P2A

Process -2- Asset

Control Processes

1. Receiving and identification of assets is based on the Purchasing system. In essence no assets are received unless it can be verified how it was procured or borrowed. If Receiving cannot verify a PO # or PCard # for purchase, they notify the Recipient by email of the need to fill out a Property Borrow form.  The asset remains at Receiving until the Borrow or PO may be processed to document acceptance. 

Key control occurs in this Receiving process since the Financial Management System (FMS) is used to determine the Division (referred to as Steward in the property database) associated with the Procurement action. This is performed by reviewing the Project Id, via the Integrated Reporting & Information System (IRIS),  to determine which Division funded the asset. This is performed by the Receiving staff and the data is submitted to Property.


2. Unique Bar Code labels are attached to asset meeting DOE identification criteria.  Processes used to control these bar code labels (commonly referred to as either ‘Property Number’ or ‘DOE number’) are:

a. Labels are issued from a control log and are monitored as to their use. 

b. Only one asset label is printed per asset identifier.

c. The unique asset label is only used only once.

d.  Assets may be retagged with a new or replacement property label, and the property database may be queried by either the original or new property number and the current record will display, with a message indicating the property number had been replaced.  

d. The 7–digit asset label consists of a check digit.

e. The use and creation of assets, by property number, is verified in the Asset Management System (AMS) by the Property Associate.   
3. AMS checks the asset number to determine that it meets the check digit formula criteria, before the asset is created, and at every transaction that is  processed subsequently.      
4. The FMS – Rapid application is utilized to determine title to assets, this is a sub-process performed by the Property Associate. 
5. Divisions utilize an AMS new asset report to determine which specific assets need to have a custodian assigned to them.  In the process they are not only accepting the asset into their Division stewardship but they are also processing a separate transaction associating and Lab employee as a property custodian.
Key to the AMS database is the distinction between the various Interests types. There are five Interest types available and the Laboratory uses three of them.  They are:  MGMT, Finance and Excess.  A physical asset is created in the MGMT interest type, and may be capitalized if it meets the DOE capitalization criteria by OCFO, General Accounting – Property Accounting.  An asset may be in the MGMT, Finance and Excess interest type during its life.

The only exception to non-physical assets being recorded and tracked in AMS are software, which are capitalized if they have an acquisition value = or > $500K.   The Laboratory has two of these assets that are only in the Financial interest type, and not included in the MGMT interest type.  
6. Throughout the life of the asset there are variety of controls that come into play, the most significant and common control is the inventory process. Typically the Laboratory performs a 100% inventory of all assets every 3rd year and a statistical sample inventory in the intervening years.  The statistical sample is based on a 99.9% Confidence Level, 1% error rate and a 2% Precision rate.  FY2006 is an exception in that we delayed the 100% inventory until FY2007, so there were 3 years of inventories based on statistical sampling. Inventories are normally performed via a bar code scanner, which records the property number, based on scanning the bar code label.
In addition, assets are moved around the Lab, and many times an Equipment Movement Tag is used, which requires signature control, including moving assets to our excess facility, Bldg. 903 and / or Shipping Documents, which normally require a Subcontract Administrator or a staff member from Property Management to approve.   
There are separate formal processes for the loan of property to an outside organization, as well as removing property from the Laboratory for use Off-Site on field experiments, each of these constitute a unique control process. 

7. Assets remain in their “In Use” status or active role, and the various aspects of the previously identified control processes repeat themselves as the asset is inventoried many times during its life, moved around the Laboratory, reassigned to other custodians and / or stewards, loaned or taken off-site, shipped out for repair, etc.  Each of these steps is recorded in AMS as a separate transaction, recording the person processing the transaction, date time, and type of activity. These activities are the recorded in the History of the asset record. 

Prior to an asset being excessed as surplus to scientific needs, and while it is still considered “In Use” an asset may be retired for the following reasons:

a. Asset is reported as a Trade-In 

b. Returned to a vendor due to warranty issues.

c. Reported as stolen to Security.

d. Unaccounted for during an inventory.

e. Component becomes part of a parent asset.

 f. Asset is a related real property asset and becomes part of real property.

In each of the above cases a Report of Accountable Item (RAI) is prepared and approved by the Inventory Manager, and only two staff members from Property Management have they authority to actually process the retirement document in AMS. The RAI has a control number associated with-it which is recorded in AMS for each retirement activity.  A copy of the all RAI’s are then submitted to General Accounting / Property Accounting for retirement of any capital value in the Finance Interest type if AMS.    

8. When an asset is no longer needed for scientific research and is excess to the scientist requirement it is sent to the Excess Operation at Bldg. 903. Once a capitalized asset is recorded in the Excess Interest type all depreciation ceases, unless the asset is redeployed back to the Laboratory. The process for documenting the receipt and disposition follows the following steps:

a. Upon receipt Material Handler #1, signs for acceptance, and records the arrival of the asset, based on property number and / or serial number on the Incoming Log.

i. If the asset is only of salvage value, it is documented on the Disposal sheet for updating of   and retirement.

b. If the asset is a computer Material handler #2 evaluates the PC for potential reuse and sanitization of the hard drive.  

i.  If the PC is only of salvage value, it is documented on the Disposal sheet for updating of and retirement and the hard drive is removed for destruction...
ii.  If the PC may be reused it is stored pending redeployment back to the Lab.
iii. If the PC does have potential reusability ands is not of salvage value, it is prepared for Bid Lot Sale.

c. A separate listing of assets coming into the Excess facility and their ultimate disposition is maintained in Excel by Material handler #3. This is being done in support of a Contract 31 Performance Measure, in order to track how long the process takes for each asset individually.
d. If the asset is something other than a PC, the Senior Material Specialist makes a determination as to whether excess screen the asset. Following the DOE screening criteria (Acq. value = or > $1K and condition is = or better than Good) the asset are first listed in the DOE EADS database application for screening with=in the DOE community. After approximately 30 days the assets are the transferred from EADS to FEDS for an additional 30 days for the GSA screening.
i. If at the end of the EADS and FEDS screening there are no interested parties, the assets are then available for Donation.

ii. If at the end of the Donation process and there are no interested parties, the assets are then considered for Bid Lot Sale.

iii. If at the end of the Bid Lot Sale process and there are no interested parties, the assets are then scrapped out, for their metal value.

iv. The Senior Material Specialist authorizes the creation of Final Events in AMS. 

e. At any step in the excess screening process, when the assets are claimed by an external body, then the AMS database is updated to reflect a Final Event. When the Excess Interest type is modified to reflect the retirement via a Final Event the MGMT and Finance Interest types reflect the same update.
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