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It is the policy of the District Board of Trustees that employees shall be expected to exercise due care in their use of College property and to utilize such property only for authorized purposes.  Negligence in the care and use of College property may be considered grounds for discipline and/or dismissal.

Unauthorized removal of College property from the premises or its conversion to personal use will be considered grounds for discipline and/or dismissal.

College property issued to employees must be returned to the College at the time they terminate employment or when it is requested by their immediate supervisors. 

Any damage to, or theft of, College property shall be reported immediately to the appropriate administrative head.


History: Adopted: 1/11/83; Effective: 1/11/83; Revised: 7/14/87, 5/11/93, 5/1/06, 8/8/17
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I.
GENERAL
This procedure governs the accountability, control, transfer and disposal of tangible personal property.  Chapter 274, Florida Statute (F.S.) requires that the College take those steps necessary to insure that the tangible personal property of the College is safeguarded.  Proper safeguarding requires the establishment and enforcement of adequate property accounting, control, and disposal procedures.  Responsibility for safeguarding property begins at the moment the property is accepted by an authorized signature or in the case of donated property, title passes to the College, and ends at the moment the property is removed from the records of the College.

II.
EXCLUSIONS

This procedure does not apply to the purchase, use and disposal of:


A.
expendable supplies.


B.
restricted use property for which specific accountability procedures are issued by the provider of the property.

III.
DEFINITIONS

A.
"Custodian Appointing Authority" means the individual who is authorized to appoint persons under their supervision as Custodians.
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B.
"Custodian" is synonymous with "Property Custodian" and means the person to whom the custody of College property has been delegated by the College.


C.
"Custodian Delegate" means the person to whom the Custodian may delegate the use and immediate control of property and from whom the Custodian will require a temporary Property Transfer Receipt and periodic verification of the status of the property.


D.
"Property" means tangible personal property of a nonconsumable nature that has a normal life expectancy of one year or more, of which title passes or can reasonably be expected to pass to Florida Gateway College (FGC).  The value of property is stated in Section 274.02, Florida Statutes.  Property also means firearms and computers regardless of value.

E.
"Restricted Use Property" means tangible personal property as defined by the issuing agency, for which the use is restricted by regulation or directive to a specific program or function of the College and accountability for such property is vested with FGC.


F.
"Property Transfer Receipt" means a document which conveys from the Property Custodian to any individual the authority to use the property in the conduct of College business.  This document is also used to authorize the removal of property from the campus for the purpose of performing maintenance or repair to the property.  The Property Transfer Receipt extends the accountability chain to the holder of the property.


G.
"Property Specialist" means Property Management Records Specialist.

IV.
GENERAL DUTIES AND RESPONSIBILITIES

A.
Custodian Appointing Authority



Chapter 274, F.S. requires the College to designate certain employees as custodians to be responsible for the safekeeping and proper use of property assigned to them or their subordinates.  An individual is designated as a property custodian by a Custodian Appointing Authority acting on behalf of the College.  Each of the following individuals is designated as a Custodian Appointing Authority:
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1.
President

2.
Vice President for Instruction and Student Services

3.
Vice President for Business Services

The Custodian Appointing Authority is responsible for designating certain individuals within the Appointing Authority's supervisory chain to serve as custodians and for insuring that the custodian is aware of the duties and responsibilities being assigned.

B.
Custodian

The custodian is responsible for the safekeeping and proper use of College property assigned to him/her and may be held liable for any assigned property which is lost or damaged due to negligence on the part of the custodian.  Custodians may delegate authority for the use and immediate control of their property to a Custodian Delegate and require a Property Transfer Receipt for the property.  Custodial responsibility for an item of property begins the moment the Property Custodian acknowledges receipt of the property and ends when one or more of the following events occur:

1.
another Property Custodian properly assumes responsibility for the property; or

2.
after board approval, the property is traded; or

3.
the Board approves the disposal and/or write-off of the property and relieves the Property Custodian of further responsibility.

C.
Custodian Delegate


The Custodian Delegate is accountable and liable for all College property assigned to them on a Property Transfer Receipt.  The Custodian Delegate does not have the authority to transfer property to another individual.
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V.
PROCEDURES FOR APPOINTING PROPERTY CUSTODIANS

A. The Custodian Appointing Authority is responsible for appointing individuals under their supervision to act as Custodian Delegates (Property Custodians).


B.
The Custodian Appointing Authority will, by memorandum, notify the individual(s) being appointed as Property Custodian(s).  As a minimum the memorandum will specify:



1.
the name of the individual being appointed.



2.
if applicable, the name of the individual who the new Property Custodian is replacing.



3.
departments for which the Property Custodian will have property accountability.



4.
the effective date of the appointment.



5.
that the Property Custodian is to become familiar with this procedure (6Hx12:3-01).


C.
Copies of the memorandum will be provided to the Property Specialist and to the Supervisor of Central Receiving/Warehousing.

VI.
PROCEDURE FOR ACQUIRING PROPERTY

A.
Property acquired by purchase must follow Purchasing Department Procedure 6Hx12:5-01.


B.
Property acquired by donation or gift to the College by an individual, organization, or government agency will be 
approved by the Board prior to the property being placed in the possession of the College.  The Director, Business Services, will provide the donor a signed receipt which includes the date the property was received and a description of the property.



1.
The Director, Business Services will:




a.
obtain the fair market value (FMV) of the property.




b.
provide the donor a signed receipt which includes the date the property was received, a description of the property, and the FMV.
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VII.
PROCEDURE FOR RECEIVING, DECALING AND TAGGING PROPERTY

All property must be received at the Central Receiving facility. Authorization to receive property at any location other than Central Receiving must be granted by the Supervisor of Warehouse Facility prior to the property being delivered to the campus.


A.
Warehousing and Central Receiving will:

1. open all packages and inspect for shipping damages.

        immediately notify both the Property Specialist and the Budget



        Custodian who ordered the property.  


B.
The Budget custodian will examine the property and:



1.    if the property is acceptable sign the Receiving Report.



2.    if the property is not acceptable:




a.      request a return authorization from the vendor.




b.      notify the Warehouse Supervisor of the return.



c.   notify the Property Specialist to remove decal and adjust Property records on Fixed Asset System.



Central Receiving and/or the Property Specialist decals/tags those items charged to G/L object codes 7XXX, except object code 7050 (Minor Equipment).  In cases where individual items represent components of a larger system, the decal will be attached to the principle component only and the serial numbers of a systems' subordinate components will be recorded.



Some items costing less than the threshold for personal, tangible property, as defined in Chapter 274, F.S., should be identified with a "Property of Florida Gateway College" label. This label should be placed on the item by Central Receiving upon receipt of the item in receiving.  Examples are printers, VCR’s, televisions, and cameras.
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VIII.
PROCEDURE FOR CONTROL OF PROPERTY:


A.
The Property Specialist:



1.
enters the following information, as applicable, into the Fixed Asset System:




a.
Decal/Tag Number




b.
Item Description




c.
Campus




d.
Building




e.
Room




f.
Serial Number(s), if any, and if an automobile, VIN and Title Certificate Number




g.
Name, Make, or Manufacturer




h.
Year and/or Model(s)




i.
Purchase Order Number




j.
Account Number




k.
Fund Source




l.
Custodian Name




m.
Custodian Number




n.
Project Number




o.
Date Received




p.
Check Number or Method of Acquisition




q.
Check Amount of Item Value
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           2.
Provides each Property Custodian with an updated Inventory Verification List of all property assigned to the Custodian on a quarterly basis.


B.
The Property Custodian:



1.
will assume custodial control of the property by signing the Control Asset Sheet AFTER the Property Specialist attaches a decal/tag to the item.



2.
retains a copy of the Control Asset Sheet to verify the property was correctly added to the Inventory Verification List, provided by the Property Specialist.


C.
Property may be permanently or temporarily transferred to 





another custodian.



1.
Temporary transfer of property occurs when a Property Custodian temporarily transfers property under his/her control to a Property Custodian Delegate by completing a Property Transfer Receipt.  Temporary Property Transfer Receipts will be maintained on file by the Property Custodian and given to the issuer when control of the property is returned to the Property Custodian.



2.
Removal of property for repair or maintenance.




a.  
When it is necessary for property to be removed from the campus to be repaired or maintained, the person requesting the repair or maintenance service will notify the Property Custodian prior to the property being removed from the campus.




b.  
The Property Custodian will:




 (1)
 prepare a Temporary Property Transfer Receipt to be signed by the individual who is removing the property.





(2)
 attach to the Temporary Property Transfer Receipt a copy of the Work Order or other documents which will verify that the property was required to be moved.
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(3)
retain Temporary Property Transfer Receipts for off-campus maintenance and/or repair of property and insure property is returned within 120 days.





(4)
when the property has been returned to the campus, verify and give the original temporary Property Transfer Receipt to the person who returns the property.



3.
Permanent Transfer of Property.




a.
Property may be permanently transferred among departments through the use of permanent Property Transfer Receipts.




b.
Property Transfer Receipts are initiated by the Property Custodian transferring the property.




c.
The Property Specialist will enter the transfer data into the Fixed Asset System.




d.
The Property Custodians of the departments involved in the transfer of property will retain a copy of the Property Transfer Receipt until the transfer is reflected on the Fixed Asset System.


D.
Disposition of Property.



No property will be traded, sold, or otherwise disposed of without permission of the Board of Trustees, Florida Gateway College.



1.
Property to be used as trade-in will not be removed from any FGC campus or facility until the owning Property Custodian prepares and forwards to the Property Specialist a Property Transfer Receipt indicating that the item is being used as a trade-in.  The decal number and the value of the item being traded should be typed on the Purchase Requisition for the new equipment being purchased.




a.
The Property Specialist will present the trade-in property to the Board for approval.
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b.
When the new property is received, the Property Specialist will note in the property record that the item was traded-in and indicate the amount allowed for the traded item.  This 
amount will be added to the value of the new equipment if the new equipment meets the specifications for property.


2.
Serviceable Surplus Property which does not provide a benefit to the owning department but may be useful to another department should be offered to all departments on campus that could benefit from its use before being transferred to storage.




a.
The Property Custodian will prepare and send to the Property Specialist a Property Transfer Receipt and retain a copy until it can be verified on the Inventory Verification List that the transfer has been completed.


3.
Surplus Property that cannot be economically repaired or has no useful purpose to the College will be transferred to storage by the appropriate Property Custodian.




a.
The Property Custodian will prepare and send to the Property Specialist a Property Transfer Receipt and retain a copy until it can be verified on the Inventory Verification List that the transfer has been completed.




b.
The Property Specialist will:





(1)
enter the transfer information into the Fixed Asset System after the property has been physically transferred to storage.





(2)
notify the Director of Grants and Vocational Support if the item being transferred is restricted use property.





(3)
on a monthly basis, submit to the Vice President for Business Services a list of unserviceable surplus property. This list will include a description, current value and the purchase cost and date.
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(4)
prepare an Board Agenda Item form requesting the Board to authorize the disposal of the property.




c.
The Vice President for Business Services will:





(1)
review, and if necessary, adjust the list of surplus property.




(2)
forward the lists to the President's office to be placed on the Board Agenda.





(3)
upon approval of the Board to dispose of the property, direct the Director of Business Services to dispose of the property in accordance with Chapter 274 F.S. and/or other appropriate guidelines.




d.
The Director, Business Services will:





(1)
when necessary, establish a date for the sale of surplus properly and advertise the sale as required by Chapter 274, F.S.





(2)
insure the sale is conducted in accordance with Chapter 274, F.S.




e.
Upon notification by the Director, Business Services that the Board has approved the disposal of College property, the Property Specialist will:





(1)
remove the decal or tag from the property. 




(2)
dispose of property that is without commercial value by having it donated, destroyed or abandoned in accordance with Chapter 274, F.S. 
(3) 
dispose of property with a value of less than $5,000.00 
in the most efficient and cost-effective means in 
accordance with Chapter 274, F.S. 
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(4) 
dispose of property that has a value of $5,000 or 
greater to the highest bidder in accordance with 

Chapter 274, F.S. 




(5)
attach the decal to the document which authorized disposal of the property and note on the property records that the item was disposed.




f.
After the sale of College property, the Property Specialist will:


(1)
dispose of all unsold items and obtain a statement from two witnesses attesting to the fact that the property was disposed of at the waste site.





(2)
note on the property record the sale/disposal date and, if available, the sale amount.





(3)
retain the decal, the sale authorization document and disposal statement on file until the property funding agency audits the books and records of the College for the period in which the sale occurred.

IX.
PROCEDURE FOR ACCOUNTABILITY

A.
Change of Custodian Inventory.



1.
A Change of Custodian Inventory will be conducted anytime a Property Custodian is to be relieved of custodial responsibilities.  In all cases except immediate termination of employment the inventory will be conducted prior to the outgoing Custodian being relieved of custodial duties.



2.
The Custodian Appointing Authority of the Property Custodians affected will notify the Property Specialist of the pending change at least one week before the change of custodians so that an inventory can be conducted.
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3.
The Property Specialist will:




a.
generate an updated Inventory Verification List from the Fixed Asset System for the Custodians.




b.
upon completion of the inventory, update the Fixed Asset System and forward an updated Inventory Verification List to the Custodian Appointing Authority.



4.
The outgoing Property Custodian will note all items not located during the inventory process and shall promptly cause a thorough investigation to be made. If the item(s) is not located as a result of the investigation:




a.
notify security; and prepare and forward an unlocated Property 



Report to the Property Specialist.



5.
The Property Specialist will:




a.
flag the unlocated property in the Fixed Asset System.




b.
remove the flag if the property is located prior to Board approval authorizing the property to be written off the College books.




c.
advise the appropriate Property Custodian, the Director of Business Services and the Vice President for Business Services when property previously not found has been located.



6.
The Custodian Appointing Authority will notify the Property Specialist of the newly appointed custodian who will:




a.
assist in conducting an inventory of items to be placed in his/her control,; and




b.
after the completion of the inventory, sign a copy of the Inventory Verification List.


B.
Annual Inventory of Property.



1.
All property will be inventoried at least annually.
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2.
No later than March 31 of each year, the Business Office will prepare and distribute to the President, Vice Presidents and Property Custodians an annual inventory plan.  At a minimum, the plan will include:




a.
the date a specific building, location or items of property will be inventoried, and 




b.
the name of the Property Custodian(s) who is accountable for the property being inventoried.



3.
No later than 30 days prior to the start of an annual inventory, the Property Specialist will send an updated Inventory Verification List of the property to be inventoried to the appropriate Property Custodian.



4.
On the fifth (5) working day prior to the start of the inventory the Property Specialist will send a final Inventory Verification list of the property to be inventoried to the Property Custodian.



5.
The inventory will be conducted as follows:




a.
The Inventory Verification List produced on the fifth (5th) working day prior to the start of the inventory will serve as the base property accountability document.




b.
The Property Custodian or the Custodian's appointed representative will identify each item of property in the presence of the Property Specialist or his/her appointed representative.




c.
Property identified in a location being inventoried but not reflected as property belonging to the Property Custodian being inventoried will be flagged by the Property Specialist to be verified/corrected in the Fixed Asset System at the conclusion of this segment of the inventory.




d.
The Property Custodian shall note all items not located during the inventory process and shall promptly cause a thorough investigation to be made. If the item(s) is not located as a result of the investigation.
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(1)
notify security; and





(2)
prepare and forward an Unlocated Property Report to the Property Specialist.




e.
The Property Specialist will:





(1)
flag the unlocated property in the Fixed Asset System.





(2)
remove the flag if the property is located prior to Board approval authorizing the property to be written off the College books.





3)
advise the appropriate Property Custodian, the Director of Business Services and the Vice President for Business Services when property previously not found has been located.



f.
The Property Custodian will:




(1)
verify that the property on the Inventory Verification List is the custodial responsibility of that Custodian.




(2)
sign and date the first page of the original Inventory Verification List to acknowledge custodial responsibility for the property.




(3)
return the signed original Inventory Verification List to the Property Specialist.



6.
No later than ten (10) working days after the conclusion of the total inventory, the Property Specialist will compile and forward to the Vice President for Business Services a final unlocated Property Report by Property Custodian.



g.
Upon notification of unlocated property Security will:




(1)
conduct an investigation in accordance with Security Department policies.




(2)
forward a copy of all reports to the:





(a)
Property Custodian
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(b)
Appropriate Custodian Appointing Authority





(c)
Vice President for Business Service





(d)
Director, Business Services


C.
Loss of Assigned Property



1.
When, at times other than during an inventory, a Custodian becomes aware that property assigned to him/her is missing, the Custodian will:




a.
attempt to locate the property.


b.
notify Security if initial attempts to locate the property fail.




c.
prepare and forward an Unlocated Property Report to the Property Specialist.



2.
Security will:




a.
conduct an investigation in accordance with Security Department policies.




b.
forward a copy of all reports to the:





(1)
Property Custodian





(2)
Appropriate Custodian Appointing Authority





(3)
Vice President for Business Services





(4)
Director, Business Services



3.
If the property cannot be recovered, the Director, Business Services will:




a.
prepare the documents necessary for the Board to authorize the property to be written off the books and forward the documents to the Vice President for Business Services.
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b.
upon authorization by the Board, notify the Property Specialist to remove the item from the records of the College.



4.
The Property Specialist will:




a.
note on the property record that the item was lost or stolen, the date authorization was given to write the article off and the authorization.




b.
notify the Property Custodian that the item is being removed from the Custodian's records.

X.
EXCEPTIONS

The President is the approving authority for exceptions to this procedure.

