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Introduction
Objective

The Asset Inventory Procedures will provide step by step instructions for SCDE offices to
successfully identify items that are assets, create shopping carts for assets, maintain

accountability, transfer, and dispose assets according to the State and Agency guidelines below.

The State of South Carolina requires all state agencies to track all equipment with a unit
price of $1,000 or more in the South Carolina Enterprise Information System (SCEIS). In
addition to the State’s requirements, the SC Department of Education (SCDE) additionally
requires the tracking of all electronic equipment, regardless of cost into SCEIS. This will enable
the agency to have better accountability and control over the agency’s electronic equipment. The
P-Card can no longer be used to purchase electronics. Peripheral equipment items such as CDs,
flash drives, and cables are excluded and will not be included in the agency’s inventory.

Funds received from the sale of capitalized equipment purchased from federal funds will
be remitted back to the appropriate federal agency.




Flow Chart — Asset Inventory

Items whose unit prices plus applicable taxes and shipping are greater than $1,000,
all electronics regardless of cost, and all cell phones should be coded as assets.

Does the item to be purchased meet the above criteria?
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Asset Accountant will tag the item with inventory label.
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Procedures

Shopping Cart for Assets

Follow the normal shopping cart procedures until the Account Assignment tab.

Click on Account Assignment tab.

Open and Verify Item Data for Item 1: Police Pursuit Tire

shop in 3 steps: step 2 (Sh cart (1 item))
|4 Previous | Next »] | [ 0rder | | [Close

1D Line 1: Account 5031510000 requires an assighment to & COobject
i Line 1: No funds center enterediderived in fen] 00001 (SCO1/S0315100000
@ Line 1: Error i account assignment for tem 1
D Line 1- Enter 2 vaie in the manaatory ek Cofst Canter in Account Asignment

Line 1-You are not alowed to enter a tax urfsdiction code for country US

» 1 2 3 -
Select Goods/Service Sm¢n Cart (1 item) Complete and Order
Item Data Account Assignment Motes and Afiachments Debvery Address/Performance Location Sources of Supply / Service Agents | Approval Process Overview Sutceniractng
Identification Currency, Values and Pricing
Rem Type: |Matarisl Order Quantiy / Unit: | 1)[EA (9] each
Description: * [Poice Pursult Tee] ] Ordered Quanity / Unt: 0.000)
Product Category: (66330 Tires and Tubes Misc. (Not Otherwise Listed) Open Quantity / Unit: 1] [Ea
Order as Direct Materiat [ ] Prica | Cumrency: | 2,500.00](USD | Prics Uni [ 1
Organization - (B
- - Mot Separataly Priced:
Purchasing Group: |HHS - Procurement Director hd i/ .
. . ) Incremental Funding Active: [ ]
Company Code: |SCO1 (77| State of South Carolina. Goods Receipt: [
Further Properties Invoice Receipt: [
Supplier Product Number- | 86330 Goods Receipt Hon-Valusted: [7]
Subcontracting: [ Tax{ Amount: |I1:AF Sales Tax ~| 200.00 USD
Service Master Record: Disglyy
- |

Select Asset Unknown from the drop down menu. Click the button.

Details for item 1 Police Pursuif Tire

Shop in 3 steps: Step 2 (Sh: Cart (1 item))
|8 Previous | Nest »] | [Grder | | [Close | Save {[ Check |

I Line 1 Account 5031510000 requires an assigamentyo & COobsct
M) Line 1- No funds center enterediderived in tem 00001 \SCO1/50315100004)
B Line 1: Ervor in account assignment for Bem 1
WD Line 1: Enter & vasse in the manaatory fiekt Cost Canter in yecount assignment

Line 1- ¥ou are not alowed to enter a tax jurisdiction code dpr country US

3 -
Select Goods/Service Shopping Cart (1 item) Complete and Order
Hems in Shopping Cart
[ Detats [ Add tem |[ Copy || Faste | Dupkcate [ Detete |
| Line Number | Rem Type | Product D | Description Product \tategory | Product Category Description Quantty | Unt | Net Price /Limt | Currency | Option Type | Per | OrderType | Delvery Date | Notes | Attachmeats | Account Ass
M Material Police Pursui Tre 86330 Tres and Tubes Misc. (Not Otherwise Listed) 1EA 2,500.00 1 10012013 0 ') Cost Center
' Details for item 1 Police Pursuit Tire.
Eem Data Account | Motes and Attachments \ e — 1 Seurces of Supply I Service Agents. Approval Process Overview Subcontracting
You can see who bears the costs and, if necessary, you can distribute the\ > o
T nown |
<~ |[Getams | [ 20a Line ][ Copy ]| Faste
3 (270 ) 2\ i
Humoer Accounting Line Number Percentage WES exement Assign Humber Account Assignment Descripton GenerslLedger Account Gened
[ 202 100.00 [Eos: Center - 5031510000 MOTOH
0
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Click the Notes and Attachments tab to add Funding Codes, Vendor Text, Internal Notes and/or

Attachments.

tenDua | AccowtAssgonent | Noles ard Aachnenis

[ Rese | Pease change lthe address delals and RESET.
Ifthe Bem i o be debvered o & diferent address, enler ihe new address bere
N,
©0: [HAHS - Rchisnd County
Fax MumberBxtensin; (8032558211 | ]
T —
Siree! | House Number: [mnmm
oavet [ ]
Couny: (U5 Q58

Sources of Spp Senve Agets gl Process Overvew | Subcoracng

AddinalNams: The e ofSau Caroka |
Prone Number  Exension: |(80%) 98-2647 I
N r—
Poorfboem | |
PostlCode/Cty (28204 [Counbe |
moCoerpOsec | |
fegon: (5¢__ (7 Seuth Carcn

[« /

\
Click * tab to verify shi

After you verify the ship to address, click

to address.

tab to verify the

contract information. Note: Scroll to the right to verify the contract information, including

contract number.

| Product 0 | Descriton | Product Category | Product Category Description

| Quantey | une | MetPrice sLime | Currency

=

[

Bobce Pursuit Tiee 86330 Tires and Tubes Misc. (Not Otherwise Listed) 168 2,500.00 USD 1 101012013 2 1 Unknown
ot | i _— v st s s s o R
1
mne Folowing Suppler:
00140182 | CONTINENTAL TIRE NORTH AMERICA. Contract/ Rem: 44000019331

) Dedvery Date: [ 100172013

epariment of Heath & Hi Suppher Master Record: Display.
& / o
Next Click tab
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Click the

The Approval Process Overview tab displays the Approvers & the Asset Custodian Approver.

Shop in 3 steps: Step 2 (Shepping Cyrt (1 item))
[ Previoes [ s T G | [Cone | Save | Eneci]
» 1 2 3 -
Select Gooda/Service Shopping Cart (1 item) Compiete and Order
| Details for item 1 Police Pursuit Tire
em Datn Account Assignment Notes and Aftachments | Dewvery Adaress/Performance Location Sources of Supply | Service Agents.
Current Status: [Intial
Curent Process Step:

button; Click the button.

Currently Processed By:

Folow Up- [] Work Bem to Requester at Process End
- Header | tem

Header Approval Status.

Sequence
e m
| - o2
. 003

Content Area - To enter press Tab §

.

As required, click in Name of shopping cart box.
Shop in 3 steps: Step 3 (Complete and Orde
Shop in 3 steps: Step 3 (Complete and
[ e ] ]| (Grer] | [Gone [ ove [ St]

[88) Line 1: vou are not aloweft to enter a tax jurisdiction cody for country US

Line 1: You are not aloweld to enter a tax jurisdiction géde for country US

2 3 -
g Cart (1 tem) Compiete and Order
Name of shopging cart [IC13756 08MER013 11218

Number: 2000457425
Apgroval Process: [fsplay / Edil &

ot
Header Approval Nots:

Budget [isplay

Click button.

Process Step Status

Open
Approval step 000000 | Open (Mo Decisior

ASSET CUSTODWN | Open (Mo Decisior
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The Shopping Cart 2000487425 was successfully ordered.

Shop in 3 steps

[ Line 1: You are not alowed to entar & tax jurisdiction code for country US
[ Line 1: You are not atowed to enter  tax jurisdiction code for country US

[ shepping cart "Automative Tires™ with number 2000487425 ordered successfuly

Quantity | Unit | Met Price / Limt | Currency = Ogption Type | Per | Order Type | Defvery Date | Hotes | Attachments | Account Assignment Type

nt Assignment Number = Bem Status. Suppler
ise Listed) 1EA 2,500.00 USD 1 2013 2 1

Asset Unknown AwaRng Approval CONTHENTAL TRE NORTH AMERICA[T000140142)

Total Value | 250000 | USD
Tax amount 20000 | USD
Total Val. (Gross) | 2.700.00 | USD

Click the X at the top-right corner of the screen to exit.

The shopping cart will flow to the Asset Accountant to enter the Asset number.

A shopping cart has been successfully created for an Asset.
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Procedures

Goods Receipt (GR) - MIGO

A goods receipt will alert Finance (FI) that the item has been delivered. Once a goods receipt has
been completed and an invoice has been received, FI can make payment. NOTE: It is important
to post all goods receipts as soon as the items are delivered. All goods receipts must be posted
prior to year-end. After the ordering office enters a GR, an e-mail is sent to the Asset Accountant
with the purchase order number, location and serial number for the item. The e-mail alerts the
Asset Accountant to bar code the inventory item and update the Asset Shell.

1. Log into SRM. Click folder Goods Receipt (MIGO)

Reports - SAP NetWeaver Portal - Windows Internet Exp|

Search Q- Log off
]

Welcome: Creator 13

[ Mo contert sailable for this naagation node
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2. Good Receipt Input Screen: Combg Box  Purchase Order Text Box

I Goods Issue Material Document - T, [
IM.' ¥ [Back [ Ext || Cancel | [ System, Overview || Restart
[=[alal , Goods Issue ©1| Material Document B [t -
My Documents | == '
~ Purchase Orders = )
ie000g7 =l oo f3)
Docurment Date 10/14/2013 Material Shp
Posting Date 10/14/2013 Doc. Header Text
2 Callective Siip a8
fLine  Mat Short Text JoK Gty in UnE E. Bloc [Batch Naluation T__. M__ | Stock Type Pint [5. [Customer
» Orders
1 v
e . — - =
= Material Document =
5000581203
5000581122 = Material | Quanity TR
= I
5000581231
5000581173 Jﬂ
pstiei i 1 | 1
Y — O

Clecaoom [

Click Goods Issue Combo box and choose list item Goods Receipt.
Click Material Document Combo box and choose list item Purchase Order (PO).

The PO number can be entered manually or chosen from the dropdown box. (Go to SCEIS
UPerform for detailed instructions for using the drop down box)

For this example, the PO number was entered manually.

I Goods Receipt Purchase Order - TAMMELA GRAVES ]
IM ) [Back |[ Exit || Cancel | [ System, | | Hide Overview || Restart || Hold k | Help |
ey CotsRecen D) Puchse O3 oo 0 cRgossncen 61 .
v Purchase Orders = | —_—

pressianu ... PR h A

AB00264399

4600266321 Document Date  [10/14/2013 Delivery Mate

AB00266344 Posting Date 10/14/2013 Bill of Lading HeaderText

4600276342 ] Collective Siip [

4800286128

4500286113 T

Short Text K [ty in UnE E. S atch aluation KT} Pint

) 2 Line _tat C for aryin / BLoc Batc v 1. ] TStock Type 5. [Customer

4600280566

4600276809 | |
» Orders

4 »
b Rosencoons | X — : B =
w Material Document | Eg
B etaral | Gty T

e / I | of?

| — 1

/ ECo oo [

1
g
f
g
1
2
?

(Go to SCEIS UPerform for detajled instructions for selecting other Movement types)

4. Click Execute tab control =4 to view the desired document.

2
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5. All line items on the order are displayed.

I Goods Receipt Purchase Order 4600283729 - TAMMELA GRAVES (&2
[ denu [} [Post [ Back | Ext ][ Cancel | [ System, | [ ice Overview || Restart | Hold | Check [ Post || _Help |
_l_lfm | (CoEReceR D [PuchaseOnder TE cRpootencest [ R
* Purchase Orders & — -
4600283729 o _ M (venser | (G
4800264399
4600266321 Document Date 1071472013 Delivery Nate Vendor CRAWFORD SPRINKLER GO OF
4800265344 Pasting Date 1071472013 Bill of Lading HeaderText
4600276342 a Collective Slip o
4800286128
4600206113 jtine JMat. Short Text JOK JQty in UnE E. Jstec [Cost Center [Bu_. [G/L Account [Balch Vaksation T_. M. | Stock Type ]
| 1 Reliable Mod. Institutional Pendant 28 EA NB4D334422 640 5031030004 101 + Unrestricted u_. 7 |
mm |2 Freight Charge (Estimated) 1 EA NB4B334422 NO4D 5631030004 101+ Unvestricted u.. 3j;_|
b Orders
¥ Reservations 4 J o |
= Materisl Document | (3 ) BIBS [ 0 Delete ][ [{E Conterts =3
i > Motera | Quantey ITWRY Purchase Order Data | Pamer | fccount
e i Mo
| —
/ Clecawmioy [
6. Click the Whereg tab.
e e e+ e e e e
| Goods Receipt Purchase Order 4600283729 - TAMMELA GRAVES (2]
W 3iensJ T Post Bk [ Ex [ Concel || System || Fade Overview | Resta | Hola | Check | Pos | el
%Iﬁh_ﬂl. - 1 2 Freight Charge (Estimated) (|1 EA NO40334422 NO4O 5031030004 101 +|Unrestricted u_. T =]
~ Purchase Orders = |
4800283720 ul ‘ — i
1800261399 A=) B8 [ O Oeete [ (@ Coners | B =@
4800266321
B I I . J
:fj Movement Type 181 + |GR for acct assgmnt Stock type Unrestricted use  Tj
4800282272 —_—
4600260566 Plant SCOC Dept of Comections Admin ocat | |8
4600276900
» Orders Goods recipient. TAMZ07
b Reservations L Unioading Point
* Matenal Document
Text
I EB O nemox Line 168 -
»
7 o A | o
C[Eca@ioya [

7. Enter the desired line for the GR and strike Enter key. (For this example, line 1 is selected)
8. Click the tab to verify the material you are receiving.
9. Click the tab and enter the desired quantity for the line.

10. Click the tab again.

11. Click the |Purchase Order Data tab to verify PO information.

12. Click the tab to verify the Vendor information.

13. Click the jAccount Assignment] tab to verify account assignment information.




Asset Inventory

September 30, 2015

14. Account Assignment displayed.

| Goods Receipt Purchase Order 4600283729 - TAMMELA GRAVES [
W [sters ] [} [Post|[Back J[Exit [ Cancel | [System] | Hide Ovenvion [ Restart | Hoid | [Check] [ Post | Heip |
[=[alal }ZFWIMMMMJ |[ml, A | NO40334422 040 5631030004 101+ Uncestricted u... Ty o
~ Purchase Orders = . o
B B0 [ H o |0 rews | B [ EE
=]
GIL account 5031030004
Fund 16018000
Cost Center N640334422| Grant
Functional rea NO40_t241
Funds Center NO48334422 ] Commitment kem 5031030004
= More
S 7 em OK | Line 164 =
5000581173 = [ ﬂ | P
e \ o
Click on the “Item OK” check box. Next, click the [Check] link tab.
15. A Display log is opened.
Display logs
‘@ Display logs
A 1|Deficit of PU Ordered quantity 26 EA : DCE1 @

N
Click the control check ’

Y@y Technical information | 14] 4 | » [ M| B[ &% Choo.. [[& Save [LYHIIBEIE 0] O]
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16. Note: Clicking on control checkI .

receiving.

automatically enters a check mark at the line item you are

Goods Receipt Purchase Order 4600283729 - TAMMELA GRAVES (%]
[Menu |} [Post [ Back || Ext ][ Cancel | [ System
(=laml GoodsRecept [ [Purchase Order T

GR goods recept 191 -
= Purchase Orders &|
4600283729 B _ £ 4]
4600264399
4600286321 Document Date  10/14/2013 Delivery N Vendor CRAWEORD SPRINKLER CO OF
4600266344 Posting Date 10/14/2013 84l of Lyfing HeaderText
A600ZTEI4Z ] Collective Sip o
4600286128
LN [Gne St Wat Short Teat VA Taty in UrE E [Stec [Cost Certer JBu_ [GIL Account [Batch [aluation T__ M| [Stock Type
1 |CACRekable Mod. itut vl 2 EA NO40334422 NO40 5031030004 101 + Unrestricted u
2 Freight Charge (Esti 1 EA HO4D334422 ND4O 5031030004 101 + Unrestricted u_|
1 2

BI08 [ oeee [T comen= | B [EHE

= Account Assignment

) o

/ Cleca@oya [

17. Click on the [Post link tab.

I Goods Receipt Purchase Order - TAMMELA GRAVES
| e [} [Back [ Exit || Cancel ] [ Systemj | [ Hide Overview || Restart | ol || Creck | Fost [ Help |
\_I_I3 a |% Goods Receipt )| Purchase Order ] =

GR goods receipt 181 -
* Purchase Orders =
4600283729
4600264399
4800288321 Docurment Date 10/14/2013 Delivery Nate
4600266344 Posting Date 10/14/2013 Bill of Lading HeaderText
4600276342 O [ Collective Sip ]
4600206128
LI ine Ml Short Text oK Gy in UnE E e [Batch Naluation T .. | tock Type Fint T [Customer
2]
A -]
-l 1 I ;H
1 — O
[ Material document 5000581204 posted Elecapiom |

The Material ,Socument number is displayed at the bottom of the screen.

A Goods Receipt has been successfully completed for a purchase order with an Asset Number attached.

E-Mail the Asset Accountant the purchase order number, location and serial number.




Asset Inventory September 30, 2015

Procedures

Tracking an Asset

The office Point of Contact (POC) is responsible for tracking assets assigned to the
office.

Office employees will notify the office POC if an asset is moved from one office to
another.
The POC will notify the Asset Accountant by email with the new room location of the

asset.

The Asset Accountant will update the new room location in SCEIS and send an email
verification to the POC for the office inventory records.
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Procedures
Transferring an Asset

e The Office Point of Contact (POC) is responsible for transferring assets assigned to the
office.

e The Office POC will complete the appropriate transfer form.
1. Transfer to a School District Form
2. Transfer within the Agency — FA1

e After completion of the appropriate form, the POC will request an eTicket for pickup of
the item.

https://eservices.ed.sc.gov/MRcgi/MRentrancePage.pl

User ID - full work email address: ******** @ed.sc.gov

Password — SCDE computer login password

- STATE DEPARTMENT
& OF EDUCATION

<bme

© Copyright 1999, 2009 BMC Software, Inc.
© Copyright 1996-2013 Numara Software, Inc.

e The Asset Accountant and/or CIO Equipment Manager will receive notification that an
eTicket has been created.

e The Asset Accountant will schedule a pick-up date and time for Furniture.
e The CIO Equipment Manager will schedule a pick-up date and time for IT Equipment.

1



https://eservices.ed.sc.gov/MRcgi/MRentrancePage.pl
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Procedures
Disposal of an Asset

e The Office Point of Contact (POC) is responsible for the disposal of an asset assigned to
the office.

e The Office POC will complete the Disposal Form FA2.
1. Disposal Form — FA2

e After completion of Form FA2, the POC will request an eTicket for pickup of the item.

https://eservices.ed.sc.gov/MRcgi/MRentrancePage.pl

User ID - full work email address: ******** @ed.sc.gov

Password — SCDE computer login password

7&7% SOUTH CAROLINA
* STATE DEPARTMENT
& OF EDUCATION

<bme

© Copyright 1999, 2009 BMC Software, Inc.
© Copyright 1996-2013 Numara Software, Inc.

e The Asset Accountant and/or CIO Equipment Manager will receive notification that an
eTicket has been created.

e The Asset Accountant will schedule a pick-up date and time for Furniture.
e The CIO Equipment Manager will schedule a pick-up date and time for IT Equipment.



https://eservices.ed.sc.gov/MRcgi/MRentrancePage.pl

Cell Phone Procedures September 30, 2015

General Information

The South Carolina Department of Education (SCDE) cell phones are tracked as a
Low Value Asset (LVA) on the agency inventory. The following procedures are
provided to aid the agency with the overall cell phone process. These procedures
along with any forms referenced can be accessed on the P: drive-Finance-
Instructions Policies and Procedures Folder.

Cell Phone Procedures:

e The Office requesting a cell phone will create an eTicket request approval.

e After approval by the Chief Information Officer, the CIO cell phone custodian will order
the phone.

e The requesting office will create a shopping cart marked “Asset Unknown”.

e The Asset Accountant will create an asset shell and enter the asset number in the
shopping cart.

e After receipt of phone, the requesting office Point of Contact (POC) is responsible for
notifying the Asset Accountant with the employee’s name, phone #, serial #, MEID # and
location.

e The Asset Accountant is responsible for updating cell phone information into SCEIS and
providing updated information to the CIO cell phone custodian.

e Cell phone serial & MEID #s are physically verified at the end of the fiscal year by the
Asset Accountant.

e When an employee leaves the agency, the employee or office POC will submit an eTicket
request to turn in the phone to the CI1O cell phone custodian.

e If the cell phone will remain in the office for a replacement employee, it is the
responsibility of the office POC to notify the CIO cell phone custodian and the Asset
Accountant.

e If a cell phone is reported lost, stolen or missing, the required asset form should be
completed by the Office POC with the Deputy Superintendent’s signature and submitted
to the Asset Accountant.

e After receiving the required form, the asset accountant will remove the item from the
office inventory and inform the CIO cell phone custodian.
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How to Locate Serial and MEID #s from the cell phone:

Go To SETTINGS

Tap on ABOUT

Scroll Down

Serial & MEID #s listed

Howbdhe
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Procedures

Year-End Inventory Process - Offices:

In accordance with the South Carolina Department of Education’s Procedures, an annual
inventory verification of fixed assets must be conducted as close to June 30™ of each fiscal year,
as possible. Therefore, all inventory items must be scanned, uploaded into SCEIS, and verified.

A memorandum will be sent to all Directors’ at the end of March requesting the Director’s to
appoint a designee as the Inventory Point of Contact (POC).

The Asset Accountant will coordinate a date and time with the office Inventory POC to scan all
items listed on their office inventory.

Prior to the appointment, the Asset Accountant will email the Inventory Packet to the POC.

Inventory Packet Includes:

e Inventory Printout

e Schedule A (In Possession but Not on Printout)

e Schedule B (On Printout but Not in Possession)

e Schedule C (Acknowledgement of Inventory Verification)
e Schedule D (Cell Phone List)

After completion of the inventory verification, the office inventory will be uploaded in SCEIS.

The Asset Accountant will email a Final Inventory Printout to the POC that requires the Office
Director’s signature.

The signed Final Inventory Printout and Schedule A, B, C & D included in the Inventory Packet
should be returned to the Finance Office, Attn: Fixed Assets within five days. The office should
keep a copy of the documents for future reference.
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Procedures

Year-End Inventory Process — Bus Shops:

In accordance with the South Carolina Department of Education’s Procedures an annual
inventory verification of fixed assets must be conducted as close to June 30™ of each fiscal year,
as possible.

A memorandum will be sent to all County Supervisors’ at the end of March requesting the Bus
Shops to conduct an inventory any time before June 30™ and return the completed inventory
printout and schedules to the Office of Finance, Attn: Fixed Assets, no later than July 1%,

The inventory printout, schedules and instructions on how to conduct the inventory will be sent
with the memorandum.

The instructions will refer to one person as the Checker (person responsible for looking at all
equipment and calling out information) and one person as the Recorder (person responsible for
recording information).

Inventory Packet Includes:

e Inventory Printout

e Schedule A (In Possession but Not on Printout)

e Schedule B (On Printout but Not in Possession)

e Schedule C (Acknowledgement of Inventory Verification)

After completion of the inventory verification, the inventory packet should be returned to the
Finance Office, Attn: Fixed Assets within five days. The office should keep a copy of the
documents for future reference.
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Procedures

Year-End Inventory Process — GSSM & GSAH:

In accordance with the South Carolina Department of Education’s Procedures an annual
inventory verification of fixed assets must be conducted as close to June 30™ of each fiscal year,
as possible.

A memorandum will be sent to Governors’ School for Science & Mathematics (GSSM) and
Governors’ School for Arts & Humanities (GSAH) at the end of March requesting to conduct an
inventory any time before June 30" and return the completed inventory printout and schedules to
the Office of Finance, Attn: Fixed Assets, no later than July 1.

The inventory printout, schedules and instructions on how to conduct the inventory will be sent
with the memorandum.

The instructions will refer to one person as the Checker (person responsible for looking at all
equipment and calling out information) and one person as the Recorder (person responsible for
recording information).

Inventory Packet Includes:

e Inventory Printout

e Schedule A (In Possession but Not on Printout)

e Schedule B (On Printout but Not in Possession)

e Schedule C (Acknowledgement of Inventory Verification)

After completion of the inventory verification, the inventory packet should be returned to the
Finance Office, Attn: Fixed Assets within five days. The office should keep a copy of the
documents for future reference.




South Carolina Department of Education

School District Transfers

Transfer To:

Name:

Address:

Phone:

Email:

Equipment Information:

Description:

Make:

Serial Number:

State Decal on Equipment: yes [ ] no []

Inventory/Asset ID Number:

Receiver Signature:

CIO Equipment Mgr. Signature:

Director Signature:

Fixed Assets Manager Signature:

Revised Form: 09/22/15

Date:

Date:

Date:

Date:

(Inventory
Removal)



EQUIPMENT TRANSFER

Department of Education Only

Inventory/Asset ID Number:

Location:

Description of Equipment:

Surrendering Office *Office Director Signature Date
Receiving Office Office Director Signature Date
[] []
PERMANENT TEMPORARY
Cost Center Functional Area Room Number
(Receiving Office) (Receiving Office)

**Approved by:

Deputy Superintendent Signature Date

Fixed Assets Manager Signature Posting Date
*For equipment transfers between sections of the same office, the Director of the office should
sign on this line only as surrendering and receiving office.

**All equipment transfers between Divisions must be approved by the Deputy Superintendent of
the Division surrendering the equipment.

NOTE: If the equipment was purchased with federal assistance or contract funds, the Office

Director certifies that all federal regulations pertaining to the disposition of federal property have
been complied with.

FORM FA1 - Revised 09/22/15



DECLARATION OF INTENT TO DISPOSE OF EQUIPMENT/FURNITURE

Department of Education Only

Inventory/Asset ID Number:

Serial Number:

Location:

Description of Equipment/Furniture:

Approximate Age: Acquisition Cost:
(If Known) (If Known)

Estimate of Fair Market Value or Trade-In-Value:

Condition of Equipment:

] ] ]
DISPOSED SURPLUS TRADE-IN
Division Office
Approved by:

Office Director Signature Date

CIO Equipment Manager (IT Equipment Only) Date
Signature
Fixed Assets Manager Signature Inventory Removal Date

Form FA2 - Revised - 09/22/15



Lost, Stolen or Missing Inventory
Acknowledgement of Inventory Verification

Office: Date

1.  Item Description:

2. Asset/ Inventory #:

YES NO

3. Was Item Lost?
Provide the date and a detailed explanation of the occurrence to include time, name of
employee and last time the equipment was utilized.

YES NO
4. Was Item Stolen?
Provide the date and a detailed explanation of the incident to include time, name of

employee and last time the equipment was utilized. (Attach copy of police report)

YES NO
5. Is Item Missing?
Provide the date and a detailed explanation of the occurrence to include time, name of

employee and last time the equipment was utilized.

| certify that the date, explanation of the occurrence / incident is accurate to the best of my knowledge and
all required documentation has been attached.

Office Designee's Signature Date

Office Director Date
Approved By:

Deputy Superintendent's Signature:

Revised Form: 09/22/15





