
save changes

1 If information needs to be edited -change staus from NOSCAN to
CHANGE enter corrections and save changes
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5. When all assets have been located and information verified or updated,
NOSCAN status changed to either CORRECT or CHANGE, this portion
of the Annual Certification is complete.

6. List all items not found on the form FDP-402 Certification of Physical
Inventory Conducted by Departmeand enclose any required paperwork
to remove the items from the inventory.

7. List all found items that are not on the inventory listing but should be on
the listing on the form FDP-402 Certification of Physical Inventory by
Departmentand enclose any required paperwork to add the items to the
inventory.

32
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\Figure 2-2: TBAROO4 Inventory Listing by Numerical SequenceSampld

TBARO00O4
11/14/2000

Department = FISC Unit Code = OPS

TEXAS A&M UNIVERSITY

Inventory Verification List
Personal Property as of 11/14/2000 for Approved Assets

reekkkxkk\ferify this information***xrress

Asset No Model Serial Acq Mth Oown Tag Total Camp Bldg Rm | PRP | SRC | CND | AV
Number Number Date Cost
Purchase Dept- Rest Group | Voucher Other
Description Accounts Unit Location
98-0- FFXC11 UFX222 11/5/97 | PO TAMU BC 2,000.00 |02 461 20 | AD- DS |01 us
1234567 100
%
Fax Machine 270140- FISC- I AV 1330000 KC
00000-8445 | OPS
98-0- 450KT A8001 1/20/98 | PO TAMU BC 5,000.00 |02 461 15 | AD- | AX 01 us
2023789 100
%
Computer 270140- FISC- I MM 1381900
00000-8435 | OPS
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/ (@‘"’Tl The Comptroller will withhold state funds to Texas A&M if the value of

Handling Situations During the Certification Process

Vi

'~ If ever in doubt about what to do, contact Texas A&M Property
@ Management at property@tamu.edu or 979-845-9436.

During the physical inventory , the Departmental Property Contact may be
unable to locate pieces of equipment for varying reasons. It is very important

not to report any item as missing unless absolutely no one knows where it can be
located.

?M missing property falls outside of the defined standard for missing
property.

If an asset that should have been removel from the inventory is showing on the

inventory listing, then complete the proper paperwork to remove it. Complete

the paperwork that matches the type of transaction that occurred. For example,

someone may have transferred an asset to another department but failed to

submit paperwork to Texas A&M Property Management to remove the asset

from the departmentds books. The pmoper p
online Transfer Departmental Property form. Note the TDP number on the

annual certification. Another common situation is when inventory items are
returned to the vendor, but not taken off
proper procedure here would be to submit the form FDP-414 Property Additions

and Deletiosto Texas A&M Property Management. For more information on how

to handle each situation, see Chapte8s 5

Documenting the Physical Inventory

@ Only the Department Head may sign the FDP-402.

Upon completion of the physical inventory, the department is required to submit
a report to Texas A&M Property Management using the FDP-402 Certification of
Physical InventoryConducted by Departmeiisee Appendix B).

During the physical inventory, there may be items that either do or do not

appear on the inventory listing that should/should not appear. All

discrepancies like this must be noted on the FDP-402.

Examples:

1 Transfers For items that are not located due to a transfer that has not been
recorded, list the asset on theFDP-402and submit an online Transfer

34
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Departmental Property and note the document number . New additiors - List
any assets on theFDP-402that were acquired after the TBAROO4 report was
sent to the department.

1 Missing/Stolen assetsList each missing/stolen item on the FDP-402
Complete and attach the fan FDP-9 Report of Misig or Stolen Propertyunless
the FDP-9 was submitted in a previous fiscal year .

1 Recovered asset$hese include assets previously recorded as missing or
stolen, even if they have been deleted from inventory, that have been located.
If assets are recovered, list each item on thé=DP-402 Complete the bottom of
the original form FDP-9 Report oMissing or Stolen Propertyand submit it with
the FDP-402

1 Non-inventoried property that should be inventorieldl pr operty is located that is
not on the inventory listing but should be, list the items on the FDP-402
Submit the forms FDP-414 Property Additions and Deletiormd FDP-4
Equipment Information Sheet.

Verification of the Departmental Property Contacts

It is important that Texas A&M Property Management always has a current
record of all of the Departmental Property Contacts for a department. The FDP-
401 Departmental Property Contact Verificaticio@nd at
http://finance.tamu.edu/fmo/pnenclosed in the annual certification packet will list
all of the DPCs that Texas A&M Property Management has on file for a
department. The DPC is required to sign the FDP-401 verifying that the listing
of DPCs has been reviewed To add or remove personnel with DPC authority
send a FD-860 form signed by the Department Head, making the necessary
corrections, with the annual certification.

All Departmental Contact Persons listed on the FDP-401 should request FAMIS
access and training by following the directions at
http://finance.tamu.edu/fms/famis . They should also requestDepartmental
Property Contact Trainindy contacting property@tamu.edu.

What to Turn In To Texas A&M Propert y Management

Upon completion of the physical inventory , the department should turn in the
following to Texas A&M Property Management:

1. Bar Code Scanneftwo weeks after receiving

2. FDP-401 Departmental Property Contact Verificatisigned by the Department
Head - no exceptions

3. FDP-402 Certification of Physical Inventory Conducted by Departnsggred by
the Department Head (no exceptions).
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4. The appropriate forms for inventory discrepancies that are listed on FDP402
page 2.

1 If any items should not be on the inventory listing, then complete the
proper paperwork to remove the item from the inventory (s ee Chapters
6-8 for more information).

1 If any items are found that should be inventoried and are not on the
inventory listing, then co mplete the proper paperwork to add them to
the inventory ( see Chapters 5, 7, and 8 for more information).

Past Due Certification Procedures

- L’l""’fﬂ' Meeting the departmental deadline is crucial so that Texas A&M can meet the
7M deadline set by the State Comptroller's Office.

No extensions can be granted after August 35t since Texas A&M must submit
the entire university's inventory report to the Comptroller no later than 20 days
after the last day of the fiscal year.

If TexasA&’M Pr operty Management does not recei Ve
inventory certification by the original due date, then they will contact the
department to inquire on the status of the inventory.

1 The Texas A&M Property Management Inventory Specialist may grant
one extension, which can be up to two weeks.

1 The Departmental Property Contact may request additional time using
the FDP-404 Request for Extension of Time for Annual Inventory Certification
(found athttp://finance.tamu.edu/fmo/pmor by e-mailing the Texas A&M
Property Manager at property@tamu.edu.

1 The Texas A&M Property Manager will either approve or deny the
extension and send the confirmation to the Departmental Property
Contact and forward approvals to the Texas A&M Property Management
Inventory Specialist.

If Texas A&M Property Management does not receive the certification by the
final due date, a letter will be sent to the dean, director, or vice -president with a
copy to the following individuals:

1 Department Head (Accountable Property Officer)
1 Departmental Property Contact
1 Director of Accounting Operations

If Texas A&M Property Management does not receive the certification within
two weeks of the date of the letter, then Texas A&M Property Management will
notify the Texas A&M Associate Vice-President for Finance.
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What to Inventory

Inventory is an itemized list of equipment in which a Department Head is held
accountable. Inventory includes all personal property. According to the SPA
Process U®Rwusti2e10Gui de (

OFurniture and equipment placed into servi
beyond one year from date of acquisition. Improvements or addit ions made (to

existing furniture or equipment) are capitalized if they meet the capitalization
threshol d. ¢

Additions to existing personal property that become a component part of
the asset and meet the capital o controlled threshold within a fiscal year,
should be recorded as an addition of value to the existing asset.
Replacement purchases must meet thecapital threshold within the fiscal
year to be added to the value to an existing asset. If a replacement des
not meet the capitalization threshold of $5000.00 it should be coded non
inventory and the value will not be added to the existing asset.

In additiontothe SPA Pr o c e s s thd Begas A&M Syktern Asset
Management Manual (Sept 2004ays thatpersonal property is

OAny possession owned by or entrusted
System having sufficient value to warrant inclusion in fixed asset

financial reports or, due to the nature of the asset, is required to

have management controls placed on it. Equipment does not

include consumable items nor does it include real property. It can

be either a capital asset or controll

According to theéSPA Process Users Guideugust2010 iCapital assets

should be recorded and reported in both thé#ddm Statewide Accounting
System USAS) andSPAat t heir historical <cost s,
invoice (plus the value of any trad®, plus sales tax, initial installation cost
(excluding irhouse labor), modifications, attachments, accessariggparatus
necessary to make the asset usable and render it into service.

Note: Incidental charges, such as However Ifé
extended warranties or maintenan incidental items are included with

agreements, additional parts or  the capital asset upon receipt and
consumable items are no longer  are not listed as a line item on the

considered part of the capital asse purchase order or on the invoice,
cost.Thesecharges must be broker Thené

out (itemized) and expensed

the incidental charges are
separately.

consdered a part of the capital
asset.
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Chapter 37 Inventory Items and Coding

Always inventory the following:
1 All personal property.
o All capital items -$5,000.00 and above

to $4999.99

class code threshold.
freight, installation, labor, etc.).

threshold or will be considered a controlled item.

o All controlled items (limited list -see class code table}$500.00

o All firearms and cash registers, regardless of cost.
1 Additions, may be cumulative within a fiscal year, that meet the

1 Costs required to putting the inventory item into service ( e.g.
1 Constructed equipment that either meets the capitalization
1 Warranties-considered a no-option purchase when included in

the purchase price of the asset. They may omay not be a
separate line item. Not extended warranties-see below.

Do not inventory the following:
9 Things not required to put the item into service.

put the asset into service.

and repair object codesshould be used for them.

1 Replacement partsunless they meet the capital threshold.
1 Extended warranties should not be included in the asset cost
They are considered and optional purchase and not necessary to

1 Maintenance agreements These are expenses, and maintenance

The following thresholds will apply to property, according to the SPA Process Users

Guide (August 2010:

Class of Asset Threshold
Land/land improvements Capitalize All
Buildings/build ing improvements $100,000
Facilities & other improvements $100,000
Infrastructure $500,000
Personal property (equipment) $5,000
Library books/materials (collections) Capitalize All
Works of art/historical treasures Capitalize All
Computer software $100,000
Internally developed computer software $1,000,000
Leasehold improvements $100,000

TAMU Departmental Property Management Procedures Manual, December 2010
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a
&2/\ When trying to decide if an item should be inventoried, ask these
i 7/ guestions:

1. Isit a capital item?

‘ FAMIS FFX Screen 58br Canopy (FFX, Tables, Class Tahlg)ital items.

Capitalized assets are personal property. They must be inventoried and
depreciated over their useful life. They have a single unit value of $5,000 or
greater and an estimated useful life of more than one year. The capitalized
object codesstart with 8nnn. They must be reported to the State Comptroller.

Example: A department purchases an automobile that costs $15,000. The

automobile would need to be capitalized because it costs more than $5,000
and will last longer than a year.

2. Is it a controlled item ?

FAMIS FFX Screen 58br Canopy (FFX, Table§lassTable)for controlled items.

The State Comptroller and the Texas A&M System have defined certain
property that must be controlled. Controlled assets are not capitalized assets,
real property, improvements to real property, nor infrastructure. They are

not depreciated and do not affect financial reports to the State of Texas.
However, they must be inventoried and tracked during the physical

inventory and are reported to SPA (State Property Accounting), due to their
high-r i sk natur e. The specified ocontroll e
and have a useful life of more than one year. The controlled object codesare
in the range of 57755799. Many forms of computer equipment are
considered controlled. Texas A&M controls all cash registers and firearms
regardless of the cost.

Example: A department purchases a laptop computer that costs $2,000.
Since laptop computers are mobile and expensive, they are listed on the
controlled asset listing and must be inventoried.
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3. Is the new item a replacem ent part for an item that is already on the
departmentds inventory?

Only if the replacement part meets the capital code threshold within the fiscal

year will it be added to the value of the existing asset. SeeChapter 5,

"Additions and Replacements."

Example: A comput er ds h

ar d

dri ve

S

broken.

new hard drive that is exactly like the old one. The value of the new hard
drive meets the capital object code threshold and will be added to the value
of the computer as a replacement. Anything costing less than $5000 would be

coded non-inventory.

4. Was everything purchased at once and as a unit for one lump sum?
Example A: A department purchases computer equipment all together for a
costof $2,000. This costincludes everything: monitor, hard drive, keyboard,
mouse, etc. Computers are controlled items and must be inventoried. In
cases like this, since it would be difficult to value each item, and everything is
necessary to operate the canputer, inventory everything together under one
asset number for the cost of $2,000 even though the monitor and keyboard
may be removed and used with other computers.

Example B: A department purchases computer equipment all together. Each

item has acost identified as shown below:

Description Quantity | Price
Keyboard 1 20.00
Mouse 1 15.00
Monitor 1 300.00
Computer Station with the following 1 1,600.00
specs: Optiplex Gx150 Small Mini

Tower: Gx150: Pentium lii Processor

1.0ghz/133mhz 256k Cache,

Integrated Sound

Total 1,935.00

In this case, the keyboard, mouse, and monitor all have a separatecost. They
can be moved around and used with other computers. However, since the
computer cannot be used without these items, inventory everything as one

assetfor $1,935.00.
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Example C: A microscope is purchased.

purchase order:

Below are the items that are on the

Description Quantity | Price
Binocular 1 932.00
Binocular Tube 1 1442.00
Eyepiece 1 1141.00
Lens 4X 1 250.00
Lens 10X 1 300.00
Lens 20X 1 325.00
Lens 40X 1 400.00
Condenser 1 120.00
Bulb 1 40.00
Dust Cover 1 50.00
Total 5000.00

In this case, assign one asset number for $5000.00. All of these items are
necessary to place this microscope into use. Once the microscope is
assemblel, the parts will not be used with any other microscope. If
replacement bulbs had been purchased on this order, then they would not be

inventoried.
E. Can the item o0stand al
| f the item can O0stand

one?0
altiple assets, donot addi | |

it to the value of another asset. If the asset, by itself, meets the inventory
requirements for personal property, then it needs its own asset number.

Example A: Software is purchased. Software can be used on multiple
computers. Also, it is not a major component of a computer and is not
necessary to operate the computer. Therefore, do not add the software to the
value of the computer. However, if the software by itself costs over $100,000,
inventory it with its own asset number.

Example B: Cubicle walls are purchased. Cubicle walls can be taken apart
and used with other cubicle walls. They should not be inventoried together
as one asset. However, each wall would be inventoried separately if each

wall costs $5,000 orgreater.
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6. If adding a part to an existing asset, should the cost be added to the asset?
When the addition to the asset or the sum of additions to an asset, meet the
class code threshold within the fiscal year, it is added to the asset. There is
the possibility of having a capital asset with a controlled addition or a
controlled asset with a capital addition.

Example: A high -powered lens costing $2,500 is purchased that can be used
only with a camera that was capitalized in a previous fiscal year, v alued at
$10,000. The lens meets the controlled threshold and will become an addition
(component), coded 5781, of the camera coded 8424.

7. Were extra costs incurred that were required to place the item into
operation?
The asset value should include all costs required to place the asset into
service, such as freight, installation, and other related professional
expenditures (e.g. labor costs for fabrications) incurred. Warranties should
be excluded from this value.

TAMU Departmental Property Management Procedures Manual, December 2010 45



Chapter 37 Inventory Items and Coding

How Inventory Get s Into FAMIS

FAMIS is the official Financial Accounting Management Information System at
Texas A&M. The Fixed Asset System (FFX)of FAMIS houses all official
property information and is used to generate state reports. The Financial
Record System (FRS)houses all financial accounting information. Some
situations require that Texas A&M Property Management create an asset in
FAMIS (e.g., gifts), while others require the department to do so (e.g. purchases
entered into FAMIS by the department). Either way, once the asset is approved,
the department should maintain it in FAMIS by using the FAMIS Fixed Asset
(FFX) Systemor CANOPY, which provides web based functions for FFX . The
DPC should request FAMIS access by following the instructions on form FD-825
found at the FMO Training and FAMIS Security web site
http://finance.tamu.edu/fmo/ts

Figure 3-1 illustrates how inventory information gets into FAMIS if the purchase
is processed online by the department.

Figure 3-1: Inputting Inventory Information into FAMIS for On -Line Purchases

STEP 1:

Departmental STEP 2: STEP 3:

creator creates Preliminary asset N TAMU Property

purchase —) enterer inputs —v| Management —) S;E;P 4
document in preliminary asset approves the asset. maintains
FAMIS. data. asset in FFX.

In Figure 3-1, three individuals input inventory information into FAMIS after the

departmental creator creates the purchase document in Step 1. They are the

following:
A.The departmentds preliminary asset ente
B. Texas A&M Property Management (Step 3)
C.The departmentdés DPC (or whomever wild/l

At Texas A&M, when purchasing an inventory item, the departmental creator
creates a purchasing document in FAMIS (Step 1). The departmental creator is
the individual in the department responsible for inputting purchasing document
information into FAMIS. For inventory purchases, the preliminary asset
enterer, who is the individual in the department respo nsible for inputting
preliminary asset data, inputs the data (Step 2) Preliminary asset data is all of
the pertinent information related to the property management of the item. This
includes serial number, room number, asset class code, etc. For all gaital and
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controlled items, preliminary asset data is required to pay the bill. In many
departments, the preliminary asset enterer and departmental creator is the same
person. However, it is recommended that the DPC be the preliminary asset
enterer.

Once FAMIS pays the bill, the preliminary asset data electronically feeds into the
Fixed Asset System (FFX) where FAMIS changes the asset status from
preliminary status to pending status. Texas A&M Property Management will
verify the pending asset and approve it, which makes it an official property
record (Step 3).

After Texas A&M Property Management approves the asset, the DPC may
maintain asset data such as location information by using FAMIS FFX Screen 535
(Step 4).

Throughout the process in Figure 3-1, the asset incurs a different status in each
stage of the process. They are defined below:

Preliminary Asset Status & For users of the ontline purchasing module, the
preliminary asset enterer creates preliminary assets in the Financial Record
System (RRS) of FAMIS. Preliminary assets do not have any official status, as
they have not been paid.

P =Pending Asset Status d Pending assets are created when FAMIS generates a
voucher for payment of the asset and inventory information automatically feeds
from FRS into FFX. Texas A&M Property Management may also create pending
assets by directly entering them into FFX.

A = Approved Asset Status 0 Approved assets are officially recognized by Texas
A&M. Assets become approved after Texas A&M Property Management audits
and approves them in FAMIS.

D = Disposed Asset Status d When an asset is no longer of use to a department,
they may dispose of it. Cannibalizing property is one means of disposal. Once
all procedures are followed, Texas A&M Property Management will officially
dispose of the asset using FAMIS.

Coding Assets

The DPC must educate departmental creators and preliminary asset enterers
on which purchase items to inventory and what to code them.
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Object Codes

Object Codes are four-digit expenditur e codes that are used to identify specific
items on a purchase document. They are sometimes referred to as subcodes
These codes compile information about specific purchases, which are used in
various administrative and state reports.

Texas A&M keeps track of inventory in FAMIS by using object codes. Properly
coding assets when inputting purchase information into FAMIS is extremely
important for reporting prop erty to the State If the departmental creator uses a
non-inventory code for an inventory item, then this could keep the asset from
being placed on inventory. The inventory object codes fall into these ranges:
controlled assets = 57755799 and capitalized assets = 8006B999. Figure 32
illustrates a few capital inventory object codes. Using Figure 3-2, if someone
purchased a computer over $5,000, then the object code to use on the purchase
document would be 84358 Computer Equipment .

Figure 3-2: Sample of Capital Inventory Object Codes

8426 Marine Equipment

8430 Purchase of Aircraft

8435 Computer Equipment

8440 Purchase & Maintenance of Computer Software

Fora complete listing of object codes using FAMIS BRfen 806. See also

http://finance.tamu.edu/fmo/pm ol nventory 00bject Cod

In Figure 3-3, Step 1, when the departmental creator creates the purchase
document, he/she must use the correct inventory object code. This will require
the department to input preliminary asset data, ensuring that the item does get
put on inventory. If the departmental creator fails to use an inventory object
code, then there will be no way for the department to input preliminary asset
data into FAMIS. This could cause numerous problems. Therefore, it is crucial
that the DPC educate departmental cr eators and preliminary asset enterers on
which purchase items to inventory and what to code them.

Figure 3-3: Departmental Entry Step

STEP 1:

Departmental STEP 2: STEP 3:

creator creates Preliminary asset | N TAMU Property :>

purchase _ :> enterer inputs — | Management SITDEP A
document in preliminary asset approves the asset. maintains
FAMIS. data. asset in FFX.
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Asset/Object Class Codes

An asset classis a group of similar assets, as designated for accounting and
property control purposes. To further break down the object code for inventory
items, Texas A&M usesasset/object class codes Asset class codes tell theéState
of Texas exactly what kind of equipment Texas A&M is utilizing. Asset class
codes are also used for calculating depreciation for capitalized assets, among
other things. In Figure 3-4, Step 2, when the preliminary asset enterer inputs
inventory data into FAMIS (FRS Screen 362), he/she must input the correct asset
class code

Figure 3-4: Preliminary Asset Entry Step

STEP 1:

Departmental STEP 2: STEP 3:

creator creates Preliminary asset N TAMU Property

purchase —) enterer inputs —| Management ) S-II;E:P 4
document in preliminary asset approves the asset. maintains
FAMIS. data. asset in FFX.

The asset class codes are sigigit numbers (e.g. 843502). The first four digits of a
class code identify the object code used on the purchase document by the
departmental creator. The last two digits are a further breakdown of the object
code. Figure 35 illustrates asset class codes for capitalized computers.

Figure 3-5: Asset Class Codes for Capitalized Computers

843501 Servers/Minicomputers

843502 Microcomputer-Desktop Not Apple
843503 Microcomputer-Desktop Apple

843504 CPUHandheld/Portable/Lap -Not Apple
843505 CPUHandheld/Portable/Laptop Apple

Fora complete listingf asset class codeseCANOPY-FFX-TablesClass Table, or
FAMIS FFX Screen 581. See alsitp://finance.tamu.edu/fmo/pm
olnventory Object Codes. 0

Using Figures 3-2 and 3-5, if someone purchased a norApple computer over
$5,000, then theobject code to use on the purchase document would be84354d
Computer Equipment and the asset class code on the preliminary asset would
be 843502 Microcomputer-Desktop Not Apple.
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Property Control Codes
Other codes used for state reprting and control purposes include the following:

1 Owner ship/Title Codes - This identifies whether the asset is owned by
Texas A&M, an outside agency, or being used but not owned by Texas
A&M.

1 Building and Room Codes d This is the location of the asset. FAMIS
allows only official Building and Room numbers in these fields. The
building/room table is updated weekly from Facilities Coordination. By
keeping the building codes updated on equipment, it will be eas ier for the
DPC to locate assets during the annual physical certification.

1 Condition Codes d This defines the condition of the assets, for example,
excellent, poor, etc. Itis helpful for the DPC to know the condition of an
asset if he/she is considering transferring it to another custodian. The
DPC can look in FAMIS and know the condition of an asset at any time.
This could save time if the DPC is not in the same location as the
equipment.

1 Restriction Codes & This identifies any restrictions placed on the
use/ownership of the asset. For example, some gifts of property to Texas
A&M have restrictions placed on them for tax purposes.

1 Availability Codes - This indicates whether the assetis in use, available
for use, or not usable. For example, laptop availability codes can be
changed if they are available for use at the office or if they are being
loaned to someone.

1 Purpose Codes 0 This identifies the function of the a sset, for example,
administrative use, research, instruction, etc.

Geta listing of these codashttp://finance.tamu.edu/fmo/pm or by using the helf
features in FAMIS.

The preliminary asset enterer inputs all property control codes onto Canopy or
FAMIS FRS Screen 362 (Figure-3&, Step 2). Figure 36 is a screen shot of pages
one and two of FAMIS Screen 362. The enterer will need to gather information
to input exactly what the DPC needs to maintain the in ventory. Hopefully, one
can see how important it is for the DPC to establish a good relationship with the
preliminary asset enterer.
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Figure 3-6: FAMIS Screen 362

FOB13 Please enter desired modifications

362 Preliminary Fixed Asset Data 08/20/01 08:37
Fy 2001 CC AH
Screen: __ Doc: L1GGG96 Seq Nbr: 1_ Delete Asset?: _

Page: 1 <More>>>>
Tag Number: 0000068240 Add to Existing Asset: _
Asset Description: COMPUTER PENTIUH PROCESSOR
Line 2:
Total cost: 2262.00

Manufacturer Name: IBHM

Hode!| Humber: 22XC Serial Number: 34512
Class: 843502 MICROCOMPUTER-DESKTOP NOT APPLE
Acquisition Dt: 08/18/2001 In-Service Dt: 08/18/2001
New/Used: N Condition: D1
Avai lability: US How Tagged: BC
Related Asset: Sof tware Version:
Historical Ind: N Depr Ind: Y
Special License: __
Asset: Status: Exposure Code: __

Enter-PF1---FF2---PF3---PF4---PF5---PFG6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp AdFFX Accts Left Right

— ———

FOB13 Please enter desired modifications

362 Preliminary Fixed Asset Data 08/20/01 08:40
FY 2001 CC AM

Screen: | Doc: L1006G96 Seq Nbr: 1

Page: 2 <<<<More>

Dept: FISC_ Sub Dept:
Building: 60461 Building Campus: AM Room/Floor: 100_
Group Code: Other Location:
Dwnership/Title: TAMU Restriction: I Cd Pct

FAMIS Sponsor: Purpose: AD 100

Maintenance Company:

Contract Nbr: Renewal Date:
Contract Amt: Warranty Exp:
Frequency: __ Last HMaint Date:
Insured By: SELF Insured Yalue:
Replacement Cost: Inflation Code: NO

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF16--PF11--PF12---
Hmenu Heln EHeln AdFFX Accts Left Rioht
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The preliminary asset data will electronically feed into FAMIS FFX, where Texas
A&M Property Management will review and approve the asset , Step 3 of Figure
3-7. The DPC should maintain the property control codes in CANOPY or on
FAMIS FFX Screen 535 (Figure 37, Step 4) Figure 3-8 is a screen shot of FAMIS
FFX Screen 535. The DPC may change everything on the lefhand side of the
screen. The DPC should request FAMIS access by following the instructions
listed at The Division of Finance, Training and FAMIS Security website

ts.

http://finance.tamu.edu/fmo/

Figure 3-7: Asset Approval and Maintenance Steps

STEP 1:
Departmental
creator creates
purchase
document in
FAMIS.

—

STEP 2:

Preliminary asset
enterer inputs
preliminary asset

data.

STEP 3:
TAMU Property
Management

approves the asset.

STEP 4:
DPC maintains
asset in FFX.

Figure 3-8: FAMIS FFX Screen 535

TO013 Please enter desired modifications

535 Departmental Inventory

08/20/01 08:41
Fy 2001 CC AH

TER 4865X W/16 MEG MEMORY AND

Screen: __  Asset: 9400000001 Status: A
C
*DPC can

Avai labi | itl:l: AY Change this side. Class:
Condition: O1 Hodel :
Purpose 1: GN Percent 1: 100 Serial:
2. R Acg Date:
3 3 Owner/Title:
d: 4: Restriction:
Tag Number:
How Tagged:
Location Cost:
Building: 60461 Bldg Campus: AH Department:
Room/Flr: 101 Group Cd: KC___ Sub Dept:
Other Loc: Description:

Inventory Date:
Next RAsset Number:

Source/Pct:
Note File Flag:

843502 SPA Class:
4865X

955R778D
04/25/1994

TAMU

I

8400000001

BC

1850.00

CHEM

COMPUTER 486SX W/16 MEG
MONITOR

DS/100

N

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF18--PF11--PF12---
Hmenu Help EHelp
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Inventory Descriptions
This section applies to the preliminary asset enterers When entering onto FRS
Screen 362, always verify the asset description. Many times, it will need to be
changed. Asset descriptions need to be in this format:

COMPUTER, PENTIUM PROCESSOR and NOT PENTIUM PROCESSOR COMPUTER

Figure 3-9 is a screen shot of FAMIS Screen 36@&here the preliminary asset
enterer would change the description.

Figure 3-9: Preliminary Asset Description

rvvig riEcdobE EINLENN UESI'EUd NULITILGALIUMNS

362 Preliminary Fixed Asset Data 08/20/01 08:37
FY 2081 CC AM
Screen: __ Doc: L16GBOGSE Seq Nbr: 1_ Delete Asset?: _

Page: 1 <More>>>>
Tag Number: 0000068240 Add to Existing Asset: _
Asset Description: COMPUTER PENTIUM PROCESSOR
Line 2:

Notice that the word computer, or a clear description of the purchase, should be
first. If it is notin this format, it will need to be corrected by Texas A&M
Property Management. This is for a few reasons:

1. If the description is concise, then it is easier for the DPC to identify items
on the inventory reports when performing the physical inventory.

2. The Comptroller's Office requires this for mat for inventory purchases. If it
is not typed in this format, then Texas A&M Property Management has to
change it. If the department has input additional information, it may not
be included when Texas A&M Property Management correctsthe
description. One recurrent problem is when departments purchase
numerous inventory items on one document and copy them multiple
times using the preliminary asset screens When this happens with the
description format incorrect, Texas A&M Property Management must
correct EVERY single description. For example, a department purchased
400 computers. The description: P6350 Desktop Dell Computer Casewas
used for all 400 computers. Property Management had to correct 400
descriptions!

3. Onthe inquiry screens in FAM IS, it is easier for everyone to see exactly
what was purchased according to the first word. If a description is too
long, important information will be hidden from view.
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4. Deleting assets because of threshold changes or subdividing a class code

can be based on the asset description. Incorrect descriptions can leave
assets on inventory that should be deleted or vice versa.

Room Numbers

a F A Mill st accept an invalid building/room combination.FFX screen 543

is the building/room table that is updated from Facilities Coordination weekly.

The FCOR website athttp://fcor.tamu.edu/

room numbers.
a Al ways

keep room

number s

on

will also have off icial building and

equi pment

This section applies to preliminary asset enterers (Figure 310, Step 2) and the
DPC or whoever will update FAMIS FFX Screen 535 (Figure 310, Step 4).

Figure 3-10: Inputting Room Numbers in Steps 2 and 4

STEP 1:
Departmental
creator creates
purchase
document in
FAMIS.

—

STEP 2:

Preliminary asset N
enterer inputs —

preliminary asset
data.

STEP 3:

TAMU Property
Management
approves the asset.

—

STEP 4:
DPC maintains
asset in FFX.

It is very important to keep room numbers on equipment current in FAMIS.

The Office of Facilities Coordination (FCOR) officially records every building
and room number on the Texas A&M campus. Each year, they must submit a
report to the State of Texas listing the building and room numbers along with
exactly how much square footage is being utilized. Equipment is tied to space
for the indirect cost calculation (e.g. utilities). This information is used to
calculate how much money the state will fund Texas A&M to run the equipment

and utilize the space. Incorrect locations ¢ a n

affect

Texas

When inputting room numbers into either Canopy, FAMIS FRSScreen 362
(preliminary asset enterer), or FFX Screen 535 (DPC)the room number entered
must be an official room number recorded by the Office of Facilities
Coordination (FCOR). FAMIS will not accept invalid building/room numbers.
FFX screen 543 is the building/room table that is updated by Facility
Coordination weekly. F C O Rvéebsite at http://fcor.tamu.edu

official building and room numbers .

will also list
Figure 3-11illustrates the field on Screen

362 where the preliminary asset enterer would input the building and room

number. Figure 3-12 illustrates FFX Screen 535 where the DPC would keep the
room number updated after the asset is approved. Location updates may also be

entered in CANOPY.
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Figure 3-11: Building and Room Number on Screen 362

FOB13 Please enter desired modifications
362 Preliminary Fixed Asset Data 08/20/01 08:44
FY 2001 CC AM
Screen: | Doc: L160G96 Seq Nbr: 1
Page: 2 <<<<HMore>

Dept: FISC_ Sub Dept:
Building: 08461 Building Campus: AM Room/Floor: 100___
Group Code: Other Location:

Figure 3-12: Building and Room Number on FFX Screen 535

TO013 Please enter desired modifications
535 Departmental Inventory 08/20/01 08:41
FY 2001 CC AH

Screen: ____  Asset: 9400000001 Status: A
COHPUTER 4865% W/16 MEG MEMORY AND
Availahility: AY Class: 843502 SPA Class:
Condition: 01 Model : 4BBSK
Purpose 1: GN Percent 1: 100 Serial: 555R778D
g 2. Acq Date: 04/25/1994
3 3. Dwner/Title: TAHU
4. d: Restriction: I

Tag Number: 9400006001
How Tagged: BC
Cost: 1850.00

ocation

Building: 00461 Bldg Campus: AH Department: CHEH
Room/Flr: 101 Group Cd: KC Sub Dept:
her Loc: Description: COMPUTER 4865X W/16 MEG
HONITOR
Inventor : Source/Pct: 0S/100
Next Asset Humber: Note File Flag: N

Enter-PF1---FF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp
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Chapter 37 Inventory Items and Coding

Communication with Departmental Enterers

\Z

a T e a miwanrmportant part of inventory management .
a TDPE must be made aware of all inventory purchases.
a D Pntist communicate with and educate departmental enterers and

preliminary asset enterers.
a podsible, it is recommended that the DPC input the preliminary asset data.

Proceduresshould be established with the departmental creator to inform the
DPC of all inventory purchases. The DPC should also educate the creator on
what should be inventoried and which object codes to use.

It is recommended that the DPC input preliminary asse t data. If this is not
possible, then the DPC should communicate with the departmental preliminary
asset enterer to ensure that all of the correct property control information is
entered onto the preliminary asset screens.

56
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Chapter 4 d Tagging of Equipment
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Chapter 4 i Tagging of Equipment

Assigning Asset Numbers

FAMIS Assigned Inventory

Numbers

inventoried.

It is crucial that the departmental creator knows which items should be
/ (v,ﬂfﬂ. inventoried and which obje ct codes to use. If he/she fails to use an inventory
?M object code, then FAMIS will not recognize the purchase as something to be

An asset number is a 10character number used to uniquely identify an asset

within the Financial Accounting Man agement Information System (FAMIS). A

tag number is the 10-character asset number used to physically mark the asset.

In most cases, the tag number and asset number are used interchangeably. For
more information see the FAMIS Departmental Fixed AssetsJe r 6 s fddam u a |
explanation of the asset approval process.

Figure 4-1 illustrates the process for assigning asset numbers for online
purchases. In Step 1, the departmental creator would create the purchase
document in FAMIS and use an inventory obje ct code. If the creator fails to use
an inventory object code, then FAMIS will not recognize the purchase as
something to be inventoried. In Step 2, the preliminary asset enterer would
input all property control data using FRS Screens 360362, as long asan
inventory code was used in Step 1. In Step 3, FAMIS will assign tag numbers
when the preliminary asset enterer inputs all required data. In Step 4, after
FAMIS assigns the tag number, departmental personnel with access to Screen
361 and/or FFX Screen545 may view it. The tag number becomes theasset
number when payment is made and the preliminary asset information is fed to
FFX and becomes a pending asset

Figure 4-1: Assigning Asset Numbers for On -Line Purchases

Step 1:
Departmental
creator creates
purchase document.

_l\
_/

Step 2: Preliminary
asset enterer inputs
preliminary asset
data.

_l\
_/

Step 3: FAMIS
assigns asset/tag
number.

Il

Step 4: Tag number
may be viewed
using FRS Screen
361 or FFX Screen
545,
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Chapter 4 1 Tagging of Equipment

Figure 4-2 is a screen shbof FRS Screen 361 showing the tag number. The
purchase document number (i.e. A013609below) must be known.

Figure 4-2: Screen 361 Tag Number

< D

~

Figure 4-3 is a screen shot of FFX Screen 545, where the department may also
view the tag number. The purchase document number (i.e. A013609 must be
Kknown. Noti ce t hatisthelvacher/desierce nulbder. 6 f i el d

Once payment is made, the tag number becomes the asset number

Figure 4-3: FFX Screen 545 Tag Number

< D
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