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ASSET POLICY

Policy Number: FISCAL 07-07

Issue Date: 03/30/2007

Effective Date: 03/30/2007

1. Purpose 

Establish policy on the management of assets. 

2. Revision History

	Revision Date
	Revision Number
	Change Made 
	Reviser

	03/23/2007
	01
	Draft
	C. Bradley

	03/24/2007
	02
	Revision
	T. Smith

	05/17/2007
	03
	General Revisions
	R. Bauchle


3. Persons, Groups, Systems Affected

IOT personnel involved in the purchasing or acquiring of assets 

4. Policy

Tangible property used in a productive capacity which will benefit the agency for a period of more than one year are considered capital assets. Any reasonable cost involved in bringing these assets to the state and incurred prior to using the assets in actual production should be capitalized.

An asset will be depreciated when it meets the following criteria:

· It is to be used for more than 1 year of service

· The purchase price is $5,000 or more

· It is purchased for use within IOT or within the service offering of IOT 

Purchases that are generally capitalized:

· Servers, racks, storage units 

· Software purchases

· Furniture

· Automobiles

Purchases that are not capitalized:

· Maintenance agreements purchased upfront 

· Support agreements purchased upfront 

· Annual license fees 

· Annual software renewals 

· Upgrades to software

· Upgrades to equipment (Upgrades to equipment that add life to an asset will be added to parent asset) 

· Repair or replacement of equipment parts

Depreciation schedules for assets: 

· Furniture and fixtures-5 years

· Servers, racks, storage, etc-3 years

· Purchased software (not renewals)-3 years

· Automobiles-7 years

5. Responsibilities 

IOT staff

6. Procedures Associated with purchase and disposal of assets. 

Refer to state procurement guidelines http://www.in.gov/idoa/services/proctraining/
Asset retirements or surplus process:

Assets no longer needed for IOT use will be retired or surplused using the following guidelines:

· The department manager in charge of the asset completes and signs an internal IOT surplus form (See attachments) which includes the signature from a service operations manager or Director of Delivery Services. 
· The signed form is to be turned in to the fiscal asset accountant who will retire the assets out of the asset module of PeopleSoft.

· The fiscal asset accountant will complete the required paperwork for surplusing assets and notify the manager when the asset can be moved to the designated area until picked up by the state surplus department.

· No assets should be moved to the designated surplus area unless the fiscal asset accountant first approves it.

· The fiscal accountant will notify the state surplus department when enough assets have accumulated to pick up.

Asset movement:

If any changes occur in the location or the user of the asset or if the asset has been moved to another internal IOT department, a manager must complete an asset transfer form.  
Transfer forms (See attachments) must also be completed for all assets which are loaned or transferred to another agency.  The completed form should be returned to the fiscal asset accountant as soon as possible.  This process ensures that assets are appropriately tracked and accounted for during fixed-asset audits.  

7. Attachments
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transfer form

										INDIANA OFFICE OF TECHNOLOGY

										FIXED ASSETS SYSTEM

										INTERNAL EQUIPMENT TRANSFER and LOAN FORM

		Current Location:														New Location:

		Department:		_____________________________												Department:		_________________________

		Dept. Mgr.		(Print):________________________								Phone:___________				Dept. Mgr.		(Print):________________________				Phone:___________

		Custodian		(Print):________________________								Date:_____________				Custodian		(Print):________________________				Date:_____________

		If you need assistance filling out this form, pleas contact Tammy Smith at 4-2891

		TAG #								Description										Serial #
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		IOT Surplus Form

		Date				Manager's Signature

		Description Of item		Serial Number		Tag Number		Reason for Surplus





Sheet2

		





Sheet3

		






