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Can’t find the 

information

you’re looking for?
Do not hesitate to contact the property administrator (PA) or PA team member if you cannot locate the instructions or if you need further assistance.  They’re only a call or e-mail away!

The contact information link is located on the left side of the Property Asset Management (PAM) Web site:

http://www.dms.myflorida.com/agency_administration/financial_management_services/property_asset_management_pam

PURPOSE:

These instructions are for implementing the Property Asset Management (PAM) policies and are to be followed unless an exemption is provided from the property administrator (PA) or the primary custodian (PC).  The exemption request and approval must be in writing via e-mail.

NOTE:  ‘Policy’ is not repeated in these ‘procedures.’  A complete understanding of the PAM environment requires knowledge of both the policy and procedure documents.

SCOPE:

These procedures apply to all departmental ‘property’ as defined in the Property Asset Management Administrative Policy.  

REFERENCES:

Department of Management Services, Property Asset Management Administrative Policy

Property Asset Management Web site:
http://www.dms.myflorida.com/agency_administration/financial_management_services/property_asset_management_pam
OFTEN USED ACCRONYMS:

CD – Custodian Delegate

PA – Property Administrator

PAM – Property Asset Management

SC – Secondary Custodian

FORMS:

PAM-1    Property Receipt/Tag Ledger
PAM-2    Property Transfer/Move Form (one org/location)
PAM-4    Property Disposal Form
PAM-5    Property Travel Form
PAM-6    Secondary Custodian Appointment Form
PAM-7
  Custodian Delegate Appointment Form


PAM-8    Lost Stolen Affidavit
E-MAILS:
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  E-mails related to PAM activity should be mailed  

         to the ‘Property Administrator’s’ Outlook  

         account and NOT to the their personal e-mail 
         address.
Tracking and locating documents associated with property is a challenge.  E-mail is searchable, readily available and can be maintained for an indefinite period of time.  For these reasons, communications with the PA should be in the form of e-mail instead of fax, interoffice or traditional mail.  
Documents should be scanned and attached to the e-mail.  If scanning capability is not available, the documents may be mailed to the PA with a copy of the original e-mail attached.  

The subject line of each e-mail should briefly describe the purpose of the e-mail.  Each activity defined in these procedures specifies the text that should be reflected on the subject line.  

      DEFINITIONS:
	Acquisition

Date
	MFMP purchases:  The purchase order payment approval date.
P-Card purchases:  The date of the purchase.
Other purchasing methods:  The date the payment was approved.
Gifts or transferred property:  The date the Property Administrator is notified of the property being received into the department.

	Acquisition

Method –

FLAIR

Codes


	1 – Purchased

2 – Donated (from external non-government entity)

3 – Government Surplus (donated from external government agency)

4 – Lease Purchase

5 – Other

6 – Consolidated Equipment Financing Program

7 – Intra-fund Transfer (within DMS)

	Annual

Property Inventory
	A process of physically locating all active FLAIR Property Master file items.  The inventory process also includes documenting any property items that are found that are not listed in the FLAIR Property Master report and recording any changes in location and/or condition of property. 

	Attractive 
Items
	Attractive items are inventoried and controlled as property.  Examples are:

· wireless mobile devices, Personal Digital Assistants (PDA’s), projectors, scanners, tools, toolsets, lawn equipment, key cutting machines, vacuum cleaners, printers, fax machines, cameras, and radios costing $500.00 or more, and 

· all personal computers and laptops regardless of cost.

	Books
	All hardbound books with a cost of $250.00 or more.  

	
	

	Condition
	The condition of property is identified as one of the following:
     1-new     2-good     3-fair/usuable     4-poor/scrap

	Cost
	The original cost reflected in dollars and cents to include the total of the following:
     +  purchase price
     +  trade-in value
     +  installation costs
     +  freight charges
     -  cash, commercial or volume discounts.
     =  original cost


The cost (value) of property that is donated to the department will be submitted by the donor.

	Custodian
Delegate
	Custodian delegates are persons under the direct supervision of a secondary custodian and are referred to in this policy and associated procedures as ‘delegate.’  Each delegate is associated with one or more FLAIR organization codes.  The term ‘custodian delegate’ is used to indicate the ‘delegate that cares for the property in the org. code that the property is assigned.’

	Custodian –

Primary
	As DMS’ appointed state officer, the secretary of the department is the primary custodian responsible for the supervision, control and distribution of the property in his or her custody. 

	Custodian –

Secondary
	The primary custodian may delegate to persons under his or her supervision the role of secondary custodian.  The secondary custodian is responsible for the use and immediate control of property under his or her supervision.  In most cases the secondary custodians are division directors.  A list of the secondary custodians and their associated areas of responsibilities (designated by FLAIR organization code) can be found on the Property Asset Management Web site.

	Department
	Department of Management Services (DMS)

	Document Number
	Designates the voucher number on which payment for the item was made.  A document number may not be available for items discovered and added to the inventory during a physical inventory.  Items donated to the department will be given an assigned document number.

	FLAIR
	Florida Accounting Information Resource System

	Inventory 
Date
	Indicates the date of the last physical inventory of the item.

	Item Serial Number
	Refers to a manufacturer's serial number and will be entered in the FLAIR Property Master File if present on the property item.  

	Organization
Code
	Eleven (11) digit numbers which are established by the Bureau of Finance & Accounting within the FLAIR system.  Property items, secondary custodians and delegates are each associated with organization codes.  The format of the number is 99-99-99-9999 and identifies the following:
     Pos. 1 & 2 - represent the department,
     Pos. 3 & 4 - usually represent the bureau,
     Pos. 5 & 6 - usually represent a section within the bureau,
     Pos. 7 & 8 - usually represent a sub-section within the bureau, and
     Pos. 9, 10 & 11 - assigned as needed to provide further grouping.

	Property
	Property, as used in this policy, refers to fixed assets and is further defined as equipment, fixtures and other tangible personal property of a non-consumable and non-expendable nature, which meets the following conditions:
     1.  the value or cost is $1,000.00 or more and has a normal life 
          expectancy of one year or more,
     2.  attractive items costing $500.00 or more, such as wireless mobile

          devices, personal digital assistants (PDA’s), projectors, scanners, tools,

          toolsets, lawn equipment, key cutting machines, vacuum cleaners,

          printers, fax machines, cameras, and radios, 

     3.  all personal computers and laptops, regardless of cost,  

          and

     4.  hard bound books with a value or cost of $250.00 or more.

On occasion, the primary custodian or Finance and Accounting Bureau Chief may designate specific items to be inventoried even though they do not meet the above criteria.



	Property Administrator
	This DMS employee responsible for management of DMS’ property asset management program (PAM).  This individual is located within the Financial Management Section (FMS) and reports to the Professional Accountant Supervisor.

	Property 
Disposal –

   FLAIR

   Status 

   Codes


	Property that is disposed (surplus property) must be updated in FLAIR to reflect the method of disposal.  Valid disposal methods are:

Status Code

Agency Unique

Code

Description

1

11

SOLD – Payment has been received for the item.

2

21

TRADED – Another item or something of value has been received in trade.

3

31

CANNIBALIZED – The item is out of service and being used for parts and displays a ‘Cannibalized’ sticker.

4

41

LOST, approved by DFS – The item has been approved by DFS to be disposed in FLAIR.  

4

42

STOLEN, approved by DFS – The item has been approved by DFS to be disposed in FLAIR.  

5

51
DISPOSED – SURPLUS RECYCLE – The item will be disposed via the state term contract ‘Recycling Services, End of Life Electronics Equipment’.

5

52
DISPOSED – DONATED/SCHOOL – The item was donated to a school.
5

53
DISPOSED – DONATED/STATE – The item was donated to another state of Florida agency.
5

54

DISPOSED – DONATED/OTHER – The item was donated to a place other than the state or a school.

5

55

DISPOSED - CORRECTION– This code is used to inactivate property records that were entered in error.

5

56

DISPOSED - DUMP – The item was disposed of at the dump.

5

57

DISPOSED - TRASH – This item was placed in a department trash bin.

5

58

DISPOSED - RETURNED – The item has been returned to the vendor and no longer owned by the department.  

5

59

DISPOSED – Used for all other disposals (not specifically listed above).  Must be fully document and approved by the F&A bureau chief.

7

71

DISPOSED – CASUALTY LOSS – This item was damaged or spoiled due to acts of nature or some accident.

8

81

DISPOSED – LOST WAITING DFS APPROVAL – The item cannot be found and remains in the inventory for two inventory periods (two years).

8

82

DISPOSED – STOLEN WAITING DFS APPROVAL – Stolen waiting DFS approval – The item has been stolen and remains in the inventory for two inventory periods (two years).



	Property 
Inventory

Tag with 

Barcode and

Number 
	A 5/8’ x 1 7/8’ white vinyl adhesive tag imprinted with a unique six digit number and a corresponding bar code and titled ‘State of Florida, Dept. of Management Services.’  Items with these tags are recorded in the FLAIR Property Master File.



	Property 
Inventory
Tag without
Barcode and

Number
	A 5/8’ x 1 7/8’ white vinyl adhesive tag imprinted with ‘State of Florida, Dept. of Management Services’.  These tags do not contain a six digit number nor do they have a bar code.  Items with these tags are not recorded in the FLAIR Property Master File.

  

	Property
Inventory 
Number
	A six digit number used to identify property and is usually affixed to the property item by way of a vinyl adhesive tag, a manual engraving or a permanent marker.  The property inventory number is the primary identifier for each property item in the FLAIR Property Master File.

	Special

Property Inventory
	An inventory of all or a portion of the department's property inventory performed at a time other than the annual inventory period.

	Disposition of Tangible State

Property
	Property that is no longer useful or needed by the department becomes disposition of tangible state property.  

	Disposition of Tangible State Property
Review

Board
	A group of department employees appointed by the primary custodian to review requests for disposal of property.

	Tangible Property
	Refer to the definition for ‘Property.’

	
	


	Property is ‘COMING INTO’ the department

	Activity
	Action

	DELIVERY

of property
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  Property being delivered to the central receiving address 
       at the CCOC should be addressed on the purchase requisition

      and purchase order as:
                       ‘Attn: Property Administrator’
1.  Property to be housed in a Capital Center Office Complex (CCOC) building

     should be delivered to the department’s receiving address reflected on the   

     purchase requisition, purchase order and P-card purchase document. 

2.  Property to be housed in a location other than CCOC may be delivered directly
     to the receiving location.  
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   Complete the Property Receipt form and forward it to the PA 

        within two working days of delivery.



	Property is ‘COMING INTO’ the department

	Activity
	Action

	Purchases

and delivery of

purchases made
via
MFMP w/

FLAIR Object Code

beginning with

‘5xxxxx’
[image: image42.jpg]e/




[image: image5]

	1.  Purchases made in a FLAIR Object Code ‘5xxxxx’ are routed through the PA
     for approval.

2.  The PA prints a copy of the purchase requisition and files it in the PAM
     Pending Receipt binder.

3.  When property is delivered to a Tallahassee location, the following actions
     should occur:

     a.  If delivered to a location other than the CCOC, the CD is to send an e-mail
          advising the PA of the delivery.  Subject line should read ‘Property Delivered’
          (the e-mail should be sent the day of the delivery.)

     b. The PA locates the PAM copy of the purchasing documentation.  If

           purchasing documentation has not been received, the PA requests paperwork
           from departmental purchasing. 

c. The PA initiates a Property Tag Ledger attaching copies of the purchasing 

           documentation and gives documents to property account to request tags.
     d.  The property accountant completes the ledger, attaches the requested 
          number of  tags to the ledger, updates the online Property Tag Log
          (spreadsheet) and gives updated ledger and tags to the PA.

     e.  The PA affixes a tag to each item, records the item descriptions and assigned
          property tag numbers on the Property Tag Ledger form and provides a copy to
          the property accountant and the associated CD.

     f.  The PA files the ledger and accompanying paperwork in the PAM Tagged
          Property binder.

     g. The PA coordinates delivery of the property to the appropriate location.

     h.   When the property item appears the FLAIR pending file, the property
          accountant adds the property to FLAIR.
4.  When property is delivered to a location outside Tallahassee, the associated 
     CD is responsible for advising the PA within two working days of delivery.  The

     following actions should occur:

     a. The CD provides a copy of the delivery documentation via e-mail to the PA. 

     b. The PA locates the PAM copy of the purchasing documentation.  If the 
          purchasing documentation has not been received, the PA requests the
          paperwork from departmental purchasing. 

c.  The PA initiates a Property Tag Ledger attaching copies of the purchasing 

           documentation and gives documents to property account to request tags.

     d.  The property accountant completes the ledger, attaches the requested 

          number of  tags to the ledger, updates the online Property Tag Log

          (spreadsheet) and mails the ledger and tags to the CD and gives a copy of 

           the ledger to the PA to advise FLAIR has been updated.
     e. The PA files the ledger and paperwork in the PAM Pending Ledger binder.

     f.   Upon receipt of the ledger and tags, the CD affixes the tags to the items,

          completes the ledger and sends and e-mails to the PA and the property  

          accountant to confirm the items have been tagged.  
     g.  The PA monitors the pending tag ledgers to ensure the CD responds

          in a timely manner with the completed ledger.
     h.  Upon receipt of the conformation of tags being affixed to the items, the PA 
     files the ledger and accompanying paperwork in the PAM Tagged Property
     binder.

     i.   When the property item appears the FLAIR pending file, the property

          accountant adds the property to FLAIR.

 NOTE: Items that are not feasible for identifying with a tag will be assigned an  

             inventory number that begins with a ‘2’ and documented via an e-mail from 

             the property accountant to the CD and the PA.  This number should  be 

             engraved or marked with a permanent marker (unless exempt). 

     Examples are:

· vehicles,

· items that are too small for a tag,

· items that have no smooth area for a tag, and

· floor, yard and grounds equipment and other items that are subject to 

                    the tag falling off due to the use of the equipment or weather


	  Property is ‘COMING INTO’ the department

	Activity
	Action

	Purchases
and delivery of

purchases made
via
MFMP w/

FLAIR Object Code

other than

‘5xxxxx’
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   Purchasers (employees) must manually add the PA roll to 

        the approval flow for non-5xxxxx object code purchases.  

1.  Non ‘5xxxxx’ object code purchases are not automatically routed through  

     the PA for approval, therefore, it is mandatory when the purchase requisition 

     is entered in MFMP that the PA role is added to the approval flow.  If the 
     purchaser fails to add the PA role, the departmental purchasing agent should 
     add the PA role prior to creating the purchase order.

2.  The PA prints a copy of the purchase requisition and files it in the PAM Pending
     Receipt Binder.
3.  When the property is delivered to a Tallahassee location follow Step 3 as 
     defined on page 10. 
4.  When the property is delivered to a location outside Tallahassee follow Step 4 
     as defined on page 10. 



	Property is ‘COMING INTO’ the department

	Activity
	Action

	Purchases

and delivery of

purchases made
via a
P-CARD
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   Employees must provide purchase documentation to the

        CD assigned to the org. code used for the purchase.  This   

        notification should occur within two working days of the  

        purchase.  
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   CD’s must forward the purchasing documentation to the 

        PA within two working days of the purchase discovery.

1.  P-Card and direct order (DO)purchases are not routed through the PA for
     approval, therefore, it is mandatory for employees to notify the associated CD
     when a qualifying P-Card or DO purchase has occurred.  The notification should:

· occur within two working days of the purchase,

· be made via departmental e-mail with subject line:  

‘P-Card Purchase’ or ‘DO Purchase’, and

· contain an attached copy of the purchase documentation.

2.  The CD should forward the e-mail and attached documents to the PA.

3.  The PA prints a copy of the purchase documents and files them in the PAM

     Pending Receipt Binder.

4.  In cases where the purchaser sends a request to departmental purchasing 

     for approval, the departmental purchasing agent should copy the PA on the 

     approval response to the requestor.  If the PA has not been advised by the CD

     of the purchase, this notification will prompt the PA to contact the purchaser or 

     CD for the appropriate documentation. 

5.  When the property is delivered to a Tallahassee location follow Step 3 as
     defined on page 10. 
6.  When the property is delivered to a location outside Tallahassee follow Step 4
     as defined on page 10. 



	Property is ‘COMING INTO’ the department

	Activity
	Action

	Receipt of

DONATED,

SURPLUSED, or

EXCHANGED

property
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	(  Property Receipt/Tag Ledger Form (PAM-1)
1.  The associated CD completes a Property Receipt/Tag Ledger form, attaches  

     all available documentation and e-mails it to the PA.  (The supporting 

     documentation may be scanned).  The subject line of the e-mail should read 
     ‘Receipt of xxx Property-description.’  In place of xxx, insert ‘Donated,
     ‘Surplused’ or ‘Exchanged’ to reflect the how the property was given to
      the department.  In place of ‘description’ provide a short description of the item.
2.  When the property is delivered to a Tallahassee location follow Steps 3.c. -

      3. i. as defined on page 10. 
3.  When the property is delivered to a location outside Tallahassee follow 
     Step 4.c – 4.i. as defined on page 10. 




	Property is TRANSFERRING to another ORGANIZATIONAL CODE
 or is MOVING to another LOCATION

	Activity
	Action

	Property is being

TRANSFERRED

to another

ORG. CODE
within DMS

or is being

MOVED

to another
LOCATION
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Org Code

A
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Org Code

B
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Location A

[image: image50.jpg]



[image: image51.jpg]W o
3




Location B
	(  Property Transfer/Move Form (PAM-2)
1.  Once the transfer and/or move has occurred, the  transferring CD completes a 
     Property Transfer/Move form, dates and signs and e-mails it as an attachment to   

     the receiving CD.
     The receiving custodian will date and sign the form after they have received and 

     verified the property that is listed on the Transfer/Move form is what they have 

     received.  They will then scan the signed form and email to the PA and copy the   

     transferring custodian to ensure that both custodians have accepted 

     the transfer. 
     The subject line of e-mail should read ‘Property Transfer/Move – property 
     numbers’.  In place of property numbers’ list the property item numbers or a short 
     description to describe the move (employee name, group name, etc). 
2.  The PA forwards a copy of Property Transfer/Move form to the property
     accountant.

3.  The property accountant updates FLAIR and e-mails the updated Property
     Transfer/Move form to the PA to advise FLAIR has been updated.



	Property is in ‘TRAVEL’ mode

	Activity
	Action

	Property in

TRAVEL

MODE

in the 

possession of

a DMS

 employee
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	(  Property Travel Form (PAM-5)
1.  The employee completes a Property Travel form and e-mails it as an attachment

     to their supervisor.  The subject of the e-mail should read:  ‘Property in Travel 
     Mode – employee name.’  

2.  Upon approval, the supervisor forwards email with documents attached to the
     employee, the associated CD and the PA. 
3.  The PA maintains an electronic copy in their files.

4.  If the property will be used as home equipment or is remaining off departmental
     property for more than one month (30 calendar days), the PA forwards a copy of
     the e-mail to the property accountant and the property accountant updates the
     FLAIR property unique field to reflect the item is either ‘home equipment’ or in
     ‘travel mode.’
5.  When the property is returned to departmental premises, the employee advises 
     the associated CD.  

6.  Upon verification that the property has been returned, the CD updates the original
     Property Travel form with the date returned and the new location (if applicable) 
     and forwards a copy to the employee and the PA.

7.  If the property accountant received the original travel notification (step 4) the PA
     forwards the e-mail, with documents attached, to the property accountant.

8.  The property accountant updates FLAIR to remove ‘home equipment’ or
     ‘travel mode.’  If necessary, the property account updates the property’s location.  

     The property accountant e-mails the updated Property Travel form to the PA to 

     advise FLAIR has been updated.



	Property is NO LONGER IN USE or OF USE
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                         Transfer                                                              Disposal 

	Activity
	Action

	Step 1

Contact Desktop Support Personnel

	Once computer equipment is determined to be no longer useful to its owner and it is approved by the SC, Desktop Support Personnel need to be contacted before the item is formally removed from the department’s inventory and premises or if the item/s will be transferred to Desktop Support or disposed.
Desktop Support Transfer Test:  If the answer to any of the following questions is ‘YES,’ the Desktop Support Personnel will determine if item/s will be transferred to them.  If it is not to be transferred the item/s should be dispose.
      1.  Is the item a:


     monitor, 


     desktop PC,

     laptop, notepad or other portable PC,


     server,


     printer,


     projector,


     peripheral (PCI cards, memory),


     mouse, 


     keyboard,


     speaker, or 

     PC carrier.
      2.  Does the item contain digital data, a memory card or software?

If the answer to either of these questions is YES, Desktop Support must Sanitized/Remove Hard Drives.
If the answer to both of these questions is NO, proceed to Disposal.
NOTE ABOUT PHONES and PERSONAL DIGITAL ASSISTANTS (PDA’s):
Phones and PDA’s are not routed through TER or the PA.  They are managed through the DivTel Device Management Section.



	Property is NO LONGER IN USE or OF USE

	DISPOSAL

	Activity
	Action

	 Item to be 

transferred 

to the

IT Section
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   Only items that have met the IT Test (described on the previous page) may enter the IT Section.  Contact the PA if you are not sure if an item qualifies.
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   Non-inventoried items (printers, scanners etc.)  may be transferred or disposed of.  This is to be determined by desktop support team member.
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   Under no circumstances shall employees of the Department of Management Services be allowed to take possession of surplus property.
(  Disposal Form
1.  The CD completes a property Disposal form and e-mails it and any other applicable documents, as attachments, to desktophelp@mydmsservices.com and copies their SC and Mike Hatcher to have hard drive sanitized.  Subject line of the e-mail should read ‘Surplus Property Hard Drive Sanitation – property numbers’.  In place of ‘property numbers’ list the property tag numbers unless there are too many to list. 

2.  The Help Desk routes the request to the desktop support personnel.

3.  The desktop support personnel will coordinate pickup of the item with the CD.  

4.  The property is be taken to have the hard drive removed or sanitized.
5.  Once the hard drive has been removed / sanitized by desktop support personnel coordinates drop off of the item with the CD. 
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   The property is to be disposed.  In which case, the property disposal form should be completed and the surplus recycle procedures followed.




	Property is NO LONGER IN USE or OF USE

	DISPOSAL – To Property Administrator 

	Activity
	Action

	Determine

DISPOSAL

METHOD
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	The steps to disposing of property differ depending on what has happened to the 
item or what is going to happen to the item.  Locate the method of disposal below 
that best describes what is going to happen, or has happened, to the item and follow the associated action.

· Surplus Recycle (via state term contract)

· Donation

· Dump

· Trash

· Cannibalized

· Sold/Traded

· Casualty Loss

· Lost

· Stolen

Under no circumstances shall employees of the Department of Management Services be allowed to take possession of surplus property 


	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item to be 

disposed

via

SURPLUS

RECYCLE 

Reporting property that will be recycled via the state term 

AERC Recycling Solutions


	             (  Property Disposal Form (PAM-4)
1.  IT Custodian Delegate will determine if an item is to be disposed.
2.   The CD completes a Property Disposal form for the item(s), and e-mails it and   

      any other applicable documents to the PA.  The subject line of the e-mail should    

      read ‘Surplus Property – Recycle  - property numbers’.  In place of ‘property 
      numbers’ list the property numbers unless there are too many to list.

3.  The PA routes the disposal requests through the Surplus Property Committee.

4.  After approval from the Surplus Property Committee, the PA and one other 
     representative will audit all items requested for disposal. The PA then removes the   
     property inventory tags and affixes the disposal tag number.
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  Any inventory  found that has not been approved and  scheduled                                   
                         For pickup will be returned to the assigned custodian delegate   

                  (CD).
5.  When sufficient quantities of surplus recycle equipment is reached, the PA 
     prepares the items on a pallet and contacts the recycling vendor to arrange  
     for pickup.  Two copies of the Property Disposal forms should be presented to 
     the vendor:  one for their signature (witness line) and one for their records.  
     NOTE:  The PA is the only individual authorized to contact the recycle vendor to
     arrange for pickup.     

     NOTE: If for any reason the PA is not available for the State Recycling pick up, 

     this service must be rescheduled for another day.   
6.  If the item is not in Tallahassee, the PA e-mails the Property Disposal form to the 
     CD and coordinates the removal of the inventory tag and prepare the item(s)
     for pickup.  The PA contacts the recycle vendor to arrange for pickup.  The CD 
     and recycle vendor signs the Property Disposal form(s).  Once the pickup has 
     occurred, the CD notifies the PA via e-mail, attaching the signed version of the
     Property Disposal form (if the remote location does not have the ability to scan 
     and attach the Property Disposal form it may be faxed or mailed to the PA).
7.  The PA updates the electronic versions of the disposal forms with the actual

     disposal date and files the signed Property Disposal form in the PAM Property 
      Disposal binder.

8.  The PA updates FLAIR to reflect the property as surplus 
     FLAIR status ‘5’ and agency unique status ‘51’.
NOTE ON TALLAHASSEE STORAGE LOCATIONS OTHER THAN 4050:  Technology equipment managed by entities other than the desktop support team 
must follow these procedures.  The uniqueness of each situation may require slight changes, in which case the PA should be consulted to determine the appropriate actions.


	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item to be 

disposed 

via

DONATION

Reporting property that is being donated to:

· a school, 

· a state agency, or 

· other entity.

· Can Not be donated to Religious Organization



	(  Property Disposal Form (PAM-4)
1.  The CD completes a Property Disposal form and e-mails it and any other
     applicable documents, as attachments, to the PA and copies their SC.  The 
     subject line of the e-mail should read ‘Surplus Property – Donation – property
     numbers’.  In place of ‘property numbers’ list the property numbers unless there
     are too many to list.

2.  The PA routes the disposal requests through the Surplus Property Committee.

3.  After approval from the Surplus Property Committee:

· If the item is local, the PA personally removes the property tag and replaces with disposal tag number.  PA will coordinates with the CD on the proper exit of the item.

· If the item is not local, the PA coordinates with the CD to remove the property
      tag.  Once the tag has been removed and the item successfully delivered to 
      the receiver, the CD notifies the PA via e-mail of their completion.

4..  The PA updates FLAIR to reflect the property as surplus

     FLAIR status ‘5’ and agency unique status:


‘52’ if donated to a school,


‘53’ if donated to a state agency, or


‘54’ if donated to other entity. 

    


	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item to be 

disposed 

at the

DUMP 

Reporting property that will be taken to the dump for disposal.

Will need a dump receipt for all property taken to the dump.
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   The following actions must occur prior to an item being   

        disposed of at the dump.  If an item is disposed of prior

        to these actions, the item will be considered lost/stolen

        and an affidavit will be required for the item.

(  Property Disposal Form (PAM-4)
1.  The CD should consult with the PA to confirm the appropriateness of discarding
     an item at the dump.  If this method is approved in writing by the PA, the item
     may be discarded at the dump after step 4 or 5 (see below) are completed. 

2.  The CD completes a Property Disposal form and e-mails it and any other 

     applicable documents, as attachments, to the PA and copies their SC.  Subject 
     line of e-mail should read ‘Surplus Property – Dump – property numbers’.  In 
     place of ‘property numbers’ list the property numbers unless there are too many 
     to list.

3.  The PA routes the disposal requests through the Surplus Property Committee.

4.  After approval from the Surplus Property Committee:

· If the item is local, the PA personally removes the property tag and replaces with a disposal tag number. PA will coordinate with the CD on the proper exit of the item.
· If the item is not local, the PA coordinates with the CD to remove the property

      tag.  Once the tag has been removed and the item taken to the dump and      
      request dump receipt, the CD confirms completion by forwarding the original 
      Property Disposal form along with copy of dump receipt to the PA.  The 
      subject line of the e-mail should read ‘Property Taken to the  Dump.’
5.  The PA updates FLAIR to reflect the property as surplus 
     FLAIR status ‘5’ and agency unique status ‘56’.


	
	


	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item to be 

disposed

in the

TRASH

Reporting property that will placed in a departmental trash container.


No computer equipment is to be trashed.
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   The following actions must occur prior to an item being disposed of in a trash container.  If an item is disposed of prior to these actions, the item will be considered lost/stolen and an affidavit will be required for the item.

(  Property Disposal Form (PAM-4)
1.  The CD should consult with the PA to confirm the appropriateness of discarding
     an item in a trash container, no computer equipment is to be trashed.  If this   method is approved in writing by the PA, the item may be discarded in a departmental trash container after step 4 or 5 (see below) are completed.  

2.  The CD completes a Property Disposal form and e-mails it and any other
     applicable documents, as attachments, to the PA and copies their SC.  Subject 
     line of e-mail should read ‘Surplus Property – Trash – property numbers’.  In 
     place of ‘property numbers’ list the property numbers unless there are too many 
     to list.
3.  The PA routes the disposal requests through the Surplus Property Committee.
4.  After approval from the Surplus Property Committee:

· If the item is local, the PA personally removes the property tag and coordinates with the CD the proper exit of the item.

· If the item is not local, the PA coordinates with the CD to remove the property

      tag.  Once the tag has been removed and the item thrown away, the CD    

      confirms completion by forwarding the original Property Disposal form to the 
      PA.  The subject line of the e-mail should read ‘Property Disposed of via
      Trash.’
5.  The property accountant updates FLAIR to reflect the property as surplus FLAIR
     status ‘5’ and agency unique status ‘57’.


	
	


	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item

CANNIBALIZED
Reporting property that has been or will remain on departmental premises and 

used for parts.



	(  Property Disposal Form (PAM-4)
1.  The CD completes a Property Disposal form and e-mails it and any other
      applicable documents, as attachments, to the PA and copies their SC.  Subject
      line of e-mail should read ‘Surplus Property – Cannibalized – property numbers’.
      In place of ‘property numbers’ list the property numbers unless there are too many
      to list.

2.  The PA routes the disposal requests through the Surplus Property Committee.

3.  After approval from the Surplus Property Committee:
· If the item is local, the PA personally removes the property tag and places a ‘CANNIBALIZED’ sticker on the item.

· If the item is not local, the PA coordinates with the CD to remove the property

             tag.  The CD tapes a sign on the item to indicate it has been CANNIBALIZED

             and the date it was cannibalized.  Once this has occurred, the CD notifies the

             PA via e-mail that the tag has been removed and the cannibalized sign has 

             has been placed on the item.

4.  The PA updates FLAIR to reflect the property as surplus 
     FLAIR status ‘3’ and agency unique status ‘31’.
NOTE:  Once a cannibalized item is no longer of use to the department, the CD should notify the PA via e-mail to coordinate its disposal.  The subject line of the 
e-mail should read ‘Disposal of Cannibalized Property.’  




	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item

SOLD, 

TRADED or
RETURNED

Reporting property that has been 

Sold, traded 

or returned.
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Will need documents for item returned under warranty
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   The PA is required to be notified prior to an item being sold or traded.
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   If the property was traded the paperwork for the replacement item should be processed (tagged/inventoried) according to the ‘purchase’ procedures defined in this document.
(  Property Disposal Form (PAM-4)
1.  The CD completes a Property Disposal form and e-mails it and any other
     applicable documents, as attachments, to the PA and copies their SC.  Subject 
     line of e-mail should read ‘Surplus Property – To be Sold/Traded/Returned –
     property numbers’.  In place of “Sold/Traded/Returned” reflect the appropriate
     action.  In place of ‘property numbers’ list the property numbers unless there are
     too many to list.
2.  The PA routes the disposal requests through the Surplus Property Committee.

3.  After approval from the Surplus Property Committee:

· If the item is local, the PA personally removes the property tag and assists the CD with removal of the item (if needed).

· If the item is not local, the PA coordinates with the CD to remove the 

property tag.  The CD assists in the removal of the item as appropriate.  Once this has occurred, the CD confirms completion by forwarding the original Property Disposal form to the PA.  The subject line of the e-mail should read ‘Completion of Property Sell/Trade.’
4.  The property accountant updates FLAIR to reflect:


SOLD property:

FLAIR status ‘1’ agency unique status ‘11’

TRADED property:         FLAIR status ‘2’ agency unique status ‘21’ 


RETURNED property:    FLAIR status ‘5’ agency unique status ‘59’

NOTE:  In the event the PA is notified after a sell or trade has occurred, the disposal paperwork is still required, the Surplus Property Committee is still advised and the CD must confirm the completion of the removal of the property tag and item’s removal and replacement (if traded).  The above procedures should be followed with adjustment for the fact that the sell/trade occurred prior to notifying the PA.
Disposal of vehicles must be approved by the Division of Specialized Services (DSS).


	Property is NO LONGER IN USE or OF USE

	Activity
	Action

	Item is a 

CASUALTY

LOSS

Reporting property that has been damaged beyond repair or use due 

to accident,

fire, hurricane,

or other cause.
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	(  Property Disposal Form (PAM-4)
1.  The CD completes a Property Disposal form and e-mails it and any other
      supporting documents, as attachments, to the PA and copies their SC.  Subject 
      line of e-mail should read ‘Surplus Property – Casualty Loss – property numbers’.
      In place of ‘property numbers’ list the property numbers unless there are too many
      to list.

2.  The PA routes the disposal documentation through the Surplus Property
     Committee (for information purposes).
3.  If the item is local, the PA personally removes the property tag (if possible) and 

     replaces with disposal tag number.  PA will coordinates with the CD on the proper   

     exit of the item.

4.  If the item is not local, the PA coordinates with the CD to remove the property
     tag (if possible) and properly dispose of the item.  Once these actions have
     occurred, the CD notifies the PA via e-mail of their completion.




	Property is LOST (Missing)

	Activity
	Action

	Item is

LOST

Reporting property that cannot be

found.
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	(  Property Lost/Stolen Affidavit Form (PAM-8)
SPECIAL NOTE ON LOST PROPERTY:

Lost property will remain in inventory for two consecutive annual inventories and should continue to be looked for throughout the department.  After the second inventory in which the item is not found, Finance and Accounting submits the appropriate paperwork to the Dept. of Financial Services (DFS) to request the item be removed from active inventory.  

1.  When property is determined ‘lost,’ the CD completes a Lost/Stolen 
     Affidavit  that has been signed and verified by the Division Director and e-mails it 
     as an attachment it to the PA and copies their SC.  Subject
     line of the e-mail should read ‘Lost Property – property numbers’.  In place of
     ‘property numbers’ list the property numbers unless there are too many to list.

2.  The PA updates the property unique field in FLAIR to reflect
     ‘LOST-mm/dd/yy’ (the discovery date specified on the affidavit should be entered
     in place of mm/dd/yy.) 

3.  After the second annual inventory in which the item is not found the PA updates    

     FLAIR to reflect the following:
     FLAIR status = ‘8’ and agency unique status = ‘81.’  This step will remove the 
     item from the active inventory list.
4.  The Finance and Accounting Bureau Chief submits a request to DFS requesting 
     approval to remove the item(s) from inventory.

5.  Once DFS approves the request, the PA updates FLAIR to reflect FLAIR status = 
     ‘4’ and agency unique status = ‘41’. 

6.  If a ‘lost’ item is found:

· the CD composes an e-mail stating the item number(s), date found, location found and any additional information for documentation purposes, with an 
      e-mail subject line of ‘Lost Item Found’ and forwards the e-mail to the PA with
      a copy to their SC,

· the PA then updates their records and removes the ‘LOST-mm/dd/yy’ comment from the property unique field in FLAIR (if item has been surplused the property PA restores the item according to FLAIR procedures).  



	Property has been STOLEN

	Activity
	Action

	Item has been

STOLEN

Reporting property that has been stolen.
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	(  Police Report
(  Property Lost/Stolen Affidavit Form (PAM-8)
1.  Property that has been stolen requires a police report to be completed 

     immediately upon discovery of the item being stolen.

2.  The CD completes a property Lost/Stolen Affidavit  that has been signed and                                     

     verified by the Division Director and e-mails it as an attachment and also
     attaches a scanned copy of the police report to the PA and copies their SC.   

     The subject line of the e-mail should read ‘Stolen Property – property numbers’. 
     In place of ‘property numbers’ list the property numbers unless there are too many
     to list.

3.  The PA updates FLAIR to reflect:

· ‘STOLEN-mm/dd/yy’ in the property unique field (the discovery date  specified on the affidavit should be entered in place of mm/dd/yy), and 

· FLAIR status = ‘8’ and agency unique status = ‘82.’
     The property accountant e-mails the updated affidavit to the PA to advise FLAIR

     has been updated.
4.  The Finance and Accounting Bureau Chief submits a request to DFS for 
     approval to remove the item from inventory.

5.  Once DFS approves the request, the property accountant updates FLAIR

     to reflect FLAIR status = ‘4’ and agency unique status = ‘42.’ 

6.  If a ‘stolen’ item is recovered:

· the CD composes an e-mail stating the item number(s), date and location recovered and any additional information for documentation purposes, with an e-mail subject line of ‘Stolen Item Recovered,’ and forwards the e-mail to the PA with a copy to their SC,
· the PA updates their records and removes the ‘STOLEN-mm/dd/yy’ comment from the property unique field in FLAIR PA restores the item according to FLAIR procedures). 




	Change of  SECONDARY CUSTODIAN

	Activity
	Action

	A new


SECONDARY
CUSTODIAN

is appointed
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   Each time an SC changes, a special inventory is to be 

performed upon appointment of the new SC. 
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   The special inventory must be performed in the presence of the PA or an individual appointed by the PA.
( Secondary Custodian Appointment Form (PAM-6)
1.  Upon appointment of a new SC (usually a division director) the primary

     custodian completes an Secondary Custodian Appointment form and e-mails it to 
     the PA and copies the newly appointed SC.  The subject line of the e-mail should 
     read ‘Secondary Custodian Change – custodian name.’  

2.  The PA adds the new SC to the ‘ADM Secondary Custodians List’ e-mail 
     distribution list.

3.  The PA schedules a special inventory to be performed during the first week of 
      the new SC assuming the SC role. 

4.  If the inventory is positive (no lost property) the special inventory is  considered
     complete.  

5.  If the inventory is negative (property is lost) the PA will advise Bureau Chief of  
     Finance and Accounting of the lost property situation.  These two individuals will 
     consult and determine next steps.  In addition to other appropriate actions, lost 
     property should be documented  according to the ‘lost property’ procedures. 

6.  The PA generates a list of the new SC’s property (organizational codes of which 
     they are responsible) and e-mails it to the new SC.  The list will serve as   

     notification to the new SC of the property under their supervision and control.

7.  The PA generates a list of CD’s under their supervision (organizational codes of 
      which they are responsible) and e-mails it to the new SC.

8.  The PA schedules a meeting with the new SC to review the responsibilities 

     of a SC and their CD’s.   




	Change of  CUSTODIAN DELEGATE

	Activity
	Action

	A 


CUSTODIAN

DELEGATE

is leaving or is no longer designated as a CD
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   Each time a CD changes, a special inventory is to be performed  upon appointment of the  new CD.
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   The special inventory must be performed in the presence of the PA or an individual appointed by the PA.
1.  In the ideal situation, the SC should notify the PA via e-mail of the pending
     departure or upcoming change in CD. The subject line of the e-mail should read                                           

    ‘Custodian Delegate Change – delegate name’.  
2.  Once the PA is aware of the change of the CD, one of the following should occur:

     a.  If the CD has already departed the department, or the CD’s responsibilities
          have already ended, the special inventory should be performed immediately 
          by the PA. 

     b.  If the CD is still employed by the department and is still in the CD role, the
          special inventory should be scheduled to occur in the last two weeks of the 

          individual holding the CD role and prior to their departure.  The CD should
          perform the special inventory accompanied by the PA or individual appointed 
          by the PA.
3.  If the inventory is positive (no lost property) the special inventory is considered
     complete.  

4.  If the inventory is negative (property is lost) the PA will advise the Bureau Chief
     of Finance and Accounting of the lost property situation.  These two individuals
     will consult and determine the next steps.  In addition to other appropriate actions,
     lost property should be documented according to the ‘lost property’ procedures. 

5.  The PA removes the CD from the ‘ADM Custodian Delegates List’ e-mail 
     distribution list (after the CD’s responsibilities end).

6.  The PA notifies the property accountant to update the applicable org. code CD’s

      name as ‘vacant’.  


	 
	


	Change of  CUSTODIAN DELEGATE

	Activity
	Action

	A new


CUSTODIAN

DELEGATE

is appointed
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   Each time a CD changes, a special inventory is to be performed   upon appointment of the new CD. 
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   The special inventory must be performed in the presence of the PA or an individual appointed by the PA.
(  Custodian Delegate Appointment Form (PAM-7)
1.  Upon appointment of a new CD, the SC completes a Custodian Delegate

     Appointment form and e-mails it to the PA with a copy to the appointed CD.  
     The subject line of the e-mail should read ‘Custodian Delegate Change – 

     delegate name.’  

2.  The PA adds the new CD to the ‘ADM Custodian Delegates List’ e-mail 
     distribution list and forwards the e-mail, with documents attached, to the property 
     accountant.
3.  The PA updates the applicable organizational codes with the new CD information.

4.  The PA schedules a meeting with the new CD to review the ‘New CD Package.’
     This meeting should occur within five days of the appointment and result in the
      new CD having a thorough understanding of their role.

5.  The PA scans and e-mails the signed Custodian Delegate Appointment form
     (which is completed in the CD training meeting) to the following individuals:

· the associated SC,

· the new CD, and

· the property accountant.

6.  The PA schedules a special inventory to be performed within one week of the
     completion of the new CD assuming the CD role.  The new CD should perform
     the special inventory accompanied by the PA or individual appointed by the PA.
     Ideally, the accompanying individual would be the person that participated in the
     inventory with the departing CD. 

7.  If the inventory is positive (no lost property) the special inventory is considered 

     complete.  

8.  If the inventory is negative (property is lost) the PA will advise the Bureau Chief
     of F&A of the lost property situation.  These two individuals will consult and   

    determine next steps.  In addition to other appropriate actions, lost property should
    be documented according to the ‘lost property’ procedures. 

9.  The PA generates a list of the new CD’s property (organizational codes of which
      they are responsible) and e-mails it to the new CD.  The list will serve as 
     notification to the new SC of the property under their supervision and control.

10.  The PA is to advise the CD has been updated in FLAIR.




	Use of IDENTIFICATION TAGS, STICKERS and DOTS

	Activity
	Action

	Tagging

INVENTORIED 

Property


123456
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   Inventory tags should not be removed without following proper procedures!


1.  Property that qualifies to be inventoried (see definition of ‘property’) will be
     identified with it’s property inventory number physically attached or marked on the
     item.  Exemptions for items whose value or utility would be significantly impaired
     by the attachment or inscription of the inventory number are exempt from the
     physical marking (see ‘Property EXEMPT from Marking’ below for information 
     on exemptions). 

2.  The primary method of identification is a property inventory tag that has a
     barcode and number.  If a tag is not possible, the inventory number may be
     marked with a permanent marker or engraved.  

3.  The placement of the tag or inventory number should allow it to be easily found 
     but not hurt the appearance of the item.  Consideration should be given to the 
     intended use of the item and the probability that the marking could be altered 
     by wear, vandalism or routine maintenance.  Tags should be affixed to the 
     item in a place that allows it to be scanned via a hand held scanning device.  

4.  Items that are not feasible for identifying with a tag will be assigned an inventory
     number that begins with a ‘2’ and documented via an e-mail from the PA to the CD.   
     This number should  be engraved or marked                 
     with a permanent marker (unless exempt). 
     Examples are:
· vehicles,

· items that are too small for a tag,

· items that have no smooth area for a tag, and
· floor, yard and grounds equipment and other items that are subject to 
      the tag falling off due to the use of the equipment or weather.
Property EXEMPT from Marking:  
Any property item whose value or utility would be significantly impaired by the attachment or inscription of the property identification number is exempt from the requirement for physical marking.  A request for exemption must be approved by the PA.  The PA must ensure that the department’s property records contain sufficient descriptive data to permit positive identification of such items.  



	Use of IDENTIFICATION TAGS, STICKERS and DOTS

	Activity
	Action

	Tagging

NON-INVENTORIED 

Property
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   Inventory tags should not be removed without following proper procedures!


1.  Property that does not qualify to be inventoried but is considered an ‘attractive
     item’ will be identified with the ‘State of Florida, Dept. of Management Services’
     physical tag affixed or ‘SOF/DMS’ marked on the item.  Examples of attractive
     items are those costing less than $500.00, but not limited to:

· wireless mobile devices, 

· personal digital assistants (PDA’s), 

· printers,

· fax machines,

· projectors, 
· scanners, 
· tools and toolsets, 
· lawn equipment, 

· key cutting machines, and
· vacuum cleaners
· cameras

· radios.

2.  The primary method of identification is a SOF/DMS tag that does not have a
      barcode and number.  If a tag is not possible, the property may be marked with
      with a permanent marker or engraved.  

3.  The placement of the tag or marking should allow it to be easily found but not
     mar the appearance of the item.  Consideration should be given to the intended
     use of the item, the probability that the tag or marking could be altered by
     wear, vandalism or routine maintenance.  




	Use of IDENTIFICATION TAGS, STICKERS and DOTS

	Activity
	Action

	Tagging

CANNIBALIZED

Property
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   Cannibalized stickers should not be removed without following 

       proper procedures!


CANNIBALIZED

Date:  _____________________

DMS INV#:  ________________

DO NOT REMOVE STICKER FROM ITEM!!!
1.  Property that has been disposed of via disposal method ‘cannibalized’ and is
     located in Tallahassee will be identified with a yellow ‘CANNABILIZED’ sticker
     provided by the PA.  If a sticker is not possible, the property may be marked with 
     a permanent marker or engraved. 

2.  Cannibalized property that is located outside of Tallahassee will be identified by

     the CD taping a sign on the item to indicate it has been CANNIBALIZED and the

     date it was cannibalized.  

3.  The placement of the sticker or marking should allow it to be easily found.

4.  If the sticker is placed on a part of the equipment that is used to repair another
     active property item (an item with a property inventory tag) the sticker should 
     be removed, another sticker should be requested from the PA and placed on the
     remaining parts of the original equipment.  

5.  When a cannibalized item is no longer of use to the department the CD should
     send an e-mail to the PA advising that the remaining parts are to be discarded.
     The PA will coordinate with the CD on the disposal steps.

6.  Items not found during the inventory process will proceed through the ‘Lost

     Property’ procedures.

7.  After each annual inventory the PA will provide a report to the PC, SC and the

     Bureau Chief of Finance and Accounting summarizing the inventory results.




	Use of IDENTIFICATION TAGS, STICKERS and DOTS

	Activity
	Action

	Identifying

property

waiting

TO BE

DISPOSED
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   DISPOSED PROPERTY dots should not be removed by 

       anyone except the PA!


                                                                                                Red

1.  Once property has been approved for disposal it should be removed from 

      departmental premises as soon as possible (according to procedures).  In

      the event an item is approved for disposal but is not immediately removed, 

      a red dot (provided by the PA) should be placed on the item.

2.  Property approved for disposal should be housed in the PA’s storage area 

     until it can be properly removed from departmental premises. 




	ANNUAL and SPECIAL inventories

	Activity
	Action

	Performing

ANNUAL

and

SPECIAL

Inventories



	1.  A complete inventory is performed on an annual basis.  The inventory dates

     are set by the PA and usually occur in September and October of each year

     or shortly thereafter. 
2.  The inventory is performed by each CD with assistance from the PA, if  

     requested by the CD.  

3.  Inventories in Tallahassee locations will be performed with bar code scanners.
     Exemptions to this rule are provided in writing by the PA.  The instructions for
     using the bar code scanners are located on the PAM website:

http://dms.myflorida.com/pam
4.  Inventories in locations outside Tallahassee will be performed manually and
     must be conducted by the CD and a second individual.

5.  The PA will coordinate the activity related to each annual and special inventory.

6.  If property items reported as missing during the physical inventory and later 

    determined that it was surplus, the Division Director or Designee must sign 

    the surplus form.
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