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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #303


ISSUED: FEBRUARY, 2014
TO:


Nebraska Department of Education Staff

FROM:


Dr. Matthew L. Blomstedt, Commissioner of Education

SUBJECT:

DEPARTMENT FIXED ASSET INVENTORY

FOR ASSISTANCE: 
Contact the Office Services Supervisor (OSS) at 471-2930.
PURPOSE

State statute 81-1118.02 requires each State agency to inventory fixed assets (furniture, equipment, and other items) in its possession, custody, or control that belongs to the State of Nebraska and has a purchase price equal to or greater than the fixed asset threshold (specified in this Administrative Memo).  The Department participates in the Enterprise Data for Government Efficiency System (EDGE/Enterprise One), which includes a computerized State government-wide fixed asset inventory system to assist employees with inventory responsibility.

These inventory policies and procedure are used in conjunction with the purchasing procedures (Memorandums #102), the surplus property procedure (Memorandum #302), and the procedure for lost or stolen State property (Memorandum #304).

POLICIES

1. RESPONSIBILITY

Each Department team inventory coordinator is responsible for the inventory management of all fixed assets assigned to their team. This responsibility encompasses both the physical management of fixed assets and insuring that EDGE/EnterpriseOne reflects the status of the fixed assets at any specific time. The Leadership Council member (LCM) or Commissioner’s designee will appoint a team member(s) to be responsible for fixed asset inventory coordination in each team.  Questions regarding the inventory of fixed assets and this procedure should be directed to the (OSS).   If a team inventory coordinator is set up with the appropriate EDGE/EnterpriseOne security, (s)he may perform many of the same processes in the EDGE/EnterpriseOne Fixed Asset Module as the OSS.
2. REQUIREMENTS FOR MAKING AND TRACKING DEPARTMENT ASSETS
· Items Owned by NDE and Valued at $1,500 or more:  An item to be inventoried is any item of furniture or equipment, microcomputers, or other items to be retained for use by the Department and owned by the Department and, if purchased, paid for under the 58xxxx series EDGE/EnterpriseOne object codes.  Communications equipment purchased through and inventoried by AS-Division of Communications is excluded.

Items to be coded to the EDGE/EnterpriseOne 58xxxx object codes:  These items are 
defined as: “Any item that would have a resale or reuse value beyond one year of useful life and that has a purchase price of $1,500 or more.   
· Items owned by NDE and Valued Less than $1,500:  An item of furniture or equipment that is not inventoried and has a purchase price of $100 or more must have "Property of the State of Nebraska - Education" labeled, marked, or stamped on it.   It is the responsibility of the team’s 
inventory coordinator(s) to ensure that this is completed.   See Office Services to obtain labels.
· Items Not Owned by the Department:  Items which are provided for the use of the Department of Education by another entity and whose ownership remains with the providing entity, must be accounted for and tracked according to the requirements of the providing entity.  If the entity does not specify such requirements, then the Department must, at a minimum, keep a list of such equipment and the current disposition of each piece of equipment.
Computers and Peripherals:  See item 4 under PROCEDURE for further direction regarding computers and peripheral equipment.
PROCEDURE

1. RECORDING THE INVENTORY

The Nebraska Department of Education EDGE/EnterpriseOne Fixed Asset Reporting Form must be completed and the information from the form input into the EDGE/EnterpriseOne inventory system as soon as equipment or furniture is received that meets NDE’s capitalization minimum, or if a 
revision occurs in any information maintained in the EDGE/EnterpriseOne inventory system.  For the Lincoln SOB location, excluding Vocational Rehabilitation and off-site locations, the team’s inventory coordinator will notify the OSS that they have received such an asset that must be inventoried.  The OSS returns a copy of the Fixed Asset Reporting Form to the team inventory coordinator to send to NDE Central Accounting with the payment documents.  Vocational Rehabilitation and off-site locations will complete the Fixed Asset Reporting Form and input the information into EDGE/EnterpriseOne.    The form and instructions are included in Appendix A.  The form is also available from NDE Office Services. 

  
A.
ADDING ITEMS TO THE INVENTORY
1. When a fixed asset (furniture or equipment) has been purchased, and received, the team inventory coordinator notifies the OSS.   The team inventory coordinator provides the OSS a copy of the purchase order and serial number of the item to be inventoried.   In some cases the OSS may need to see the asset or obtain other information needed to complete the Fixed Asset Inventory Reporting Form. For the Lincoln SOB, excluding Vocational Rehabilitation, the OSS affixes a numbered barcode inventory label to the item in a location that can be easily seen. For Vocational Rehabilitation and off-site locations, the team inventory coordinators complete this process.   If a barcode inventory label cannot be or will not remain affixed to the item being inventoried, the tag number should be stenciled or marked on the item in permanent ink. The tag or inventory designation applied should identify the inventory number and display the designation "Property of the State of Nebraska" and the barcode label should be applied to a “piece of paper” or “index card” and kept in the administrative area/shop where the equipment is located.   
2.
The inventory coordinator attaches the original Fixed Asset Inventory Reporting Form to the Purchase Order, and invoice, when it is being submitted for payment and forwards all documents to NDE Central Accounting. The inventory coordinator retains a copy of the Fixed Asset Inventory Reporting Form to verify updated inventory reports.

3.
NDE Central Accounting records the payment document, and batch numbers, on the Fixed Asset Inventory Reporting Form.  If any accounting information is different between the invoice received for payment and the Fixed Asset Inventory Reporting Form, Central Accounting will consult with the OSS. If an invoice or payment document for a Purchase Order is received without a Fixed Asset Inventory Reporting Form attached, Central Accounting requests the Fixed Asset Inventory Reporting Form from the team inventory coordinator or the OSS prior to processing the invoice or payment document. Central Accounting records the inventory number on the payment copy of the Purchase Order or Direct Purchase Authorization and forwards the Fixed Asset Inventory Reporting Form to the OSS.
4.
For equipment that is donated or received without a Purchase Order and valued at or above the inventory amount, steps 1 and 2 are appropriate. Enter "999999" in the document number section and the notation "DONATION" in the “Acquisition Type” section of the Fixed Asset Inventory Reporting Form. Then the Fixed Asset Reporting Form is submitted directly to the OSS.  To determine the value of such equipment, contact the OSS.  Generally, the value will be determined by comparison of what the same or similar equipment is selling for on EBAY.
B.
REVISING INVENTORY INFORMATION

The team inventory coordinator must notify the OSS immediately, by memo or email when there are any changes to an item under their management.  The OSS will make the necessary changes to the Fixed Asset Inventory Reporting Form and will update the EDGE/EnterpriseOne inventory system to reflect those changes.   

C. DELETING ITEMS FROM THE INVENTORY SYSTEM
An item can only be deleted from the EDGE/EnterpriseOne inventory system after the deletion has been requested from the OSS by the team’s inventory coordinator and authorized by AS State Surplus Property and the AS Materiel Administrator.  If an item has been added to the EDGE/EnterpriseOne inventory system and has not been paid for, it can be deleted by contacting the OSS.
The acceptable reasons for deleting an item from the Fixed Asset inventory are as follows.

DISPOSAL THROUGH SURPLUS or SALE - An item may be taken off inventory for this reason only after compliance with Memorandum #302.  An example of this would be if the item went to State Surplus Property to be sold at auction or State Surplus sold the item(s) from your location.

DISPOSAL THROUGH DESTRUCTION - An item may be taken off inventory for this reason only after compliance with Memorandum #302.  An example of this would be if the item(s) were in non-working, damaged, or in non-repairable condition.

DISPOSAL THROUGH TRADE-IN - An item may be taken off inventory for this reason only after compliance with Memorandum #302.  An example of this would be if you traded in your existing item on the purchase of a replacement item.  

DISPOSAL THROUGH ADJUSTMENTS - An item may be taken off inventory for this reason only after compliance with Memorandum(s) #302, #303 or #304.   Examples may include: lost, stolen, missing, transfers to clients.   
When this reason is used documentation such as a Police or State Patrol Capitol Security report, or additional information may be required as listed in memorandum #304 and needs to be attached to the request for removal from the Fixed Asset inventory and submitted to the OSS.

2. INVENTORY INFORMATION AND REPORTING

A.
Fixed asset inventory information maintained in the EDGE/EnterpriseOne system is available by hard copy printout. On-line inquiry by computer terminal is also available through the OSS and team inventory coordinator(s).

B.
LCM’s requiring printed inventory information should contact their team inventory coordinator(s) for assistance, or the Office Services Supervisor directly, to request the information.

3. ANNUAL PHYSICAL INVENTORY

The Department takes a physical inventory of its EDGE/EnterpriseOne fixed assets annually.

A.
Each year an updated EDGE\EnterpriseOne inventory list that can be printed is provided for use in taking a physical inventory.   
1.
The inventory lists are emailed to the team inventory coordinator, who disseminates them to organizational units as necessary.

2.
All changes are indicated on the printouts by striking out the old information and entering the new information.  Use red ink to do this step.
3.
Check each item in inventory in your area of responsibility.

a.
If the item appears on the printout correctly, place a small check mark in front of the tag number.

b. 
If a change in information is necessary, make the change and place a large "X" mark in front of the tag number.

c. 
If an item has a value of $1,500 or more and does not appear on the printout, complete a Fixed Asset Inventory Reporting Form as described in Section 1A, or enter the tag number and a description on the printout.

d. For items that cannot be located, another search is made to locate those items.  If an item still cannot be located, the tag number is circled, and “UL” (unable to locate) is placed in front of the tag number and appropriate notations are made on the printout of the physical inventory.  Additional information may be required as listed in Memorandum #304.
1)
Missing items, when found, must be returned to the location as shown on the printout; OR

2)
Location information is changed on the printout; OR

3) If not found, the item is so indicated on the printout and reported as required in Memorandum #304.

B.
When the entire inventory in a team has been checked and appropriate changes and notations made on the printout, return the printout and all supporting documentation to the team inventory coordinator.

C.
The team inventory coordinator collects all printouts and verifies items listed as missing, items showing changes, or items added to the end of the printout and makes appropriate corrections. 
D.
For the Lincoln SOB, excluding Vocational Rehabilitation, meet with the Office Services Supervisor to scan your items. 
E.
When all changes have been made, the team’s inventory coordinator may request an updated printout of the inventory from the OSS.  In addition, a master copy is submitted to AS State Surplus Property.

F.
Items which are included on the printout but which have lost their tags must be re-tagged or marked in a way that the inventory designation cannot be removed.

4.  
COMPUTER EQUIPMENT AND PERIPHERALS WITH A PURCHASE PRICE BELOW THE CAPITALIZATION THRESHOLD 

Computer equipment and peripherals with a purchase price below the equipment capitalization and inventory threshold of $1,500 must still be recorded and accounted for.  The tracking system must identify the current employee assigned accountability for specific computers, peripherals, and equipment.  Staff of Network Services, Vocational Rehabilitation, Disability Determinations Services, and the Assistive Technology Partnership are required to maintain such records.  After April 1, 2003, qualifying purchases will be coded to EDGE/EnterpriseOne object code 532101 (non-capitalized computer equipment), which will permit inquiry into the EDGE/EnterpriseOne system on such purchases. This equipment will not be recorded in the State’s EDGE/EnterpriseOne Fixed Asset system. 

NOTE:
All questions concerning inventory procedures should be directed to the Office Services Supervisor.

