MEMORANDUM

To: All Property Managers
From: State Auditor’s Office
Date: January 26, 2021

Subject: Property Inventory Manual

The purpose of this manual is to provide each agency property manager with an up-to-date
property management guide that incorporates procedures published by the State Auditor’s Office,
Department of Finance, Office of Information Technology, and ADECA Surplus Property.

We are providing this manual and training to improve our methods of safeguarding and
accounting for all state property valued at $500 and above, plus items deemed sensitive in nature
regardless of cost. Property Managers play a vital role in the accountability of State assets.
However, it is a team effort on the part of every public employee to be responsible for the assets
assigned and entrusted to them. Property management can be very challenging and daunting at
times, but very rewarding.

Your opinions and suggestions for improving these procedures are important to us, and we
welcome your feedback. Feel free to contact the State Auditor’s Office, Property Inventory
Division for additional information or assistance. Training materials, forms, and additional

resources are available on our website — www.auditor.alabama.gov/resources. We are here to serve

you any way we can.

Mailing Address: Hand Mail Address:
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I. Authority

A. The Property Inventory Control Division, hereafter referred to as the
Property Division, of the State Auditor’s Office was created by Act
610.1969 Regular Session of the Alabama Legislature as codified in the
Code of Alabama 1975, Section 36-16-7. Hereafter, the Code of Alabama
will be referenced by the symbol § and the appropriate paragraph/section
number.

B. The Director of the Property Division is vested by §36-16-10 with authority
to carry out the provisions of §36-16-8 through §36-16-11.

C. Some property is exempt from control per §36-16-11. Property exempt
trom the provisions of §{36-16-8 through 36-16-11 includes all livestock;
animals; farm and agricultural products; property owned or used by or
under the control of all public schools, universities, colleges, and
technical/trade schools; Alabama Institute for the Deaf and Blind; State
Library Service; all fire control equipment purchased by the Alabama
Forestry Commission but subsequently donated to Volunteer Fire
Departments pursuant to {9-3-19; and State mental hospitals and schools.

D. The following Agencies are exempt from the provisions of {36-16-8
through §36-16-10 as it applies to the use of Alabama Department of
Economic and Community Affairs (ADECA), State Surplus division for
disposing of equipment:

Department of Transportation {23-1-64

Alabama State Port Authority {41-16-123

Retirement Systems of Alabama §36-27-3

Alabama Law Enforcement Agency §{32-2-83

Alabama Space Science Exhibit Commission/Alabama Space and

Rocket Center §41-16-123

6. Tennessee Valley Exhibit Commission §41-9-806 (no longer in
existence)

7. Timber at State Parks under the jurisdiction of the Department of
Conservation and Natural Resources that is necessary to remove because
of disease, fire, storm damage, safety, maintenance, or construction
purposes {41-16-123
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II. Definitions
A. AGENCY: (As used in this manual) refers to every Department, Board,
Bureau, Commission, Administrative Office of Courts, and separate
Divisions and offices of the State of Alabama.
B. EQUIPMENT: As an asset, equipment must meet the following tests:
1. Be visible/tangible — not installed in another piece of equipment;
2.  Be non-consumable;



Have a minimum life expectancy of at least one year;

Cost $500.00 or above;

Weapons, regardless of cost;

Computers, laptops, servers, notebooks, netbooks, iPads, external
hard drives (anything with memory except flash drives), regardless of
cost, are now considered sensitive items;

7. Other items deemed sensitive or important enough at a future date
by the Property Inventory Control Division.

C. NON-CONSUMABLE:

1. Everything that is subject to ownership and not coming under the
dominion of real estate;

2. Anything that is not attached to the land or buildings thereon;

3. May be “tangible, having physical existence”, or “intangible, having
no physical existence”, such as patents, inventions, and copyrights.

D. PROPERTY: Encompasses all furniture, equipment, vehicles, and
weapons except portable workstations/cubicles.

E. FIXTURE: Items that have changed from personal to real property upon

being permanently attached to a building. Examples: water heaters,

ceiling fans, security systems, water fountains, HVAC systems, etc.

PROPERTY DIVISION: Property Inventory Control Division of the

State Auditor’s Office.

LOCATION: When possible the description of the location shall consist

of County, Building, Room Number, or Section and person responsible.

DEAD/INACTIVE FILE: Items that have the status changed from

active to inactive upon receipt of a Form SD1.

SCRAP ON SITE: Items that have no residual value left to the State.

Must have approval of Surplus Property.

J. SALE AS-IS WHERE-IS: Items that are sold at Auction through Surplus
Property at current location. There must be a contact person and phone
number of an employee at the location of the property for interested
agents to contact and make arrangements to view property.
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ITI. Responsibilities
A. Duties of the State Auditor’s Office are as follows:

1. Maintain a personal property accountability database via a web-based
software for the State of Alabama [Attorney General (AG) 2003-180].
2. Code of Alabama 1975, {36-16-8 requires the State Auditor, through
the Property Inventory Control Division, to administer a property control
system consisting of inventories of state property by departments,
procedures for the appointment of Property Managers, written receipts for
state property by employees in possession of property, and biannual




verification of inventories of items costing $500 or more; any item deemed
sensitive by Chief, Property Division, State Auditor’s Office, and all
weapons.

B. Chief, Property Division, State Auditor’s Office shall ensure the following:
1. Each agency carries out fully the provision of §36-16-8 through §36-16-
11 applicable to that agency.

2. The Property Division conducts a biennial inventory (every two years)
of all state non-consumable personal property of each agency, board, or
commission, holding every officer or employee strictly accountable for all
personal property assigned to his custody [36-16-8(4)]. The Property
Division will submit a report of audit results to the State Auditor, Agency
Ditrector/Department Head, and Agency Property Manager. The Agency
will be given a period of sixty days to locate missing items and input any
new items located during the audit that have not been entered into the
asset management database. A final report will be sent to the Agency
Ditrector/Department Head and Agency Property Manager, stating the
final count of missing items with their actual cost and any new items that
have not been entered into the database at the end of the 60-day period. A
copy of the final report will be sent to the Attorney General and Examiners
of Public Accounts to determine if further action is to be pursued against
the responsible employee or the Agency in the case of missing assets [{36-
16-9].

3. Upon notification of a pending change in Property Manager for an
agency, the Property Division may audit the inventory of that agency prior
to the departure of the Property Manager [36-16-8(6)]. Depending on
scheduling limitations, only items assigned to the outgoing Property
Manager for larger agencies may be audited.

4. Updates to this Property Manual will be communicated by email.
Property Manager should print the updates and store them with his/her
copy of the Property Manual.

5. Orientation and training are required for all new Property Managers and
must be scheduled as soon as possible after assumption of duties. Contact
the State Auditor’s Office Property Division to schedule training session.
6. Continuing education training is provided on an as-needed basis for all
Property Managers. We encourage all AMS users to take full advantage of
any additional training offered to stay abreast of changes and current
trends. Attendance to the Capitol City Chapter of NPMA (National
Property Managers Association) meetings is highly recommended.
Membership is not required to attend meetings.

7. Quarterly and annual reports of all items Lost, Stolen, and Destroyed,
along with their original acquisition cost and depreciated value are



published on the State Auditot's website for review by the Governor,
Attorney General, Chief Examiner of the Examiners of Public Accounts,
Agency Director/Commissioner, Legislature, the press, and general public.
Beginning with FY2019, quarterly and annual reports are also published on
the State Auditor’s website for assets located that were previously reported
as Lost, Stolen or Destroyed and placed back in service by reactivation.
C. Responsibilities of the Agency Director include the following:
1. Designate an employee as Property Manager for the agency §36-16-8(1).
Failure to designate a Property Manager constitutes negligence of duty and
is punishable by §36-6-10 (also refer to Penalties, page 8).
2. Notity the Property Division of the newly designated Property Manager
by use of the “Designation of Property Manager Form” (Exhibit A). Also,
inform the new Property Manager of his/her duties and responsibilities.
3. Notify the Property Division immediately, or within five workdays, in
writing, if the Property Manager ceases for any reason to be the Property
Manager of the Agency [Section 36-16-8(6)].
4. Institute an Agency internal policy regarding an employee’s physical and
tinancial responsibility for all property assigned to them.
5. Assume full responsibility for the agency property assets in the absence
of a designated Property Manager.
0. Review all published reports on lost, stolen, or destroyed assets.
7. Provide written authorization for any State equipment before it has
been taken for use outside the Agency, either by a contractor or for other
reasons. A Temporary Hand Receipt is recommended for the equipment
temporarily in the hands of another individual/entity whether on loan or
out for repairs. (Exhibit C)
8. Ensure that the provisions of the Code of Alabama 1975, Section 36-
16-8 through 36-16-11 are carried out, as they apply to Agency
responsibilities.
D. Responsibilities of the Agency Property Manager include the following:
1. When newly assigned:
a. Contact the State Auditor’s Office at (334)242-7010 within five
business days to schedule an orientation/training briefing.
b. Conduct an internal inventory audit with the previous Property
Manager, if possible, and locate all assets before signing off on
responsibility.
c. Upon completion of the inventory, execute a written receipt for all
property assigned to his/her agency. Have employees assigned assets
sign a “Person Responsible Form” accepting full responsibility for all
assets issued to them in the furtherance of his/her job duties.
Employees refusing to sign the Person Responsible Form need to be



reported to the Property Managet’s supervisor/manager, Division head,
or Agency Director for further instructions.
d. Acknowledge acceptance of duties and responsibility as Property
Manager by signing the “Designation of Property Manager Form”
(Exhibit A) and submit to the Property Division. Keep a copy of the
form on file for review by the Examiners of Public Accounts during the
Agency compliance audit.
2. Thereafter, prior to October 1 of each year, make a full and complete
inventory of all non-consumable personal property having a value of $500
or more, except books, plus any weapons regardless of cost, and any items
deemed sensitive in nature by the State Auditor’s Office {41-1-6. A Year-
End Letter (Exhibit J) shall be submitted annually on October 1 to the State
Auditor’s Office, Property Division, for year-end inventory count and total
acquisition cost. For those smaller agencies without system access, in
addition to submitting the year-end letter, a letter must be submitted on
April 1 each year. A listing of all inventory held by the Agency, in Excel
spreadsheet format, should accompany each letter submitted on April 1 and
October 1 annually §36-16-8(1).
3. Be the custodian of, and responsible for, all property in his/her Agency
except property for which there is a hand receipt (Exhibit J) executed by the
person responsible for the property [Section 36-16-8(2)].
4. Immediately upon determining that an item of furniture or equipment is
unserviceable, obsolete, or no longer meets the needs of the Agency, should
take action to dispose of the item(s) in accordance with procedures
contained in Chapter IV, Section I, procedures 1 through 7 of this manual.
5. Ensure that no property is disposed of without the written permission of
the Director of ADECA, or the Governor of the State of Alabama, or the
Designee of either of them [Section 36-16-8(3)].
6. Ensure that no property is temporarily loaned or entrusted to another
State Agency or employee thereof without obtaining a signed Temporary
Hand Receipt (Exhibit ).
7. Temporary Hand Receipts are only valid from the time prepared until
the next required annual internal inventory. Temporary Hand Receipt(s)
must be re-signed at the time of inventory and whenever property
changes from the responsibility of one employee to another
employee. New employees should also sign a Person Responsible
form (Exhibit R) as soon as assets are assigned to them for
administration of their job duties.
8. Work with Property Division employee(s) in conducting the State
Auditor’s Office biennial complete physical inventory of the Agency
property account.



9. Maintain copies of SD1’s, either a hard copy or electronic scanned copys;
copies of the year-end letter sent to the Auditor’s Office; copies of the audit
letter sent by the State Auditor’s Office following the property audit;
maintain copies of signed Person Responsible Reports signed annually and
other Temporary Hand Receipts; maintain accurate and timely property
records.

E. Responsibilities of each Agency Employee or Officer include the following:
1. Execute a written receipt or “Person Responsible Report” for all items
of State-owned equipment or furniture assigned or entrusted to them §306-
16-8(2).

2. Upon execution of a Temporary Hand Receipt or Person Responsible
Report (Exhibit R), become responsible for the property which relieves the
Property Manager of responsibility of said assets.

3. Notity the Property Manager before property is transferred to another
area, entrusted to another employee, or disposed of in any manner,
including transferring to another agency.

4. Be held strictly accountable for all State-owned personal property
assigned to him/her, or in his/her possession, regardless of value [Attorney
General’s Opinion No. 96-00130 dated February 9, 1996 and No. 97-00035
dated November 5, 1996].

IV. Penalties

A. The value of any State-owned personal property lost, stolen, or destroyed
due to negligence or willful act of the person having custody of the property
shall be recoverable from such person/employee in an appropriate action
instituted on behalf of the State by the Attorney General [Section 36-16-9].

B. In the event the head of a State Agency neglects to perform the duties
imposed upon him by Section 36-16-8 through 36-16-11, he/she shall be
liable for the sum of $5.00 for each day such neglect continues and for the
value of any and all non-consumable State personal property lost, stolen, or
destroyed as a result of such neglect [Section 36-16-10].

C. In the event the Chief of the Property Division neglects to perform the
duties imposed upon him/her by 36-16-8 through 36-16-11, the State
Auditor shall report such neglect to the State Personnel Board, which shall
administer such disciplinary action against the Chief of the Division,
including the right to discharge him/her, as the Board deems proper under
the circumstances [Section 36-16-10].

V. Inventory Procedures
A. Physical Inventories — In accordance with Section 36-16-8(1), each Property
Manager shall be responsible for the following:



1. Conduct an annual inventory of all non-consumable personal property,
except books, with a value of $500 or more; any item deemed sensitive
by State Auditor’s Office; and all weapons. It is recommended for
internal departmental records that all items be inventoried regardless of
value.

2. For manual agencies without system access, prepare a Property
Inventory Report in an Excel spreadsheet format that lists the Agency
Name and department number, asset/property number, barcode/RFID
number, complete description of item, manufacturer’s serial number or
VIN in the case of vehicles, original acquisition date, original acquisition
cost, location (county, building, room), responsible officer or employee,
class code, activity code, acquisition method, and State fund.

3. For manual agencies without system access, submit a copy of the
inventory listing and an inventory letter (Exhibit J) to the Property
Division on April 1 and October 1 each year. For those agencies with
system access, the Code of Alabama 1975, Section 41-1-6 allows
agencies to conduct an annual inventory and submit the results each year
on October 1. The Year-End Letter (Exhibit |) should list the total
number count of all assets listed in the system as well as the total
acquisition cost of all assets.

4. 1If the internal inventory identifies missing items that cannot be located
after an exhaustive search, an explanation accounting for said property
should be submitted to the Property Manager by the person assigned the
missing property. The Property Manager will then complete a Disposal
SD1, Lost, to be forwarded to the Agency Director/Commissioner for
review along with the explanation from the responsible employee and a
statement from the Property Manager. The Agency Director/
Commissioner then makes a formal determination in writing of
Negligence or Non-Negligence to submit with the SD1 to the State
Auditor’s Office (Exhibit I).

5. Maintain a copy of all inventories submitted to the Property Division for
examination by the State Auditor or employees of the Department of
Examiners of Public Accounts.

B. Additions to the Property Inventory Listing:

1. Within 30 days of receiving an item of furniture, equipment, or vehicle
having a value of $500 or more; all weapons regardless of cost; all
computers, laptops, servers, notebooks, netbooks, iPads, external hard
drives regardless of cost (now considered sensitive in nature because of
internal memory — Policy Statement 403-A and 403-B); either by
purchase (new, used, or from Surplus), transfer from another agency, or
donation, the Property Manager shall take the following actions:




a. Assign a State asset/property number. The asset number consists of
a two-digit Agency prefix assigned by the Property Division, and a 6-
digit number assigned by the Agency (ex. 07-000001).

b. Affix the property number and a barcode/RFID label to the item
(blue barcode/RFID label for items valued at $500 or over, all
weapons, all computers, etc. listed above; green barcode or generic
State property label for items valued under $500).

c. Report receipt of item(s) to the State Auditor’s Office using the
automated Asset Management System (AMS). For smaller manual
Agencies, submit a New Property Acquisition Form (Exhibit F) to
the State Auditor’s Office for input into AMS.

2. If the furniture or equipment was purchased, a Material Receipt Form
(Exhibit B), is no longer required. Follow departmental and Comptroller
guidelines for processing.

3. The item is immediately added to the Agency property inventory listing
in AMS and a barcode/RFID label affixed to the asset.

4. If the item is valued at $15,000 and above, input information into the
State-wide accounting system (STAARS) per instructions/procedures
trom the Comptroller’s Office. Job Aids are available on the STAARS
website. Transfers or Disposals also need to be noted within the system.

5. All inventory updates and changes to an asset should be submitted
online using the automated system as changes occur.

C. Affixing Property Labels and Barcode/RFID Tags — Thete are four
considerations when affixing the property number and barcode/RFID tag to
furniture and equipment:

1. Barcode/RFID tag placement — Place the correct barcode/RFID label
on the item (blue barcodes/RFID tag on items costing $500 or more,
sensitive items, and weapons; and, green labels on items costing less than
$500.) Itis recommended that the barcode/RFID tag be the same
number as the asset number. Property not belonging to the State should
be labeled as to the owner (i.e. Personal Property of Jack Smith, Property
of US Dept. of Education, Property of Chilton County, etc.).

2. Accessibility — The State Auditor’s Office field auditor should be able to
read or scan the barcode/RFID label without moving the item or
moving other items to access the barcode/RFID tag.

3. Consistency — Place label in the same location on similar items (i.e. knee-
well of desks, top right front or bottom right front of file cabinets and
other type cabinets, driver side door post of vehicles, etc.).

4. Aesthetics — Preserving the beauty or historical value of an item is
important, but it should not take precedence over accountability. Labels
can usually be placed in a way that will preserve the beauty of an item
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and still be accessible for inventory purposes. Do not put the label
inside a locked cabinet, or on the back of an item then push it up against
the wall or on top of a server inside a server rack. Contact the Property
Division for assistance on location placement of labels/ tags.

D. Non-computerized (Manual) Procedures

1. An Excel spreadsheet in the proper format is to be maintained by the
Agency.

2. Submit the Excel spreadsheet by the 15" of March and September of
each year.

3. As new property is purchased, submit a New Property Acquisition Form
to the State Auditor’s Office for input into AMS.

4. For Disposals, Transters, or Surplus Transfers, contact the State
Auditor’s Office for assistance in creating the SD1 Form. These forms
must be generated in AMS to ensure property records are accurate.

E. Types of Transfers — Transfer directly from one State Agency to another
State Agency/Entity, transfer to ADECA State Surplus, or Surplus-Sale As-
Is Where-Is.

F. Transfer of property between different State Agencies/Departments —
Property may be transferred directly from one department to another. The
transferring Agency prepares the SD1 in AMS.

1. Complete a Transfer SD1 through AMS. Input the Agency name to
which the property is being transferred in the “Transferred To” box.
Some agencies, such as Finance, OIT, and DOT have multiple agency
codes, so make sure to verify which agency code to use from the
recetving agency Property Manager.

2. The Property Manager of the transferring Agency signs under “Released
By,” and the Property Manager of the receiving Agency signs under
“Received By.” Both signatures should be obtained before sending to
the State Auditor’s Office for final approval. The receiving Agency
Property Manager should write its new property number(s) on the SD1
form. NOTE: The Property Manager from each Agency, or designated
employee with SD1 signature authority, must sign the SD1 form. This
prevents any employee from ‘giving’ property to another Agency.

3. Once the SD1 is received and approved by the Property Division, it is
signed in the “Approved By” area and a copy sent back to the
transferring and receiving department.

4. The transfer can then be completed. The receiving Property Manager
completes the transfer within the system through the SD1 number,
NOT by entering a new asset. 1f the Property Manager is unsure about
proper procedures, let the Property Division complete the transfer in the
system.
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5. After the transfer has been completed within the system, the Property

Manager can then pull up the new property number, input the barcode/
RFID number and affix the property number and barcode/RFID label
to the item, add the person responsible, location (county, building,
room), and activity code.

As new items are assigned to an employee, it is a good practice to print
and have the employee sign a new Person Responsible Report for
internal records; therefore you have acknowledgement from the
employee that he/she is now tesponsible and accountable for the
additional items assigned to them. Also print and have the former
responsible employee sign a new Person Responsible Form once items
are removed from his/her responsibility.

Agencies are not allowed, unless by Code, to sell assets to another State
Agency, County/Municipal Government, or other entity. If an Agency
wants proceeds from the sale of its property, it MUST go through
Surplus Property for them to facilitate the sale.

G. Transfer of property to State Surplus — All assets being transferred to State
Surplus, over and under $500, must be put on the SD1 form created in AMS
by the Agency Property Manager. Vehicles sent to State Surplus need to be
on a separate SD1 and not co-mingled with regular assets. It is preferred
that non-tagged assets under $500 also be listed on a separate SD1. Print
two copies of the SD1. When items are carried to Surplus, obtain signatures
from Surplus staff. Surplus keeps a copy and the agency keeps a copy for its
records, then forwards a signed copy to the State Auditor’s Office. Surplus
no longer sends copies to the Auditor’s Office. It is the responsibility of the
Property Manager to send copies.

1.

State Surplus Transfer — direct transfer of assets to State Surplus offered
for sale to other State Agencies, County and Municipal Governments,
and other approved donees listed with Surplus.

Sale As-Is Where-Is — for items too large and costly to transport to
Surplus, or in the case of relocation, it is more cost efficient to have a
Sale As-Is Where-Is approved on site by State Surplus. Someone on site
must be available for inspection by interested parties.

Direct Transfer — The designation of assets directly transferred to
another entity must go through State Surplus. The entity must be on the
approved list. Surplus charges a small fee to the receiving entity. The
agency can opt to pay this fee when transferring to schools or approved
non-profit organizations.

Proceeds from the Surplus sale of non-consumable State property valued
at $500 and above which was purchased with State funds should be
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deposited into the State Treasury to the credit of the fund from which
the property was originally purchased.

H. Transfer of property to exempt departments or Non-State Entities — State
non-consumable personal property may be transferred to exempt State
agencies, i.e. Department of Mental Health, Alabama Institute for the Deaf
and Blind (AIDB), State Universities/Colleges. Transfers to Non-State
Entities are not allowed. The only exception would be when a vendor
removes and hauls off a large piece of equipment that cannot be transferred
to Surplus property or sold As-Is, Where-Is. This type of transfer will be a
Disposal, with the method of External Org. The following conditions
should be met before transferring to an exempt agency or non-state entity:

1. Item(s) are offered to all State Agencies first, with no takers.
Documentation is required.

2. Item is functionally and/or technologically obsolete to the State Agency.

3. Item will have no re-sale value if disposed of through State Surplus or
sold As-Is, Where-Is. Request to Scrap on Site from Surplus.

4. All costs associated with dismantling and/or transporting the item will
be the responsibility of the receiving entity.

5. The State of Alabama will benefit by not incurring any cost associated
with the disposal of the item.

6. The actions required by 1 through 5 above must be documented and
attached to Form SD1 and approved by Surplus Property or the Auditor’s
Office Property Division prior to the actual transfer.

I. Types of Disposal Actions — When property is lost, stolen, destroyed,
scrapped, transferred, or declared surplus, the property inventory records
must reflect the disposition of the item. Deletions from the property
account/asset listing must be completed on a Form SD1 created within the
asset management database.

1. If property is declared surplus and is to be sent to a State Surplus Center,
or Scrap on Site, the action is considered “Routine.” An SD1 must be
completed by the Agency Property Manager and forwarded to ADECA
State Surplus for processing and approval. All electronic equipment
with memory must be sanitized prior to sending to Surplus or
transferring to another agency (Exhibit G). If hard drive is removed, it
is recommended a new one be added to the computer/laptop as it will
sell at auction for a higher price than one without any hard drive.
NOTE: Surplus must approve and sign all Scrap on Site disposals, but
SD1 must be sent by the Property Manager to the State Auditor’s Office
tfor processing. Pictures of items must be sent to Surplus for verification
of condition of asset and an explanation of why agency is requesting to
scrap the item.
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2. If property is lost, stolen, destroyed, or involves an administrative error
(transfers to another agency, bookkeeping error, retirement gift, removal
of fixture from account, etc.) and not declared surplus, then the action is
considered “Non-Routine.” An SD1 must be completed by the Agency
Property Manager and forwarded to the Property Division for approval
and processing.

3. For Non-Routine actions, except for transfers between Agencies, the
Agency must provide the Property Division with a complete explanation
of circumstances and events. This information should be in the form of
a letter or memo attached to the SD1. If space permits in the remarks
section, the explanation can by entered on the SD1. Lost, stolen, or
destroyed items require a statement from the responsible employee and a
determination of Negligence or Non-Negligence from the Agency
Director/Commissioner, Assistant Director/Commissioner, or the
Manager or Supervisor of the employee (Exhibit I). Instead of multiple
memos, the Property Manager may want to submit all information on
the Loss of State Property Report (Exhibit M) which can be completed
with all information and required signatures.

4. The Disposal procedure implemented by the Property Manager is based
on the reason for disposal as listed below:

a. Lost — Cannot be located after an exhaustive search by the person
responsible and the Property Manager. The person assigned the item
should submit a memo to the Property Manager indicating when the
item was last seen or used along with an explanation of why the item
cannot be located. This information is included on the Loss of State
Government Property Report. Forward all supporting documents
and the SD1 to the Property Division for final approval and
processing. A brief explanation should be added to the Notes field
on the Asset Detail screen in AssetWorks.

b. Stolen — Theft of property or burglary (forced entry). The Property
Manager must attach the Police Report to the SD1. Depending on
the circumstances, a statement from the person assigned the
equipment should also be attached. This information is forwarded to
the Agency Director/Commissioner, Assistant Director/
Commissioner, or the Manager or Supervisor of the employee for
determination of Negligence or Non-Negligence or have the
employee complete the Loss of State Property Report and obtain
necessary signatures. Forward all supporting documents and the SD1
to the Property Division for final approval and processing. A brief
explanation should be added to the Notes field on the Asset Detail
screen in AssetWorks.
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. Destroyed — From an accident, vehicle accident not covered by
insurance, fire, vandalism, disposed of without authority or approval,
etc. The Property Manager must obtain a Police, Fire, or Incident
Report as appropriate, prepare a Loss of State Property Report, and
obtain necessary signatures. Attach documentation, including the
negligence/non-negligence letter, to the SD1 and forward to the
Property Division for approval and processing. A brief explanation
should be added to the Notes field on the Asset Detail screen in
AssetWorks.

. Natural Disaster — Items destroyed by a tornado, hurricane, flood,
straight-line winds, hail, tree falling on vehicle or structure during a
storm, etc. Provide documentation of incident along with the SD1.

. Retirement Gift — Officers in good standing and allowed to carry a
weapon can be given their service weapon and badge upon
retirement from State service per Code Section 36-21-8 through 9.
This is processed through a Disposal, External Org SD1. Attach the
signed retirement affidavit (Exhibit N) to the SD1 to send to the
Property Division. The Property Division will approve and process
in the system and then return an approved copy to the Agency to
retain for its records. Laptops, iPads, tablets, any other electronic
devices or State-owned property cannot be given to an employee,
including the Agency Director, as a retirement gift. Employees or
Directors cannot purchase their State-issued electronic devices or
other property upon retirement either.

Seized — Use this method of disposal when equipment (usually
electronic items such as computers) are seized for investigation by
the Attorney General’s Office, a local sheriff, ALEA, FBI, or other
law enforcement agency. If the item is returned to the agency after
an investigation is completed, the item can be reactivated and placed
back into service. Contact State Auditor’s Office Property Division
for reactivation of item.

. Scrap on Site — Equipment or furnishings are obsolete or broken and
have no value to the Agency or any sale value to ADECA State
Surplus. The Property Manager and his/her Supervisor/Manager
should sign the SD1. The item must be viewed by a staff member of
Surplus by sending photos of the item along with an explanation of
why it should be scrapped before approval is given to Scrap on Site.
NOTE: State Surplus must approve all Scrap on Site disposal actions
and sign the SD1. The Property Manager then sends a signed copy
of the SD1 to the Property Division for processing in AMS. Remove
all identifiable markings, barcodes, and property tags before

15



VI.

disposing of the asset. Items can then be disposed of in an
appropriate manner. All electronic equipment MUST have the hard
drive removed before disposal/scrapping.

. Admin Error — Administrative or bookkeeping error; examples such

as entering an asset twice and assigning the asset two separate
property numbers; the total acquisition cost was under $500 and the
item is not considered a sensitive item; asset is a fixture attached to
real property/building; an appliance hard wired into building; item
was previously sent to Surplus as a non-tagged asset under $500
(reference previous SD1 in Remarks section). Items permanently
attached to real property need to be added to the cost of the building
for insurance purposes. An explanation of circumstances needs to be
included in the remarks section of the SD1 or attach an explanation
or statement of circumstances to the SD1. Contact the State
Auditor’s Office for assistance with Admin Errors if unsure.
Trade-In/External Org — Weapons are the only exception allowed
for trade-in of credit toward a newer weapon through eligible
vendors approved through State Purchasing (AG Opinion 85-003906).
All other trade-ins for equipment are not allowed per AG Opinions
79-00008 and 88-00049. If items are too large to transport to Surplus
Property or not working and obsolete, you can request to Scrap on
Site and allow the vendor replacing the equipment to haul it off if
approved. This must be done prior to disposing of asset and have
the signed approval of Surplus. This is done as a Disposal, Scrap on
Site and in Remarks, put obsolete equipment.

External Org — Use this method when a vehicle or asset is totaled by
insurance company or Risk Management and funds are disbursed to
the agency. Other instances of External Org are donations of
equipment to other entities such as Volunteer Fire Departments or
Rescue Squads; public College or University; a County EMA, etc.
Weapons given to retiring law enforcement officers are done through
this method. External Org is also used if a vendor is replacing
something that cannot be taken to Surplus, such as an HVAC system,
or replaced under warranty. A representative of the receiving entity
should sign the SD1 under Received By. Attach supporting
documentation to SD1 and forward to the Property Division for final
approval and processing.

Miscellaneous Procedures
A. Computing “Cost”
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1. The cost of all property/assets shall be the carrying cost
promulgated by Generally Accepted Accounting Procedures (State
Auditor Policy Statement A104). This includes the original purchase
price to include all components; any shipping or freight charges; any
installation or set-up charges; plus, improvements or enhancements
made to the asset (not including repair costs), minus the salvage
value of any components removed from the asset.

2. All agencies, except agencies purchasing property with proprietary
tunds, shall record property purchased from another State Agency,
including ADECA State Surplus, at the disposing Agency’s original
purchase price, plus or minus adjustments, as defined above. The
purchasing Agency should also use the original purchase date of the
selling Agency. This theory is based on the fact that the State as a
whole has not disposed of the property and should continue to
maintain the original purchase price and date in the system. Surplus
provides this information to the State Agency on its invoice.
Proprietary Funds should record new acquisitions at Fair Market
Value (FMV), which is usually the acquisition cost.

B. Correcting Property Records

1. When property records are found to be inaccurate due to a keying
error, i.e. incorrect serial number, description, color, model, etc., the
Property Manager should make the necessary corrections in AMS.
Depending on how old the record is in the system, the agency may or
may not be able to correct the original acquisition cost or date by
clicking on the Accounting entry, make the changes and then save
changes. If the system will not allow you to make the changes, send
a request to the Property Division through AMS. Mass changes for
Person Responsible or Location can be accomplished by submitting a
Batch Modity Request [Exhibit H] to the Property Division. For
mass changes in Description, contact the I'T Specialist in the State
Auditor’s Office for instructions.

2. Upgrades added to a piece of equipment can be added to the cost by
creating an accounting entry within AMS for the additional
components added. If replacing parts of an asset, remember to
decrease the cost by the amount of the item being replaced, then
increase the cost by the amount of the replacement item being added.

3. Manual Agencies without AMS access may submit any change
requests by e-mail or fax with all necessary information of fields that
need to be changed, including the asset number. Agencies without
AMS access need to maintain an Excel spreadsheet or internal
document with a complete listing of all property. Contact the
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Property Division for correct format. Excel spreadsheets should be
submitted to the Property Division by the 15" of April and
September annually. Contact the Property Division for assistance in
completing any SD1 Forms for Transfers or Disposals.

C. Depreciation

1.

The term depreciation, as used in this manual, applies to property
inventory procedures only. The State Comptroller’s Office uses
records in AMS and in STAARS each year to run its depreciation
calculations for use in the CAFR. AssetWorks does not automatically
calculate depreciation. Agencies may contact AssetWorks and pay an
additional fee for the depreciation module if needed.

Straight-line depreciation may be used to calculate the dollar amount

to be reimbursed for furnishings, equipment, and vehicles that have

been lost, stolen or destroyed and deemed to be due to negligence of
the responsible employee.

a. Formula Used: 10% depreciation per year from date of
acquisition not to exceed 90% of the value of the item. All assets
must retain a minimum of 10% of their original value regardless
of age.

b. Exceptions: Antiques, art-work, weapons, and books will not be
depreciated. The full appraised value will be collected.

If a lost, stolen, or seized item is later recovered and is in working

condition, the State of Alabama will have the option of accepting the

item and refunding the monies collected from the employee or
allowing the individual to retain the item with no refund allowed.

D. Donated Items (Gifts)

1.

4.

A letter should be obtained from the donor (Exhibit D) describing
the donated property. The original cost should be given if known to
aid in establishing a Fair Market Value.

Upon receipt of donated property, the item(s) will be assigned a
current fair market value, or replacement cost, by researching items
via the internet. An appraisal can also be used when appropriate and
not cost prohibitive.

If the assessed value meets or exceeds the $500 threshold or is
deemed to be a sensitive item, a property number is assigned, a
barcode/RFID label affixed, and the item added to the department’s
property inventory in AMS.

The assigned property number(s) will be annotated on the donation
letter and the original copy maintained by the agency.

E. Grant Equipment Purchased by the State of Alabama
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1. Equipment purchased by the State of Alabama with federal grant
funds shall be used, managed, and disposed of in accordance with
State and Federal guidelines. Read the grant and seek advice from
your legal staff, or contact the Auditor’s Office, if you are unsure
how to account for items. If items will be treated as State property
and disposed of through normal State Surplus channels, a property
number needs to be assigned and the asset entered in AMS regardless
of which funds were used to purchase the items.

2. 1f the assets are purchased with federal grants or county funds
and will be returned to the granting agency, then items need to be
labeled as such, i.e. “FEDERAL PROPERTY PURCHASED WITH
FEDERAL GRANT” or “PROPERTY OF ABCD COUNTY .”
This prohibits items being accounted as new items not yet input into
Asset Works when the field auditor is conducting the agency
property audit.

F.  Leased Property - For ownership identification purposes, leased property
will be labeled “LEASED FROM (give company name, address and
telephone number)”.

G. Lease-Purchase Property — Items acquired through lease purchase
agreements or installment sales agreement will be assigned a property
inventory number when the item is received. (Attorney General’s Opinion
97-00035).

H. Loaned Property — Although the State of Alabama does not own “loaned
property,” it sometimes becomes a permanent type of loan. To ensure
accountability for items entrusted to the State, the following will apply:
Items on temporary loan, such as historical pieces on loan from another
State or County for less than one year, need to be clearly labeled — “On
Loan from (Name of Entity), Property of (Name of Entity).” Items with a
value of $500 or more, or items deemed sensitive and on loan longer than
one year will be assigned a property number, a barcode/RFID number
affixed to asset, and added to the department property inventory. If the
actual cost is unknown, the fair market value will be used.

I. Personally-Owned Property — For ownership identification purposes,
personal property of an employee brought to the job site should be labeled
or marked “PERSONAL PROPERTY OF (owner’s name)” to avoid being
added as a new item during the biennial property audit performed by the
State Auditor’s Office.

J. Permanently Installed Property

1. If an item or feature is/will be permanently installed in/on a major
piece of equipment, a state property number will not be assigned.
Instead, the property record of the major item will be updated to
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reflect the additional cost and description. Examples would be
memory added to a computer, telephone added to a phone system, or
a lift gate added to a pick-up truck.

2. If an item or feature is permanently installed to the land or any
building thereon, a state property number will not be assigned. Once
installed, the character of an item changes from personal property to
real property and is commonly known as a fixture. The test of a
fixture is intent. “Was the installation intended to be permanent?”
“Will the item be disposed of eventually through normal Surplus
channels?” For items permanently installed, the cost of the real
property or building should be increased by the cost of the item
installed. Rule of thumb — if the item can be removed and taken to
Surplus property for disposal, assign it an asset number. If it will be
dismantled and taken away by the vendor when replacement needs to
be done, do not assign it a number. If in doubt, contact the

Auditor’s Office.

Examples of Permanent Fixtures:

Ceiling Fan Built-in Appliance
Water Heater Built-in Shelving
Water Fountain Tower w/Footing e.g. Fire,

Radio/TV, Weather
Plumbing Fixture e.g. Sink, Toilet, Tub

Air Conditioner/Heater Customized built-in desk area
Built-in Bookcase Security System/Camera
Light Fixtures Walk-in Freezer

If an item or feature is used with, but not permanently installed in/on a
major piece of equipment, it must be assigned a separate property
number if it is $500 or above. NOTE: See State Auditor Policy
Statement A108. Examples: computer monitor, printer, tractor
attachment, radio mounted in a vehicle, etc.

K. Swapping — Agencies may not swap or otherwise trade non-consumable
personal property between themselves or with a non-governmental agency
(Attorney General’s Opinion Feb 7, 1975). A transfer must be completed,
or a Temporary Hand Receipt received, for items physically located
elsewhere, such as an item sent in for repair.

L. Trade-Ins
1. Surplus Property procedures as codified do not provide for the trade-in

of State of Alabama non-consumable personal property (Attorney

General’s Opinion 79-00008, and 88-00049.)
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2. Exceptions to the no trade-in rule are Attorney General’s Opinion 82-
00326 AND 85-00396 concluding that old weapons could be traded in
as part of the purchase price of new weapons.

M. Warranty Replacements - If a defective item is sent back to the
manufacturer or vendor for repair but cannot be repaired, and the vendor
sends a replacement item, the property manager shall take the following
actions:

1. Make changes in department property record to reflect changes in
make, model, color, serial number, and cost if any. Note: replacement
items must be equal to, or better than the original. If the replacement
item is not a similar item, create an SD1 Disposal, External Org, and in
Remarks put “Replaced under Warranty,” provide documentation to
the Auditor’s Office along with the SD1. Enter replacement item as
new item in AMS and assign a new property number.

2. Forward updated information to the State Auditor’s Office via
automated system, if automated, or in Excel spreadsheet, if manual.

N. Property Inventory Label Source - For information regarding criteria used
for property inventory label and barcode/RFID labels contact Property
Inventory Division at (334) 242-7010.

O. Seized Weapons — Must be handled and disposed of as ordered by the

Judge. If order allows the Agency to put the weapons into use, the weapons

can be issued a property number and added to inventory based on the Fair

Market Value. At time of disposal, unless ordered to be destroyed, they can be

used as trade-in on newer weapons.

P. Repair/Maintenance Parts - At times, agencies purchase additional parts to

be used to repair existing equipment in a timely manner instead of ordering

necessary parts and having the equipment out of service while waiting on parts
to be received. Sometimes these parts exceed the $500 threshold. In the case
where additional parts are ordered for repairs, such as internal hard drives, then
it should be coded to Object Code 0500-Repairs and Maintenance for payment
in STAARS. Refer to the Sub-Object code under Chart of Accounts for

Expenditure Objects on the State Comptroller’s website.

https://comptroller.alabama.gov/chart-of-accounts/.

Q. Upgrades & Betterments - Other times, spare parts are purchased as an

upgrade or betterment to an asset and will be installed into or on an existing

asset. If the purchase price of an item used as upgrades or betterments is $500
and above, the item does not need a separate property number in Asset Works
to be paid for in STAARS. Simply adjust the cost of the existing asset number
by creating an accounting entry in Asset Works or request a change in the
original acquisition cost. Reference the asset number in STAARS along with
using the correct Object Code of 1400-Other Equipment and Durable Item
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III.

Purchases. Refer to the Sub-Object code under Chart of Accounts for
Expenditure Objects for the State Comptroller.
https://comptroller.alabama.gov/chart-of-accounts/.

R. Child Attachments — Child attachments are items purchased as an upgrade
or betterment. They can be used on various pieces of like equipment but
typically are permanently attached to an item, like a lift gate or camper shell on
a pick-up truck or additional blades to a server. Typically, the child attachment
cannot function on its own but must be attached to another asset. In this
example, you would create a separate asset number in Asset Works if the item
is over $500. After entering the data, click Save & View, and then enter the
“parent” asset number it is being used with and the type of attachment,
permanent or temporary. If the “child” attachment is ever removed from the
asset and placed on another asset, then the “parent” asset number needs to be
updated. If the “child” attachment is removed to send to Surplus, transferred
to another agency, or a Disposal created, then the “parent” asset number will
have to be removed and disassociated before you can add the “child” asset
number to the Transfer or Disposal SD1. Contact the Property Division for
assistance with child/parent attachments.

Surplus Property Procedures
A. Purpose and Usage:

1. There are two Surplus Property Centers in the State. The primary
center is located at 4590 Mobile Highway in Montgomery. This facility
accepts state and federal surplus property and sells it to other state
agencies and those entities eligible under the Federal Surplus Property
Program. The second center is located at 3445 Eva Road in Eva. This
facility normally accepts federal surplus property only and sells it to
those entities eligible under the Federal Surplus Property Program.
Both centers serve as a final sale site where items available for sale are
listed on the ADECA, Surplus website and govdeals.com. Contact
Surplus location for appointment when delivering items to Surplus.

2. Property may be “Scrapped on Site,” or sold “As is Where is,” rather
than taking it to the Surplus Property location. DO NOT mix these
property categories on the same Form SD-1. Each requires a separate
Form SD-1 and each requires the approval of Surplus Property. (See
section with Example SD1’s following Policy Statements.)

B. Delivering Surplus Property
1. ALL Surplus property delivered to a center must be listed on a Form
SD-1. The exceptions are: computer accessories such as the mouse,
keyboard, speakers, cords/cables; office supplies such as 3-ring binders,
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desk trays, desktop sorters, paper, ink or toner. Surplus will take these
type items, but they do not need to be listed on the SD1.

. Vehicles need to be listed on a separate Form SD1. Items over $500
need to be on a separate SD1, and items under $500 should also be listed
on a separate Form SD1 to expedite unloading and receipt. Vehicles
also need to be on separate SD1’s. Send the completed Form SD1 to
the Surplus Center where items are delivered. Also send a signed copy
to the State Auditor’s Office for file records.

. Deliveries are accepted in Montgomery at 9:00 a.m., 10:30 a.m., and 1:00
p.m. Monday through Friday. No deliveries will be accepted after 2:00
p.m. Call (334) 284-0577 to schedule deliveries. Delivery must be at the
time specified. Failure to be on time may cause you to have to
reschedule. If you cannot keep the appointment time, email or call to
reschedule delivery. Surplus also needs to know the size of the
load/truck to be able to provide adequate time for unloading. Itis the
responsibility of the agency turning in the property to arrange
transportation for delivery. Bring in each item listed on the Form SD1.
Items not brought in will be lined off the Form SD1. They can be
included on future SD1’s.

. Upon delivery, the property will be checked in against the Form SD1
and signed in the “Received By” block by the Receiving Clerk at Surplus
Property. The agency Property Manager or designee should be present
when unloading items to ensure accuracy and identify any items in
question. One copy of the signed Form SD1 will be retained by the
delivering agency to serve as authority to delete the item from the
agency’s inventory account. A complete item must be turned in to
receive credit for delivery, (i.e. you cannot turn in a handle and get credit
for a lawn mower). Note: Surplus Property does not accept used
mattresses or tires. Used batteries will be accepted but gz/y if they are in
saleable condition.

. Before delivering vehicles, the agency must remove the license plate (tag)
and all decals and/or lettering that identifies the vehicle as state property.
Remove any other equipment installed in the vehicle that has a property
number, or make sure that items attached/installed are also listed on the
SD1. The vehicle should be cleaned inside as well as inside the trunk.
Do not leave trash or any other items of property in a vehicle. Vehicles
should have all sets of keys at the time of turn-in, including a trunk key if
separate. A Certificate of Title must accompany the vehicle to Surplus
Property if manufactured in 1975 or later. A completed Odometer
Statement must be attached to all titles for vehicles up to 10 model years
old unless the title is a “Blue Form” with the appropriate mileage
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statement on reverse. Do not fill in Assighment Section. The Property
Manager should only sign in the block labeled “Signature of Seller.”
Titles incorrectly filled out will require the agency to obtain a
replacement title before vehicles can be transferred. Vehicles cannot be
sold by Surplus without a title or keys. Therefore, vehicles will not be
accepted for turn-in without accompanying title and keys at the time of
delivery to Surplus. Also, the VIN on the Title must match the VIN on
the vehicle, the one in AMS and on the SD1. NOTE: FAILURE TO
COMPLY WITH THE FOREGOING PROCEDURES WILL
CAUSE REJECTION OF PROPERTY BY SURPLUS
PROPERTY.

6. Surplus Pick Up of Property — If the agency does not have a means of
taking items to Surplus Property, arrangements can be made for them to
pick up your items as long as a truck is available. However, it is the
responsibility of the agency to load surplus items onto the truck. Surplus
Property no longer provides labor to load surplus items. Alabama
Correctional Industries can be contacted for temporary labor to assist
with moving heavy items if the agency does not have anyone that can
assist with loading.

C. State Direct Transfers
1. Between State Departments — Property may be transferred directly
between state departments. Fill out Form SD1, Transfer, as usual,
except instead of showing “Surplus Division” in the
TRANSFERRED TO block, show the department to whom the
property is being transferred. Both the RELEASED BY and
RECEIVED BY signatures of the Property Managers should be
obtained before sending the Form SD1 to the State Auditor’s
Office Property Division. Once the Form SD1 is received by the
Property Division, it will be signed in the APPROVED block and a
copy sent to the property managers of both departments. The
transfer can then take place. When going through State Surplus for
a Direct Transfer to another agency, the receiving agency will be
charged a processing and handling fee by Surplus. A State Direct
Transfer through Surplus Property is the only way an agency can
charge a fee for property, or “sell property” to another agency,
unless the agency has authority to sell their assets. Only a few
agencies have this ability.
2. From a State Department to any other Eligible Organization
a. Property may be transferred directly from any State Agency to
any organization that is legally entitled to receive it. To ensure
the organization (a school, city, etc.) is legally entitled, Surplus
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Property must first be contacted before the property physically
changes hands to ensure the receiving entity is eligible. No
property can be transferred in this manner “free of charge.”
State law requires that fair market value be obtained for any
property disposed of in this manner. NO property can
physically change hands until eligibility is established, and a price
determined and agreed upon with the organization receiving the
property.

Once the above process is complete, Surplus Property will
contact the State Agency requesting the transfer. At this time a
Form SD1 can be prepared as usual. In the body of the Form
SD1, Method will be State Direct Transfer, and in the Remarks
section, indicate the organization to which the property is to be
transferred. Send the Form SD1 to Surplus for completion of
all remaining paperwork.

D. Obtaining Surplus Property

1.

Items located at Surplus Property are available for sale to State
Agencies and other authorized recipients for 60 days. State and
Federal items are listed on the website for ADECA, Surplus
Property under “Inventory Available to Donees Only.” Items can
also be viewed by visiting the Surplus Warehouse. Authorized
representatives of State Agencies and other entities are encouraged
to visit on a regular basis. Only authorized individuals listed on file
may sign for surplus items. Those listed as an authorized
representative may delegate authority to other staff members to
select property by issuing a temporary permit for a one-time visit.
Permits should contain a sample signature of the person delegated
to select and receive property and specity the date purchase is
authorized. After 60 days, items are added to www.govdeals.com
for online auctions to the general public and advertised on the
ADECA Surplus Property website and through social media.
Upon selection of surplus items from State Surplus, a State Sales
Invoice or Federal Distribution Document (for federal property)
will be prepared listing those items selected. The buyer will be
given a copy of the invoice(s) to serve as a statement of service and
handling charges. State law requires payment within 60 days. If
payment is not received within 60 days, the purchase must be
returned. The completed sales receipt is also the Agency’s authority
to add items(s) received to their inventory. It is the responsibility of
the purchasing agency to pick up all items selected. If the property
manager is unable to transport the item(s) at the time of selection,
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Surplus will hold the item(s) for three days so the property manager
can arrange to pick up the selected items. Surplus Property
Division may deliver, if drivers and appropriate trailers are available,
for a small delivery fee. Arrangement for deliveries must be made
with Surplus staff. Delivery will be made at a pre-arranged time. It
is the responsibility or the property manager and/or agency staff to
otf-load items at agency.

Items purchased from State Surplus, with an original acquisition
cost of $500 or more must be added to the purchasing agency’s
property account at the original acquisition cost and original
acquisition date, not at the purchase price and date obtained from
Surplus.

Agencies must retain and put into use any Federal Surplus property
obtained from ADECA Surplus Property for a period of one year.
If the original acquisition cost is greater than $5,000, then the
property must be retained and in use for a minimum of 18 months.
All federal property purchased through ADECA Surplus Property
is subject to random inspection from Surplus staff or GSA at any
time. AssetWorks automatically sends the Authorized
Representative of a Surplus Property Program account via
electronic means utilization and compliance forms for federal
property purchased through ADECA that conforms to the
designated thresholds (i.e. federal property with an acquisition cost
of $5,000 or greater and controlled property like weapons, aircraft,
and certain vessels). Refer to ADECA’s website for compliance
information and forms at ---
https://adeca.alabama.gov/Divisions/Surplus/Pages/Eligibility.asp
x#UandT. Utilization and compliance forms can be emailed to:
Surplus.Compliance(@adeca.alabama.gov.

F. Want List

1.

2.

The Surplus Property Division maintains a “Want List” of property
requested by agencies. Such lists will be comprised of “specialized
items(s)” such as vehicles, construction equipment, shop
equipment, boats, and other large items. Advise the Surplus
Property Center of your “WANT” requirement. Requests will be
placed on the list effective the date of the request. Requests will
remain on the list for one year, or until the item is received,
whichever comes first unless the agency notifies Surplus they are no
longer in need of such item.

Common use items that can generally be found in stock will not be

placed on the “Want List” such as filing cabinets, desks, and chairs.
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Property will be offered in date sequence received at Surplus
Property Division — “first received, first offered.” Exceptions will
be made in emergencies.

G. Public Sale of Surplus Property
ADECA Surplus Property Division will conduct sales of State surplus
property to the general public after 60 days from receipt of property.
Such sales are done through on-line auctions on www.govdeals.com or

property can be located and advertised at the agency’s facility to be sold
“As Is Where Is.”

1.

AS-IS WHERE-IS — Prepare Form SD1 (Exhibit R). In the body
of the Form SD1 Form, indicate that the property is to be disposed
of “As-Is Where-Is.” Surplus Property will approve the request for
sale at the agency’s location. This property will be identified as
property to be sold “As-Is Where-Is.” Describe the property in as
much detail as possible to generate bidder interest. The name of a
contact person, phone number, and address of location zzst be
included on SD1. The contact person needs to be available during
normal business hours for interested bidders to view/inspect
property.

ONLINE AUCTIONS: After being held for 60 days, items sent to
Surplus will be listed online at www.govdeals.com and available for
purchase to the general public. Items purchased through the online
auction will be paid for online through govdeals.com. On items not
paid for within the allotted time, the items will be placed on the
next auction until sold and payment collected. Payments are then
remitted to State Surplus from govdeals.

ADVERTISEMENT: Advertisement for Public Auctions will
appear on the website for ADECA Surplus Property, notices will be
sent out by email, and advertised through social media channels two
weeks prior to auction date. Auctions begin on a Thursday and run
through the following Wednesday. All bidders will be afforded an
opportunity to inspect property on the Friday after the start of the
auction from 8:00 a.m. — 3:00 p.m. Central Time.

PAYMENT OF SUCCESSFUL BIDDERS: Property sold through
the online auction site will be paid through govdeals.com who then
submits payment to ADECA for distribution to agencies. All
purchases shall be paid for and picked up no later than five (5)
business days after the high bidder is determined at the close of the
auction. Failure on the part of the purchaser to pay and remove
property within the allotted time results in property reverting back
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to the State of Alabama. Buyers failing to follow guidelines, or
other irregularities on their part, will be permanently removed from
the prospective buyers list and permanently barred from the
participation in all future auctions.

H. Reimbursement for Sale of State Property
Reimbursement for the sale of State property will be issued to the
agencies as prescribed by the State Comptroller. Reimbursement will
not be made for non-controlled property, (i.e. property with an original
acquisition cost of less than $500, or property determined to have no
value other than as scrap). Surplus Property Division of ADECA retains
a nominal fee from the sale of property and remits the balance from the
sale back to the agency in a timely manner.
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State Auditor of Alabamy

THE ALABAMA STATE HOUSE

Montgomery, Alubama 36130

TERRY ELLIS CHARLEY BAKER
EXECUTIVE ASSISTANT

ETATE AUDITOR
[205) 242-7010

Policy Statement

Statement Number: Al104

Subject: Cost Assigned to Property Items

Effective Date: April 1, 1993
Scope: All State Agencies

Policy: The "cost" of a property item shall be the carrying cost promulgated
by Generally Accepted Accounting Principles. Currently this cost is:

the original purchase price

plus any incoming freight charges

plus any installation or sctup costs

plus the costs of any improvements or enhancements other than

normal maintenance and repairs
less the lower of cost or salvage value of any component removed.

Any property purchased from another state agency including the ADECA
Surplus Sale Lot should be added to the buying Agency’s property records at
the disposing Agency's original purchase price plus adjustments as defined

above.

Donated property and other items transferred to the state should be added to
inventory at the fair market valuc of the property at the time of transfer.

Discussion/Background/Examples:  This policy corrects two problems
with carrying costs of property.

First, it defines specifications as to what costs are included in "Cost" and what
changes should be made to the carrying cost by "Change Letter" to the State
Auditor's Office.
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Policy Statement A104
State Auditor's Office

Page 2 of 2
Example:
Agency A buys an automobile for $15,000, pays $200 shipping,
and pays a body shop $400 to add police lights. After 1 year
Agency A adds a new set of tires for $200. After 5 years
Agency A replaces the motor for $2,000.
The carrying cost should be: Value of old Motor
S0 $1000
Original Purchase Price $15, 000 $15,000
Shipping 200 200
Police Lights/Installation 400 400
Tires (Maintenance) 0 0
0ld Motor Salvage Value -0 -1,000
New Motor 2,000 2,000
Carrying Cost $17,600 $16, 600

Another example may be data processing equipment where worthless
components are be replaced with more advanced parts sometimes with a lower
cost than the original component. Assume a personal computer where a new
motherboard is purchased to replace old motherboard. Remove the value of

old motherboard, not its original cost.
Value of old Motherboard

510] $100
Original Purchase Price $3,000 s3,000
Shipping 50 50
01d Motherboard Salvage Value -0 -100
New Motherboard 300 300
Carrying Cost $3,350 83,250

The carrying cost will normally be the original purchase price plus any
adjustment as defined above. In the rare case that an item is removed from a
piece of property, reduce the cost by the salvage value of the removed

component.

Second, this policy addresses the question of what cost to use when purchasing
items from the Surplus Sale Lot. The cost should be the original purchase
price of the selling Agency plus adjustments as defined above. The purchasing
Agency should also use the original purchase date of the selling Agency. The
theory to explain this method is that the State of Alabama as a whole has not
disposed of the property and thus should continue to maintain it at its current

) ;_0,7d purchase date.
e - Gpzl, (95

/ Approved by: Terry Ellis Datc
State Auditor
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State Aumditor of Alabhama

THE STATE CAPITOL

Montgomery, Alabama

P.O. Box 300
SUSAN gﬁgﬁuﬁﬁcﬁn' Ph.D. : Montgormery, AL 161300200
(334) 242-7010
FAX (334) 282-T650

Policy Statement

Policy Number: A109

Subject: Exempt Status for Modular Panels and Workstations
Effective Date: February 1, 2001

Scope: All State Agencies

Policy: Wall panels and modular workstations will no longer be

maintained on the master inventory account file
of the State Auditor's Office.

Property Managers will no longer report new acquisitions of wall panels and
modular workstations to the State Auditor's Office. The Comptrollers Office has
assigned non-inventory sub-object code 26 for use with object code 1400 when
paying for modular furnishings. As a result of this change, the assigned property
number will not be required on the material receipt form.

SD-1 forms must be submitted to the State Auditor's Office to delete current
assets of panels and modular workstations from the master inventory account.
The “Transferred to" block of the SD-1 form should be annotated “Remove from
inventory In accordance with State Auditor Policy A1098”.

Agencies will continue to protect, and account for modular furnishings in the

same manner used for other non-reportable items. That is, property numbers will
be assigned and property labels affixed, hand receipts will be initiated, and at the
end of the items useful life, an SD-1 form will be prepared and the item(s) turned

in to State Surplus.
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Discussion/Background/Examples:

By design, wall panels and modular workstations are highly mobile and easily
disassembled and reconfigured. They are purchased by the piece, and the
operational unit will consist of many pieces. Individual pieces cost considerably
less than the current equipment threshold of $500.

The most common use for modular items is to work in conjunction with real
property to create individual work areas in large rooms or bays. As staffing and
needs change, the panels and workstations are disassembled, moved, and

reconfigured to fit the situation.

The reconfiguration of modular furnishings routinely result in pieces an parts left
over. These residua!l parts are stored where possible, and frequently end up lost,
stolen, borrowed, or thrown out. The end result are panels and hybrid
workstations, with lost property labels, that cannot be identified or cross

referenced to the original itern.

This policy eliminates the requirement for modular panels and workstations to be
reported to the State Auditor's Office.

/A;—Q @m._JL M;&5T 20 |
0 Daté

——Approved by: Susan D. Parker, Ph.D.
State Auditor
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SUSAN D. PARKER, Ph.D.

STATE AUDITOR
(334) 242-7010
FAX [334) 242.T650

State Auditor of Alabama

THE STATE CAPITOL

Montyomery, Alabama
8 8 &

P.O. Box 300200
Montgomery, AL 36130-0200
mall:

Statement
301

Tk ALL AGENCIES, BOARDS, BUREAUS,

AND DEPARTMENTS
FROM: Susan D. Parker, Ph.D.

State Auditor
DATE: October 1, 1999
SUBJECT: Objects Codes for Equipment Purchases

other than Transportation
Policy Statemen i

All normal and reasonable expenditures necessary to get an asset in place
and ready for use should be included in the cost of the asset. Such
expenditures could include freight, installation charges, or the cost of
modifications necessary to place the asset in use. Once the cost of an
item has been established such cost should be charged to the appropriate
object code.

1. The cost of all non-transportation equipment purchased (e.g.
monitors, printers, etc.) for $499.99 or less, except weapons
and all non-repair items purchased for the installation within
existing equipment, should be charged to object code 0900-42.
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Page 2
Policy Statement 301
State Auditor's Office

a. Weapons regardless of cost should be charged to object
code 1400-17. The property number of the weapons
should be recorded on the material receipt.

b. Non-repair items purchased for nstallation within existing
equipment (e.g. computer memory, modems, hard drives,
etc.) regardless of cost should be charged to object code
1400-90. The property number of the existing equipment
for which the item was purchased should be recorded on
the material receipt.

2. Equipment with a value of $500.00 and above (e.g. CPUs, moniwors
printers, external hard drives, etc.) should be charged to the
appropriate sub-object within major object code 1400 in
accordance with the State of Alabama Department of Finance
Fiscal Policy and Procedures Manual. The property number
assigned to the equipment purchased should be recorded on the
material receipt.

3. The cost of an extended warranty or maintenance agreement
purchased for non-transportation equipment should be charged
to the appropriate sub-object within major object code 0500
in accordance with the State of Alabama Department of Finance
Fiscal Policy and Procedures Manual.

The purpose of this policy is to promote consistency within the various
state agencies, boards, bureaus and departments in the assignment

of expenditure object codes used to account for the cost of non-
transportation equipment purchases.

d&&@mkb [o- (- 99

Susan D. Parker, Ph.D. Date
State Auditor
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SUSAN D. PARKER, Ph.D.
STATE AUDITOR
(334) 242-7010
FAX (334) 242-7650

TO:

FROM:

DATE:

SUBJECT:

State Auditor of Alabama

THE STATE CAPITOL

Muontgomery, Alabama

Policy
Statement
301-A

ALL AGENCIES, BOARDS, BUREAUS
AND DEPARTMENTS

Susan D. Parker, Ph.D
State Auditor

September 24, 2001

Objects Codes for Equipment Purchases
Other than Transportation

Policy Statement 301-A:

P.O. Box 300200
Montgomery, AL 36130-0200
Email:
sparker & auditor,slale.al us.

All normal and reasonable expenditures necessary to get an asset in place and
ready for use should be included in the cost of the asset. Such expenditures

could include freight, installaton charges, or the cost of the modifications
necessary to place the asset in use. Once the cost of an item has been
established such cost should be charged to the appropriate object code.

l. The cost of all non-transportation equipment purchased (c.g.

moniors, printers, etc.) for $499.99 or less, except weapons and all

non-repair items purchased for the installation within existing

cquipment, should be charged to the object code 0900.
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Page 2
Policy Statement 301-A
State Auditor’s Office

a. Weapons regardless of cost should be charged to object code
1400-17. The property number of the weapons should be
recorded on the material receipt.

b. Non-repair items purchased for installaton within existing
equipment (e.g. computer memory, modems, hard drives, etc.)
costing under $§500.00 should be charged to object code 0900.
Items costing over $500.00 should be charged to object code 1400
sub object 90. The property number of the existing equipment
for which the item was purchased should be recorded in the
description field of the payment voucher and on the material
receipt.

2. Equipment with value of $500.00 and above (c.g. CPUs monitors,
printers, external hard drives, etc.) should be charged to the
appropriate sub-object within major object code 1400 in accordance

- with the State of Alabama Department of Finance Fiscal Policy and

Procedures Manual. The property number assigned to the equipment

purchased should be recorded on the material receipt.

3. The cost of an extended warranty or maintenance agreement
purchased for non-transportation equipment should be charged o
the appropriate sub-object within major object code 0500 in
accordance with the State of Alabama Department of Finance Fiscal
Policy and Procedures Manual.

Discussion:
The purpose of this policy is to promote consistency within the various state
agencies, boards, bureaus, and departments in the assignment of expenditure
object codes used to account for the cost of non-transportation equipment

purchases.
Jn/\ /g/x.,éw T-2&-0!
Susan D. Parker, Ph.D Datc
— State Auditor

NOTE: Please refer to the Comptroller’s Office website for updated Object
Codes. https://comptroller.alabama.gov/chart-of-accounts/
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State Auditor of Alabama

THE STATE CAPITOL
Montgomery, Alabama

Samantha “Sam” Shaw 334.242,7010
STATE AUDITOR

. 334.242,7650 FAX
08T R BOX 0210 Pol Icy Statement o e s
MONTEOMERY, AL 36130-0200 sam.shaw@auditor.alabama,gov

TO: All Department Heads, Agency Directors,
Boards, Bureaus, Units ar Subdivisions

SUBJECT: Personal Property located outside
the State of Alabama

EFFECTIVE DATE: September 1, 2009

Policy Statement 401-A

It is the responsibility of the State Auditor’'s Office to account for personal property.
This responsibility includes maintaining a correct and timely inventory listing of all
property, and insuring proper controls exist to protect property from incorrect disposals,
and to aid in collecting for items erroneously or unethically disposed of under the Code
of Alabama §36-16-8. All personal state owned property should be clearly marked as
such and reported to the State Auditor's Office via Protége. As technology advancas it
has become necessary for the State of Alabama to work with contractors and other non-
state agencies. This could require that personal state owned property could be loaned
to these entities. The State Auditor's Office will require that any agency loaning
equipment out will provide all expenses to this office in an effort to account for state
owned property. Audits are conducted every two years. This office will accept an
affidavit for every other audit but must physically check the equipment on the alternate
vear.

Discussion

The purpose of this policy is to promote consistency within various state departments,
agencies, boards, commissions, bureaus, units or subdivisions of state government in
the sanitization of state owned personal property.

- \_'
/Q/N}M»/g&wf / 2
aniantha “Sam’” Shaw te
(A8
' State Auditor
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)‘”\, State Auditor of Alabama

I| II : __.-'..:f,.-,u' THE STATE CAPITOL
N2 Montgomery, Alabama

Samantha “Sam™ Shaw 334.242.7010
STATE AUDITOR 334,242 7650 FAX
POST OFFICE BOX 300200 www.auditor state.al.us

MONTGOMERY, AL 36130-0200 sam shaw@awditor. alabama

Policy Statement
402-A

TO: All State Department Heads, Agency Directors,
Boards, Bureaus, Units or Subdivisions

SUBJECT: Media Sanitization

EFFECTIVE DATE: September 1, 2009

Policy Statement 402-A

Breach of the security of the system means unauthorized acquisition of computerized
data that compromises the security, confidentiality, or integrity of personal information
maintained by the state department, agency, board, commission, bureau, unit or
subdivision of state government. Good faith acquisition of personal information by an
employee or agent of the state department, agency, board, commission, bureau, unit or
subdivision of state government for the purpose of that entity shall not be a breach of
the security of the system, provided that the personal information is not used or subject
to further unauthorized disclosure.

Reference, State of Alabama, Information Technology Standard 680-01S4: Media
Sanitization (http://isd.alabama.qgov/POLICY/policies.aspx). This policy states that prior
to reuse, all electronic media shall be cleared to effectively deny access to previously
stored information.

This policy statement is provided in order to protect all state entities from breaching
computerized data. Enclosed is a statement that the Director/Commissioner/Agency
Head must sign and date prior to delivery to ADECA Surplus Property Division of all
electronic media stating that all media has been purged.
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Discussion

The purpose of this policy is to promote consistency within various state departments,
agencies, boards, commissions, bureaus, units or subdivisions of state government in
the sanitization of state owned personal property.

arn e _Z.D_.Amﬁ;us}_luoﬁ
ntha “!“I Date

State Auditor
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7%, State Auditor of Alabama

)l THE STATE CAPITOL
W d{\\:_\__. _ ‘//a':.u.".n'
\\@ﬁiﬁ/ Montgomery, Alabama
Samantha “Sam” Shaw 334,242 7040
STATE AUDITOR 334 242 7650 FAX
POST OFFICE BOX 300200 wiww. audilor state al.us
MONTGOMERY, AL 36130-0200 sam. shaw@auditor.alabama_gov
TO: All State Department Heads, Agency Directors,
Boards, Bureaus, Units or Subdivisions
FROM: Samantha “Sam" Shaw 4?{5‘5
State Auditor
DATE: August 20, 2009
SUBJECT: Personal Property located outside the

State of Alabama and Media Sanitization

The State Auditor's Office has instituted two new Policy Statements for the
use of Personal Property located outside the State of Alabama and Media
Sanitization. These policies have become necessary in order to maintain
security and accountability for all state assets.

Policy Statement 401-A will require that any agency loaning equipment out will
provide all expenses to the State Auditor's Office in an effort to audit and account
for state owned property on loan.

Policy Statement 402-A is provided in order to protect all state entities from
breaching computerized data. Prior to reuse, all electronic media shall be
cleared to effectively deny access to previously stored information.

Our goal is simple; when the above policies are followed it benefits not only state

government but everyone living in Alabama. Please contact my office should you
have additional questions at 334-242-7010.
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State Auditor of Alabama

THE STATE CAPITOL
Montgomery, Alabama

Samantha “Sam” Shaw 334.242.7010

STATE AUDITCR 334.242. 7650 FAX
POST OFFICE BOX 300200 www auditar.alabama goy
MONTGOMERY, AL 36130-0200 sam.shaw@auditor. alabama. gov

Policy Statement
403-A

TO: All State Department Heads, Agency Directors,
Boards, Bureaus, and Property Managers
FROM: Samantha “Sam” Shaw ; 23
State Auditor 5:7
DATE: September 8, 2011
SUBJECT: Sensitive Iltems

The State Auditor's Office will now include all computers, notebooks,
netbooks and servers as sensitive items. Effective October 1, 2011,
these items will be considered as personal property regardless of
cost. These property items must be labeled with the barcode and the
state ID number. We suggest that all such assets have an encryption
program installed to further secure state information.
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State Auditor of Alabama

THE STATE CAPITOL
Montgomery, Alabama

Samantha “Sam” Shaw 3342427010
STATE ALDITOR F34.242.TES0 FAX
POST OFFIGE BOX 300200

veerw auditonalabama.goy
MONTGSOMERY, AL 36130-0200

sam.shaw@auditar.alabama.goy

Policy Statement
403-B

TO: All State Department Heads, Agency Directors,
Boards, Bureaus, Units or Subdivisions
FROM: Samantha “Sam” Shaw
State Auditor
SUBJECT: Sensitive ltems
EFFECTIVE DATE: October 26, 2012 - RETROACTIVE

Policy Statement 403-B

This is an addendum to Policy Statement 403-A issued September 8, 2011 regarding
Sensitive [tems. At that time, items included in the policy were all computers,
notebooks, netbooks, and servers regardless of price. After further research based on
ISD's Policies and Standards, in addition to the previous list, we are now deeming
sensitive all tablets, iPads, and external hard drives regardless of price. A new class
code will be added for sensitive items under $500 ance testing is completed. You will
be notified of this new code once it is established.

All sensitive items must follow established 1SD policies regarding encryption.
Reference, State of Alabama, Information Technology Policies and Standards at
hitp://cybersecurity.alabama.gov/PoliciesStandards.aspx .

This policy statement is provided in order to not only protect all sensitive items but aiso
the data stored on such items that tend to be mahile in nature.
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Fage 2
Policy Statement 403-B

Discussion

The purpose of this policy is to promote consistency within varicus state departments,
agencies, boards, commissions, bureaus, units or subdivisions of state government in
the sanitization of state owned personal property.

..-’j /"ﬁ/‘m -EAQ;_; - Als (})mﬁ]ﬂ»)«/ 2013
(_/Samaftha “Sam’-Shaw Date
State Auditor
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. State Auditor of Alabama

THE STATE CAPITOL
Montgomery, Alabama

Samantha “Sam” Shaw 334.242.7010
STATE AUDITOR 334,242 TH50 FAX
POST OFFICE BOX 300200 woww.audifor.siate al us
MONTGOMERY, AL 36130-0200 sam.shaw@auditor alabama.gov
To: All State Department Heads, Agency Directors,

Boards, Bureaus, and Property Managers

From: Kathie Lynch KA -
State Auditor Administrative Officer

Date: May 30, 2013

SUBJECT: Sensitive Items in Asset Works under $500.00

In accordance with Policy Statement 403-B concerning sensitive items under $500.00,
the following procedure must be done in Asset Works by your department/agency
property manager:

1. Identify all property deemed “Sensitive” and under $500.00.

2. Change the Class* on each sensitive item under $500.00 in Asset Works to
equal "SENSITIVE — 1609", then Save Asset.

3. After saving the asset you should see that the Class* equals SENSITIVE — 1609,
Bar Code Color is eqgual to BLUE, and the Group Code equals SENSITIVE.

4, All new assets that are classified Sensitive with an original acquisition cost less
than $500 should be assigned Class* “SENSITIVE - 1609” when added to the
Asset Management System in Asset Works.

This only applies to those items that are under $500 that need to be tracked and audited
based on Policy Statement 403-B dated October 26, 2012. If sensitive items are not
coded correctly, they will not be captured in the download we run prior to your agency
audit. Please feel free to e-mail me at Kathie.Lynch@auditor.alabama.gov, or contact
me at 334-242-7010 with any questions regarding this procedure.
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7%, State Auditor of Alabama

I«

F; W -.\:".
riv{{ SN ) THE STATE CAPITOL
||l|\.- 11 g | /"ll -II.' ma
\\c\@\%&_ 4,}3 Y Montgomery, Alaba
Samantha “Sam” Shaw 334.242 7010
STATE AUDITOR 334 242.TES0 FAX
POST OFFICE BOX 300200 www.auditor. alabama. gov

MONTGOMERY, AL 36130-0200 sam.shaw@auditor. alabama gov

Policy Statement
404-B

REPLACES POLICY STATEMENT 404-A

TO: All State Department Heads, Agency Directors,
Boards, Bureaus, Units or Subdivisions

SUBJECT: Surplus Property Repurposing
VOLUNTARY PARTICIPATION

EFFECTIVE DATE: March 5, 2012

Policy Statement 404-B

It is the responsibility of the State Auditor's Office to account for state-owned non-
consumable personal property. This responsibility includes insuring proper controls
exist to protect property from premature disposal under the Code of Alabama §36-16-8.

In an effort to assist the various agencies in obtaining usable personal property instead
of the property being sent to State Surplus, agencies that agree to participate, are
encouraged to notify the State Auditor's Office when they have items they no longer
need.

This policy statement is provided to assist agencies in locating usable equipment and
furnishings for repurposing through inter-agency transfer. The Auditor's Office will act
as transfer agent in connecting participating agencies with needs to participating
agencies with available items. After a period of five (5) business days, items not tagged
for transfer to another agency will then be sent to Surplus for disposal. This will allow
the repurposing of equipment and furnishings, thus reducing agency expenses relating
to the purchase of new items.

With our system upgrade, effective Fiscal Year 2012, ADECA Surplus will be able to
provide a searchable database for Surplus property which will further aid State
agencies, city and county governments, boards of education and other eligible entities
in locating needed equipment and furnishings.
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Page 2
Policy Statement 404-B

Discussion

The purpose of this policy is to promote consistency within various state departments,
agencies, boards, commissions, bureaus, units or subdivisions of state government in
the voluntary repurposing and/or the proper disposal of state-owned personal property.

5 MARCH 2012
a a “Sa haw Date
State Auditor
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State Auditor of Alabama

THE STATE CAPITOL

Montgomery, Alabama

Jim Zeigler 334.242.7010
STATE AUDITOR P ]j S 334.242.7650 FAX
POST OFFICE BOX 300200 m www.auditor.alabama.gov
MONTGOMERY, AL 36130-0200 o Cy tate ent jim.zeigler@auditor.alabama.gov

405-A

TO: All State Department Heads, Agency Directors,
Boards, Bureaus, Units or Subdivisions
FROM: Jim Zeigler
State Auditor
SUBJECT: External Org V8. Destroyed Disposals
EFFECTIVE DATE: October 1, 2018 - RETROACTIVE

Policy Statement 405-A

It is the responsibility of the State Auditor’s Office to account for personal property and report losses to
the State periodically. This responsibility includes maintaining a correct and timely inventory listing of all
propetty, and insuring proper controls exist to protect property from incorrect disposals, and to aid in
collecting for items erroncously or unethically disposed of under the Code of Alabama §36-16-8. All
personal state-owned property should be clearly marked as such and reported to the State Auditor’s
Office via AssetWorks assct management database. In an effort to maintain consistency and accuracy in
reporting of losses, there has been discussion regarding the method in reporting items that are destroyed
when the agency files an insurance claim and is reimbursed for the loss. Should the method be External
Org or Destroyed? After reviewing the Annual Losses Report for 2018, it is my determination that
when a vehicle is involved in an accident and the insurance company deems the vehicle to be totaled,
they normally take title and possession of the vehicle. These type losses should be done with the
disposal method of External Org instead of the method of Destroyed. The same procedure would be
done for other assets that are a total loss because of accidents, fires, or other incidents when the employee is

wot af fanlt and a claim is filed for insurance reimbursement. All supporting documentation, including insurance

documentation, must be submitted with the SD1 to the State Auditor’s Office for processing.

Discussion

The purpose of this policy is to promote consistency within various state departments, agencies, boards,
commissions, bureaus, units or subdivisions of state government in the sanitization of state owned
personal property.

: @J/h;/m
/ /7

Date
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Attorney General Opinions
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THE ATTORN‘EY GENERAL STATE OF ALABAMA - MONTGOMERY, ALABAMA 36134

Prip T

CHARLES A. GRADDICK
ATTORNEY QJENERAL

January 19, 1979

14 . 00ODE
Mr. Norman B. Smoot ' :
‘Business Manager
George Corley Wallace State Commmity College

P. 0. Drawer No. 1049
Selma, Alabama 36701

Dear Sir:
In a recent letter addressed to this office, you asked:

"From time to time we have used items of personal

property such as automobiles and typewriters that
are in need of replacement. Of course, at the time
of replacement we no longer have a need for the old
item. 1Is it permissible to trade in such like items
for like replacement items provided that it is done

under bid required by law?"
There is no provision in state law for trade-in of state . Code of
Alabama 1975, Section 41-16-100, i for methods of dispo of state

property by public auction or sealed bids. Ihaveenclosedaphotostatof
- Section 41-16-100, supra, for your comvenience.

IfImybeofanyfmrtherassistanCetO}muregardingthismtter please
do not hesitate to contact me.

Very truly yours,

CHARLES A. GRAIDICK
Attmwy General

?"M&M@

PATRICK L. ROBINSON _
Assistant Attorney General

"~ PLR/dc
Enclosure
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‘ . PE-002&L
OrFiceE OF THE ATrorRNEY GENERAL

CHARLES A. GRADDICK
Janes B BOLOMON, IR ATTORNEY GENERAL
DEPUTY ATTORMDY GENERAL
STATE OF ALABAMA

WL M. BERuRS, SR
ERECUTVE ASSssTANT

WaLTE® § Tumsge MA\ 10 m

CHIEF ABBIBTANT ATTORNETY GENERAL ACuNFTRATVE BuiLoing
Jdane woscrs

Sreger
HMONTGCHEAT, ALARAMA 36130
AT TRATIVE ASSIETANT AREa (205) 9245150

Major General Henry H. Cobb, Jr.,
Adjutant General

State Military Department

1720 Federal Drive

Montgomery, AL

Armory Commission - State
Property - Competitive Sale Law

Section 41-16-100, Code of
Alabama 1975, is not violated by
Military Department trading in
obsolete weapons on new weapons.

Dear General Cobb:

The Attorney General is in receipt of your request for an
opinion dated April 12, 1982, wherein you posed the following
guestion:

Does the Armory Commission of Alabama have the
authority, based on the above-referenced 1971
Attorney General's opinion, to negotiate a
contract for trading of the weapons in our
inventory for late model, high powered, sniper
rifles?

It is the opinion of the Attorney General that the Armory
Commission of the State of Alabama has the authority to
dispose of obsolete weapons by trading in those weapons rather
than by conducting a public auction. Section 41-16-100(a) was
amended in 1979 to specifically exempt certain types of
property, the disposal of which is otherwise provided for
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Major General Henry H. Cobb, Jr.
Page Two

by law or which, by nature, are incapable of sale by auction or
bid from the provisions of §41-16-100 providing that the sale
.or disposal of tangible personal property owned by the State

shall be let by free and open competitive publiec auction or
sealed bids.

It is the opinion of the Attorney General that the
obsolete weapons described in your opinion request clearly fall
within §41~-16-100(a)(9) as a type of property, the disposal of
which is by nature incapable of sale by auction or bid. The
opinion of the Attorney General dated April 7, 1971, correctly
states the grave problems the State could possibly encounter in
auctioning weapons. It is further the opinion of the Attorney
General that certain of the weapons described in your request
for an opinion are not subject to auction, sealed bid, or
trade in on new weapons. In consultation with agents of the
Treasury Department's Bureau of Alcohol, Tobacco and Firearms,
it is the opinion of the Attorney General that the fully
automatic weapons and the gas weapons should either remain in
the inventory of the Armory Commission or be destroyed but in
no event should they be sold or traded in on new weapons.

It is therefore the opinion of the Attorney General that
the Armory Commission may enter into a contract, subject to the
competitive bid law, wherein the obsolete weapons not
specifically excepted herein are traded in. The successful
bidder on the sale of the new weapons must have the proper
federal firearm licenses to possess the obsolete weapons
traded in.

I hope that we have provided you with a full and complete
answer to your guestion, and if we may be of further service to
you, please feel free to call upon us at anytime.

Sincerely yours,

CHARLES A. GRADDICE
ATTORNEY GENERAL

P /,%'ﬁl

RICHARD N. MEADOWS
Assistant Attorney General

CAG/RNM/mr
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OFFICE Or TuE ATTORNEY (FENERAL

CHARLES A. GRADDICK

P LE - L] ATTORNEY GENERAL iy ATRATTYE BN BN

DEFUTY ATTORNEY GENERAL 4 ot i STALET
STATE OF ALABAMA kTGO s pasas 35§ 30
W Mk ks e aags [BOS 0343120
EXRCLTIVE ABBINTANT
T THE ATTORMEY GEMERAL
WALTER B TURNER “PR 1 m

CHIEF ABRISTALT ATFOANEY GEMENAL
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Hon. Jan Cook
State Auditor
State Capitol
Montgomery, Alabama 36130

State Auditor - State
Departments and Agencies =
State Property - Surplus
Property

Department of Economic and
Community Affairs does not
regulate disposition of
non=-consumable personal
property that has not been
declared to be surplus perscnal
property.

Dear Ms. Cook:

This office has received your request for an opinion in
which you asked:

May the State Auditor Division of Property
Inventory Control continue to approve
transfers on non-consumable personal prop=
erty between departments, as has been done
in the past, or is § 36-16-8(3) superseded
by Act B4-2497

The answer to your guestion is that Act 84-249, now codified
as Code of Alabama 1975, § 41=16=120 through § 41-16-115,
{1984 Cum. Supp.), does not wholly supersede Code of Alabama
1975, § 36-16-8(3) because the Act regulates the disposition
of all surplus personal property but does not control
transfer of non-surplus property.
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The Department of Economic and Community Affairs is
solely responsible for any disposition, inecluding transfers,
of "surplus personal property owned by the State." Code of
Alabama 1975, § 41-16-120(a) (1984 Cum. Supp.). Surplus
property is defined as property that has been declared to be
surplus by the appropriate person in an agency and which
designation as surplus has been communicated in writing to
the head of the Surplus Property Division in the Department
of Economic and Community Affairs. Code of Alabama 1975,

§ 41-16-120(b)(2) (1984 Cum. Supp.).

A transfer of property that has not been declared to be
surplus is not controlled by Code of Alabama 1975, § 41-16-120,
et seg, but must be approved by the Finance Department as
provided in Code of Alabama 1975, § 41-4-180(7). The Property
Inventory Control Division's responsibility continues as under
existing procedures, see Opinion to Honorable Melba Till Allen,
State Auditor, under date of September 29, 1969,

I hope that the above sufficiently answers your
guestion. If this office can be of any further assistance to
you, please do not hesitate toc let us know.

Sincerely,

CHARLES A. GRADDICK
ATTORNEY G L

GIBB
ISTANT ATTORNEY GENERAL

CAG:JG: £m

Enclosure
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Honorable Henry B. Steagall, II
Director of Finance

Department of Finance
Montgomery, Alabama 36130

Firearms - State Property =
Competitive Bid Law - Contracts

1. Code of Alabama 1975, Section
41-16-123 is not violated by
Department of Finance trad-
ing in old weapons as part
of the purchase price of new
Weapons.

2. In determining whether the
purchase of new revolvers
involves 52,000 or more, the
value of revolvers which are
to be traded in must be
added to cash purchase
price.

Dear Mr. Steagall:

You have requested an opinion from this office which
opinion reguest reads as follows:

"The Department of Finance is con-
templating purchasing new service
revolvers for the Capitol Police.
The Capitol Police currently have
on hand 49 service revolvers which
they received from the Department
of Public Safety in a used condition.

Please advise me if these used
revoelvers can be (1) legally offered for
axchange in connection with the purchase
of new ones and (2) whether an invitation
to bid has to be issued when the net cost
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Director of Finance
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of the purchase of the new revolvers would
be less than $2,000.00.°

In a previous opinion this office held that obsolete
weapons fall within the definition in the Code of Alabama
1975, Section 41-16-100(a)(9) a= a type of property, the
disposal of which is by nature incapable of sale by auction or
bid. Informal Opinions of the Attorney General, No. 82-00326,
May 10, 1982 (copy enclosed). Although Section 41-16-~100(a)(9)
has been repealed, it was replaced by Section 41-16=123 which
coentains identical language.

It is, therefore, the opinion of this office that the
service revolvers described in your letter of May 10, 1985, may

be offered for exchange in connection with the purchase of new
revolvers.

With regard to your second question, the Code of Alabama
1975, Section 41-16-20 provides as follows:

All contracts of whatever nature for
labor, services or work or for the pur-
chase or lease of materials, eguipment,
supplies or other personal property.
involving $2,000.00 or more made or on
behalf of any state department, board,
bureau, commission, committee, institution,
corporation, authority or cffice shall,
except as otherwise provided in this
artiecle, be let by free and open com-
petitive bidding, on sealed bids, to
the lowest responsible bidder.

It is the opinion of this office that in determining
whether the purchase of new revolvers involves 52,000 or more
the value of the revolvers which are to be exchanged must be
added to the cash purchase price.

I hope I have fully answered your inguiry with regard to
this matter.

Sincerely yours,

CHARLES A. GRADDICK
Attorney General
BY:

v ol

CK M. CURTIS
ssistant Attorney General

JMC/dn
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Honarable Jan Cook

State Auditor

State Auditor's Office
Alabama State House
Montgomery, Alabama 36130

State Agencies - Surplus
Property - Competitive B8id Law

d bama 1975, Section
41-16-120 et seg. does not
provide for trade=in of state
nonconsumable personal propecty
other than the exceptisns found
in Section ll-lﬁ*l!g.

Dear Mg. Cook:

The Attorney General received your request for an opinion
regarding the trading in of state owned nonconsumable property
under Act NWo. 84-249, Acts of Alabama 1984, p. 3192. Act No.
84-249 which is codified at Code of Alabama 1975, Section
41-16-120 through Section 41-16-125 concerns the disposition
of surplus property belonging to the State of Alabama. In
your reguest you asked the following guestions:

1. Does Act B84-249 provide for trade-in
of State nonconsumable personal property
on like items other than the exceptions
enumarated in this Act?

2. OUnder what circumstances may the State
Agency for Surplus Property authorize an
agency to trade-in nonconsumable personal
property?

3. May the Surplus Property Division

promulgate rules that are in conflict with
the restraints of the Act?

58



Honorable Jan Cook
Fage Two

Regarding your first guestion, the answer is in the
negative. Sectlon 41-16-123 provides for the disposition of
tangible personal property of the state. It states:

This section shall apply only to that
property that has been held by the
division for a period of not less than 60
days from the date sald property is first
published in the list of surplus praperty,
as set out in subsection (b) of section
41-16-121, and not purchased by any agency
as set out in subsection (e) of section
41-16~120.

{1) All contracts made by, or on behalf
of, the state of Alabama, or any
department, board, bureau, commission,
institution, corporation, or agency
thereaf, of whatever nature for the sale
or disposal of tangible personal propecty
owned by the state of Alabama, other than:

a. MAlcoholic beverages;

b. Products of the Alabama Institute Ffor
Deaf and Blind;

¢. Barter arrangements of the state
prison system;

d. Books;
e&. School supplies;
£. Food;

qg. Property used in vocational projects;
h. Livestock;

i. Property owned by any state college or
university not under the control of the
board of education of the state of
Alabama, which has trade-in value which
may be credited against the cost of
replacement property purchased in
accordance with the Alabama competitive
bid laws; and

j. Types of property, the disposal of
which is otherwise provided for by law or
which, by nature, are incapable of sale by
auction or bid, shall be let by free and
open competitive public auction or sealed
bids.

According to this provision all tangible personal property of
the state, cother than that in the exceptions listed therein,

59



Honorable Jan Cook
Page Three

held by the surplus property division of the Department of
Economic and Community Affairs for a period of more than 60
days after it has been published on the surplus property list
and not purchased by an eligible agency, is to be sold or
disposed of by open competitive public auction or sealed
bids. See the opinion of the Attorney General to Mr. W. M.
"Bill"™ Rushton, Director of the Department of Economic and
Community Affairs dated June 5, 1985.

My study of the statutory provisions discussed herein
does not reveal any authority for the trading in of any
tangible personal property including nonconsumable personal
property of the state other than that property in the
exceptions enumerated {n Section 41-16-123. Thus, Act No.
84-249 as codified does not provide for the trade-in of state
nonconsumable personal property on like items other than in
the exceptions set out in the statute.

Turning to your second question, the State Agency for
Surplus Propecrty may authorize a stake agency to trade-in
nonconsumable property in certaln very limited instances.

For example, in an opinion to the Honorable Henry B. Steagall,
II, Director of Finance dated June 21, 1985, it was concluded
that old weapons could be traded in as part of the purchase
price of new weapons without violating Section 41-16-123
because such weapons by their nature are incapable of sale by
public auction or sealed bid, thus coming within exception of
Section 41-16-123.

Regarding your final question, the answer is in the
negative. Rules and requlations and administrative action
can neither diminish nor enlarge statutory policy. J

¢+ 3BO

Ala.civ.App. Thus, the Surplus Property
Division cannot promulgate rules that are in conflict with
cod 1975, Section 41-16-120 et seq.

I hope that your ?ueatiuns have been adequately answered.
I1f our office can be of further service to you, please let us

know.

Yours very truly,
DOW SIEGELMAN

Attorney General
Byi A
- I ) -d/
LYNDA K. OSWALD
Assistant Attorney General

DsS/LEO/dn

60



OFrice OF THE ATTORNEY (ENERAL
FTo%R 98-00030

|E| |-| l’f': V' eEi
1 L L] i
LR 4 ]
1{* e w
ol

JIMMY EVANS
ATTORMEY GEMERSL
STATE OF ALABAMA

——— 0CT 81992

11 i T i R
e L T LR e
AngAs 208 242 V30D

Honorable Ronald L. Jones

Chief Examiner

Department of Examiners of Public Accounts
50 N. Ripley Street

Montgomery, Alabama 36130

Examiners of Public Accounts -
Audits - State Property = State
Agencies

Chief examiner has authority to
require designation of property
managers to be in writing, as
well as to prescribe the form
and contents of property
receipts.

Dear Mr. Jones:

This opinion is issued in response to your reguest for an
opinien of the Attorney Genaral.

QUESTION I

Pursuant to Code of Alabama 1975,
Section 41-5-23, does the Chief Examiner of

the Department of Examiners of Public
Accounts have the authority to prescribe the
form of the designation of the property
manager by the various departments as

required by Code of Alabama 1975, Section
Jé=16=8(1)7?
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FACTS AND ANALYSIS

Section 316-16-8(1) provides that the head of esach depart-
ment or agency of the state shall designate one of its
employeas as property manager whose duty shall be to make and
keap a full and complete inventory of all nonconsumable
perscnal property, excluding books. 1In your request for an
opinion, you stated that these designations are fregquently not
made in writing so as to be a part of the records of a
department. Section 41-5-23 states:

"Every state and county officer shall keep
the books, records and accounts and make the
reports of his office in accordance with
such systems, procedures and forms as may be
prescribed by the chief examiner. . . ."

The designation of the property manager is mandated by
statute as an element of the maintenance of inventories and
records for property accountability, and must be kept in
accordance with any requirements prescribed by the chief
examiner.

CONCLUSION

The chief examiner may reguire that the designation of the
departmental property managers of the variocus state departments
be in writing, pursuant teo the authority of the chief examiner
set forth in Section 41-5-23.

QUESTION IT

Does the chief examiner have the
authority to prescribe the form and contents
of tha receipt for property required by
Section 36-16-8(2) to be maintained by the
property manager?

EACTS AND ANALYSIS

Section 36-16-8(2) provides that the property manager of a
department is the custodian of that department’s property and
requires him to obtain a written receipt whenever an item of
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property 1s entrusted to other employees or officers of the
department. This receipt is an element of the property
accountability process, and its form and contents are subject
to the authority of the chief examiner to prescribe as provided
by § 41-5-23. However, as the receipt is an adjunct document
to the departmental inventory, the receipt should contain as a
minimum the information required by Section 36-16-8(1) of
inventories, to-wit: complete description, manufacturer's
gserial number, cost price, date of purchase, location and
custodial agency, responsible officer or employee, and the
state property control marking. It should also contain the
signature of the responsible cofficer or employes acknowledging
the receipt of the property as well as other requirements
prescribed by the chief examiner.

CONCLUSION

Pursuant to Section 41-5-23, the chief examiner may
prescribe the form and contents of the receipt for property
reguired by Section 36-16-8(2).

I hope that I have satisfactorily answered your questions.
If I can be of further assistance to you, please do not
hesitate to call upon me.

Sincerely,
JIMMY EVANS

Attorney General
By:

JAMES R. SOLOMON, JR.
Chief, Opinions Division

JE/JwW/dh

09760
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Honorable Pat Duncan
State Auditor

State of Alabama

The State Capitol
Montgomery, Alabama 36130

State Auditor - State
Property - Inventory -
Depreciation - Negligence

The State Auditor should
recover the value of prop-
erty lost by state offi-
cials or employees, and

not the "cost price".
thereof. The value of
property is ascertained by
a consideration of various
factors including deprecia-
tion. The State Auditor
may authorize state depart-
ments to consider deprecia-
tion in determining the
value of persconal property.

Dear Mrs. Duncan:

This opinion is issued in response to your request
for an opinion from the Attorney General.

QUESTION -

May the State Auditor's Office authorize
departments to take depreciation from the
value of an item of personal property,
stolen or destroyed due to the negligence
of a state employee, and for which the
employee must make financial restitution
to the State of Alabama?
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FACTS AND ANALYSIS

The 3State Auditor is charged with the responsibility
of maintaining personal property accountability for the
State of Alabama. Code of Alabama 1975, § 36-16-8
requires the State Auditor through the Property Inventory
Control Division to administer a property control system
consisting of inventories of state property by departments,
procedures for the appointment of departmental property
managers, written receipts for state property by employees
in possession of property and biannual verification of
inventories. Every state officer and employee is strictly
accountable for all personal property assigned to him and
in his possession.

Whenever a piece of state property is lost and the
person entrusted with the property is called upon to pay
for it, the guestion naturally arises as to the extent of
his financial responsibility, or rather, how much must he
pay? The inventories that are maintained by the wvarious
departments contain certain information about each individ-
ual piece of property, including the "cost price." Section
3j6-16-8(1l). However, property is not placed upon the
inventory unless its "value" exceeds five hundred dollars.
Section 36-16-8(1). The Legislature has very plainly
distinguished between the value of property and its cost
price on the face of § 36-16-8. Therefore, the Attorney
General is of the opinion that the correct measure of
damages for lost or destroyed property is its wvalue.

Black's Law Dictionary, Sixth Ed., defines "value" as
"the estimated or appraised worth of any object or prop-
erty, calculated in money."” Webster's Ninth New Colle-
giate Dictionary states that value is "the monetary value
of something; the marketable price.” Salable value,
actual value, market value, fair value, reasonable wvalue,
and cash value may all mean the same thing and may be
designed to effect the same purpose. Cummings v. National
Bank, 101 U.S5. 153, 25 L.Ed 903. The meaning of actual
cash value, a term of insurance art, was recently
considered by the Alabama Supreme Court:

"[I]n crdinary usage 'actual cash
value' is a 'fairly common-sense term
meaning a fairly common-sense thing;
it means the value of something, what-
ever that something happens to be, for
cash.' He then added that, in insur-
ance jargon, it means 'replacement
cost minus depreciation.' Simon
White, a London -based 'claims
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settler' who handles the claims of
Lloyd's, London, testified that the
term is defined within the industry as
'replacement cost, less an allowance
for depreciation, wear and tear,' and
that this definition was 'universal’
in the settling of insurance claims.

Ballard v. Lee, 1955 Ala. LEXIS 394 (5.Ct. 1995}.

The value of property as that term appears in
§ 36-16-8 is not necessarily its original "cost price."
Although the Attorney General does not adopt wholesale the
definition of "actual cash value," it is clear that when-
ever seeking compensation from a state official or employee
for lost property, the State Auditor and the state agency
must determine the value of the lost property through
consideration of such factors as original cost, deprecia-
tion, possible appreciation, wear and tear, cost of repair
or replacement, obsolescence, remaining useful life and
such other factors appropriate to the circumstances.

CONCLUSION

The State Auditor should recover the value of the
property lost by state officials or employees, and not the
"cost price" thereof. The value of property is ascer-
tained by a consideration of various factors including
depreciation. The State Auditor may authorize state
departments to consider depreciation in determining the
value of personal property.

I hope this sufficiently answers your question. If
our office can be of further assistance, please contact
Jack W. Wallace, Jr., Legal Division, Examiner of Public
Accounts.,

Sincerely,

JEFF SESSIONS
Attorney General

B

JAMES R. SOLOMCON, JR.
Chief, Opinions Diwvision

JS/IWW/pv
D2.96/0P
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Honorable Pat Duncan
State Auditor

State of Alabama

The State Capitol
Montgomery, AL 36130

State Departments and
Agencies - State Property
- Lease-Purchase
Agreements - Inventory

The provisions of Code,

§ 36-16-8 require inven-
tory accountability of all
property where title has
vested in the State and of
all property acquired by
other means even though
title has not vested in
the State. Generally, in
a lease purchase, title
passes when the option to
purchase is exercised. In
an installment sale, title
passes upon delivery of
the property to the buyer.

Dear Mrs. Duncan:

This opinion is issued in response to your request
for an opinion from the Attorney General.

QUESTION

Taking into account Code of Alabama
1975, §§ 36-16-1 through 36-16-11, as
it applies to property inventory proce-
dures, at what point is an item of
personal property considered State
property for inventory accountability
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purposes if it is obtained by a State
agency through a lease-purchase or
installment-sales agreement?

FACTS AND ANALYSIS

The State Auditor is charged with the responsibility
of maintaining personal property accountability for the
State of Alabama. Code of Alabama 1975, § 36-16-8, 1996
Cumulative Supplement, requires the State Auditor through
the Property Inventory Control Division to administer a
property contrecl system consisting of inventories of State
property by departments, procedures for the appointment of
department property managers, written receipts for State
property by employees in possession of property and
biannual verification of inventories. Code, § 36-16-8
provides in part that:

" ., . the head of each depart-
ment or agency of the state shall des-
ignate one of its employees as property
manager for the department or agency.
‘Except for books, the property manager
shall make a full and complete inven-
tory of all nonconsumable personal
property and certain other items or
personal property deemed important or
sensitive enough by the Property Inven-
tory Control Division to be included
in the inventory of State property of
the value of five hundred dollars
($500) or more owned by the State and
used or acquired by the department or
agency. . . ." (Emphasis added.)

The language "or acquired" was added to § 36-16-8
by a 1995 amendment; Act No. 95-147, p. 209, § 1. Prior
to this amendment this section stated "owned by the state
and used by said department or agency." Since it cannot
be presumed that the Legislature used or added language
without any meaning or application, we must determine what
meaning should be given to this additional language.
Robinson v. State, 361 So.2d 1113 (Ala. 1978). The word
"acquired" as used in this section must have a different
meaning than the word "owned." Generally, "own" means to
"have a good legal title; to hold as property." Black's
Law Dictionary, Fifth Edition, p. 996. "Acquire" has
various meanings including "to gain by any means, usually
by one's own exertions; to get as one's own; to obtain by
search, endeavor, investment, practice, or purchase;
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receive or gain in whatever manner; come to have. . . .

It does not necessarily mean that title has passed."
Black's Law Dictionary, p. 23. "Acquire" has also been
held to mean to obtain by lease. 1A Words and Phrases, p.
130. It should also be noted that the disjunctive "or" is
used between owned/acquired to indicate an alternative
between the two. Based upon these definitions, property
should be inventoried when the state has title to the
property and uses the property or when the state has use
and control of the property, even though it may not have
title to the property.

An "installment sale" is defined as "a sale of per-
sonal property in which the purchase price is payable in
installments . . . usually, although not necessarily, a
conditional sale in reference to the security provided by
the contract for the payment of the purchase price. . . ."
Ballentine's Law Dictionary, Third Edition. A "lease with
an option to purchase" is defined as "a lease under which
the lessee had the right to purchase the property."
Black's Law Dictionary, p. 801. It is further stated that
"the price and terms of the purchase must be set forth for
. the option to be valid 'and' the option may run for the
length of the lease period." :

A lease rather than a sale occurs when use and pos-
session of the property, but not title, is passed by the
transaction. 77 A.C.J.S. Sales § 3. The Attorney Gen-
eral in Opinion No. 88-00304, dated May 26, 1988, written
to John Hollis Jackson, Jr., Chilton County Commission,
proffered in reviewing a lease-purchase radio equipment
agreement that ". . . title does not pass to the lessee
until the option to purchase has been exercised." A lease
with an option to purchase is indefinite as long as the
lessee has not elected to exercise the option to purchase;
therefore, there is no immediate vesting of title and no
State ownership, until or unless, the option to purchase
is exercised by the State. We note, however, under the
Uniform Commercial Code a lease-purchase agreement that
requires no additional payment or cost at the end of the
lease term creates a security interest and the lessor-
seller does not retain title. Code of Alabama 1975,

§ 7-1-201(37); In re: Shelby, 127 Bankr. 682 (Bankr. N.D.
‘Ala. 1991). Thus, each lease-purchase agreement should be
reviewed to determine whether it is a true lease purchase
or whether a security interest is created.

Generally speaking, with respect to an installment
sales contract for personal property, the title to the
property passes to the buyer (State) upon the seller's
delivery of the property and the seller reserves a
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security interest in the property. See, Code of Alabama
1975, § 7-2-401. Although contractual provisions may
provide that the vendor retains title to personal property
until the final installment payment is received, under the
Uniform Commercial Code any retention by the seller of the
title in goods delivered to the buyer is in effect a reser-
vation of a security interest. Code of Alabama 1975,

§ 7-1-201(37) and § 7-2-401. Therefore, any property

in the possession of a State agency should be inventoried
for purposes of § 36-16-8 even though the final install-
ment payment has not been made by the State.

You are cautioned that every State officer and
employee is strictly accountable for all personal property
assigned or in his or her possession even though the item
is not required to be included in the inventory of the
State. See Attorney General's Opinion No. 96-00130
written to you on February 9, 1996.

CONCLUSION

The provisions of Code, § 36-16-8 require inventory
accountability of all property where title has vested in
the State and of all property acquired by other means even
though title has not vested in the State. Generally, in a
lease purchase, title passes when the option to purchase
is exercised. In an installment sale, title passes upon
delivery of the property to the buyer.

I hope this sufficiently answers your question. 1If
our office can be of further assistance, please contact
Brenda F. Smith of my staff.

Sincerely,

JEFF SESSIONS
Attorney General

By:

JAMES R. SOLOMON, .
Chief, Opinions Division

JS/BFS/cb
D96/F
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September 10, 2002

Honorable Susan D. Parker

State Auditor

The State Capitol

P.O. Box 300200

Montgomery, Alabama 36130-0200

Inventory — State Departments and
Agencies — State Employees - Officers
and Employees

The property manager within each
department or agency of the State is
responsible for maintaining custody of
state property within that department or
agency.

When property is assigned to a specific
employee within the department or
agency, that employee is to execute a
written receipt of the property.

The execution of this document
relieves the property manager of
responsibility for the property and
makes the employee receiving the
property strictly accountable for it
should it be lost due to the employee’s
neglect or willful action.

Dear Dr. Parker:

This opinion of the Attorney General is issued in response to your
request.

QUESTION

Does section 36-16-8(2) of the Code of
Alabama provide that an employee or officer who
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completes a hand receipt assumes responsibility
for that property, and does section 36-16-8(4)
provide that that officer or emplovee is strictly
accountable for all personal property assigned to
his custody once he completes a hand receipt?

FACTS AND ANALYSIS

Section 36-16-8 of the Code of Alabama provides, in pertinent part,
as follows:

The Property Inventory Control Division
shall establish a control in the following manner
of all nonconsumable state personal property not
exempt under Section 36-16-11.

(1) The head of each department or agency
of the state shall designate one of its employees
as property manager for the department or
agency. Except for books, the property manager
shall make a full and complete inventory of all
nonconsumable personal property and certain
other items of personal property deemed impor-
tant or sensitive enough by the Property Inven-
tory Control Division to be included in the
inventory of state property of the value of five
hundred dollars ($500) or more owned by the
state and used or acquired by the department or
agency. The inventory shall show the complete
description, manufacturer's serial number, cost
price, date of purchase, location, and custodial
agency, responsible officer, or emplovee, and the
state property control marking. A copy of the
inventory shall be submitted to the Property
Inventory Control Division on October | and
April 1 of each year. Each inventory shall show
all property acquired sirce the date of the last
inventory. When any inventory fails to show any
property shown on the previous inventory, then a
complete explanation accounting for the property
or the disposition thereof shall be attached to the
inventory and submitted to the Property Inven-
tory Control Division. All property managers
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shall keep at all times in their files a copy of all
inventories submitted to the Property Inventory
Control Division, and thz copies shall be subject
to examination by any and all state auditors or
employees of the Department of Examiners of
Public Accounts.

(2) Each property manager shall be the
custodian of, and responsible for, all property in
his or her department or agency. When any
property is entrusted to other employees or offi-
cers of the department or agency, the property
manager shall require a written receipt of the
property so entrusted, which receipt shall be exe-
cuted by the person receiving the property. In
that event, the property manager shall be relieved
of responsibility of the property, and the
employee or officer of the department or agency
shall be responsible for the property.

® ok &

(4) Biannually, the Property Inventory
Control Division shall conduct an inventory of
all such state personal property excluding his-
torical materials in the custody of the Depart-
ment of Archives and History, holding every
officer or employee strictly accountable for all
personal property assigned to his or her custody.

ALA. CODE § 36-16-8 (2001).

This section places the responsibility of maintaining custody of
state property to the property manager within each department or agency.
See ALA. CODE § 36-16-8(2) (2001). It also provides, however, that
once property is assigned to a specific employee within the department or
agency, that employee is to execute a written receipt of the property. /d.
The execution of this document relieves the property manager of respon-
sibility for the property. [d. It makes the employee receiving the prop-
erty strictly accountable for the property should it be lost due to the
employee’s neglect or willful action. ALA. CODE § 36-16-8(4) (2001).

State law expressly empowers the Attorney General to commence an
appropriate action to recover “the value of any personal property lost to
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the state due to the neglect or willful act of the person having the custody
of the property.” ALA. CODE § 36-16-9 (2001). Such an action would
properly be commenced against the person who has completed a hand
receipt accepting responsibility for the property. If no employee or offi-
cer had completed a hand receipt accepting responsibility for the property,
a suit could be commenced against the property manager, who would
retain custody and responsibility for the property.

CONCLUSION

The property manager within each department or agency of the State
is responsible for maintaining custocy of state property within that
department or agency. When property is assigned to a specific employee
within the department or agency, that employee 1s to execute a written
receipt of the property. The execution of this document relieves the prop-
erty manager of responsibility for the property and makes the employee
receiving the property strictly accountable for it should it be lost due to
the employee’s neglect or willful action.

I hope this opinion answers your question. If this Office can be of
further assistance, please contact Troy King of my staff.

Sincerely,

BILL PRYOR
Attorney General

By: :
G@U&@a th,
JEAN

CAROL SMITH
Chief, Opinions Division
BP/CIS/TRK
75789v2/44504
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BiLL PRYoR
ATTORNEY GENEMAL

STATE OF ALABAMA
OFFICE OF THE ATTORNEY GENERAL

January 17, 2003

Honorable Susan D. Parker
State Auditor

The State Capitol

P.O. Box 300200
Montgomery, AL 36130-0200

Dear Dr.

j‘:/ 2003

-067

ALABAMS ETATE HOUSE
11 SOUTH UNION STREET
MONTGOMERY, AL 38130
1334} 2427300 .
WHW.AGD . STATE.AL.US

Retirement — Weapons — Law

Enforcement - Pistols

A law enforcement officer retiring
from the Department of Public
Safety may be awarded certain
pieces of equipment as may be
determined by the Department.

Parker:

This opinion of the Attorney General is issued in response to your

request.

QUESTION ONE

When an employee is a merit system
employee with law enforcement status at one
state agency and, consequently, receives a politi-
cal appointment to another state agency with law
enforcement status and retires from state service
as law enforcement, which agency is responsible
for retirement benefit of his or her badge and
pistol?

FACTS AND ANALYSIS

From the attachments that are included with your request letter, we
know that the question concerns Col. James H. Alexander, who states
under oath that he retires from the Alabama Department of Public Safety
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on January 1, 2003, This is the Department where he was employed at the
time of his retirement, so the statutes governing retirement from that
Department govern.

Section 32-2-26 of the Code of Alabama states as follows:

Any person who, at the time of his retire-
ment, is employed by the State Department of
Public Safety as a state trooper or other law
enforcement officer shall receive, as a part of his
retirement benefit, without cost to him, his
badge, pistol and such other equipment as the
Department of Public Safety may designate.

Ava, CoDE § 32-2-26 (1999).

CONCLUSION

When a law enforcement officer retires from the State Department
of Public Safety, that agency is responsible for providing, as part of his or
her retirement benefit, his or her badge and pistol.

QUESTION TWO

What constitutes such other equipment?
Does this imply an individual may receive more
than one pistol as a retirement benefit?

FACTS AND ANALYSIS

In his affidavit, Col. Alexander states that, pursuant to the above
Code section, he will retire with his badge and pistol, and *1 will also
retire with a Glock .40 caliber handgun, serial number ASTO121, for the
purpose of transferring this gun to Denise Nichols, the widow of Alabama

State Trooper Brian Nichols who was killed in the line of duty on 02-17-
2002~

The statutory language “and such other equipment as the Depart-
ment of Public Safety may designate” gives the Department discretion to
determine what other equipment may be transferred. It is the opinion of
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this Office that the transfer of the second pistol would not be an abuse of
discretion granted to the Department by the cited Code section. The
responsible officials in the department should remember that these trans-
fers will be reviewed by the Department of Examiners of Public Accounts
and that a transfer of equipment that is an abuse of discretion may result
in a chargeback to the responsible officials.

CONCLUSION

At the determination of the Department of Public Safety, a second
pistol may be awarded to a retiring officer of that Department.

QUESTION THREE

Can the Department of Public Safety also
award the deceased officer’s survivor the
deceased officer’s pistol as the Department of
Public Safety may designate?

FACTS AND ANALYSIS

This question is prompted by Col. Alexander’s stated intention of
presenting an officer’s widow with the second pistol that is being given to
him. You cited section 36-21-8.1(a) of the Code of Alabama, which states
as follows:

Any peace officer or law enforcement offi-
cer as defined by subsection (4) of section 36-21-
40, who is killed in the line of duty shall have
provided to the deceased officer’s survivor, as
determined by the deceased officer’s department
head, the badge which was assigned to said offi-
cer at the time of his death.

ALA. CODE § 36-21-8.1(a) (2001).
Clearly, the pistol cannot be given to the spouse under this Code

section. There is, however, nothing improper with Col. Alexander pre-
senting the widow with the pistol if it is given to him at his retirement. It

1s his property at that point, and he may do as he will with it, provided all
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state and federal requirements that govern the transfer of firearms are
met,

CONCLUSION

A widow of a peace officer killed in the line of duty may receive
the officer’'s badge and may be given his pistol if it has been lawfully
transferred to another law enforcement officer at his retirement should the
new owner wish to present it to her.

1 hope this opinion answers your questions. If this Office can be of
further assistance, please contact Walter S. Turner of my staff.

Sincerely,
BILL PRYOR

Attorney General
By:

CAROL ;EAN SMITH
Chief, Opinions Division

BP/CIS/WST/kh

85594v2/47484

78



2003-180

OFFICE OF THE ATTORNEY GENERAL

ALABAMA BTATE HOUSE
BiLL PrYyoRr 11 SOUTH UNION STREET
ATTORMEY GEMERAL MONTGOMERY, AL 36130
(334) 2427300
WWIW AGD, BTATE, AL.US

July 2, 2003

Honorable Beth Chapman

State Auditor

State of Alabama

The State Capitol

Montgomery, Alabama 36130-0152

State Auditor - Electronic Inventory
Control System - Fees — Expenses —
Montgomery County

The State Auditor may require state
agencies to use an electronic
inventory control system established
or specified by the State Auditor.

Absent constitutional or statutory
authority, the State Auditor may not
charge state agencies for services,
fees, maintenance cost, or other cost
expenses incurred or associated with
maintaining its electronic inventory
control system.

Dear Ms, Chapman:
This opinion of the Attorney General is issued in response to your
request.
QUESTION I
Can the State Auditor require all state

agencies to use the electronic inventory system
established by the State Auditor?
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FACTS AND ANALYSIS

The State Auditor desires to require all state agencies to use an
electronic control system, namely Protégé, when making statutorily re-
guired inventory reports. The powers, functions, and duties of the State
Auditor, a constitutional officer, are found in the 1901 Constitution of
Alabama and sections 36-16-1, et seq. of the Code of Alabama. Section
36-16-7 creates a Property Inventory Control Division within the Office
of the State Auditor. Sections 36-16- 8 through 36-16-11 apply to
property inventory procedures. Section 36-16-8 provides, in part, as
follows:

The Property Inventory Control Division shall
establish a control in the following manner of all
nonconsumable state personal property not exempt
under Section 36-16-11.

(1) The head of each department or agency
of the state shall designate one of its
employees as property manager for the
department or agency. Except for books, the
property manager shall make a full and
complete inventory of all nonconsumable
personal property and certain other items of
personal property deemed important or
sensitive enough by the Property Inventory
Control Division to be included in the
inventory of state property of the value of five
hundred dollars ($500) or more owned by the
state and used or acquired by the department
or agency. The inventory shall show the
complete description, manufacturer's serial
number, cost price, date of purchase, location,
and custodial agency, responsible officer, or
employee, and the state property control
marking. A copy of the inventory shall be
submitted to the Property Inventory Control
Division on October 1 and April 1 of each
year. Each inventory shall show all property
acquired since the date of the last inventory.
When any inventory fails to show any
property shown on the previous inventory,
then a complete explanation accounting for
the property or the disposition thereof shall be
attached to the inventory and submitted to the
Property Inventory Control Division. All
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property managers shall keep at all times in
their files a copy of all inventories submitted
to the Property Inventory Control Division,
and the copies shall be subject to examination
by any and all state auditors or employees of
the Department of Examiners of Public
Accounts.

ALA. CODE § 36-16-8(1) (2001).

Section 36-16-10 provides, in part, that "[t]he Chief of the Property
Inventory Control Division shall have the authority to carry out the provi-
sions of Sections 36-16-8 through 36-16-11, and shall require that each
department, office, bureau, board or agency of the state carry out fully the
provisions of Sections 36-16-8 through 36-16-11 applicable to such de-
partment, office, bureau, board or agency." ALA. CODE § 36-16-10
(2001).

A state entity and/or official may not exceed the statutory authority
granted by the State Legislature and/or Constitution of Alabama. Admin-
istrative implementation cannot deviate from principle and policy of stat-
ute, and rules and regulations; and administrative action cannot subvert or
enlarge upon statutory policy or rules and regulations therein set down.
Ala. State Bd. of Optometry v. Busch Jewelry Co., 261 Ala. 479, 75 So. 2d
121 (1954); Jefferson Co. Bd. of Educ. v. Ala. Bd. of Cosmetology, 380
So. 2d 913. A state agency's actions should be within "its statutory and
constitutional powers.” Ex parte Ala. Bd. of Nursing, 835 So. 2d 1010
(Ala. 2001). While an administrative agency, being a creature of the
Legislature, has only those powers conferred upon it by legislation, Ex
parte City of Florence, 417 So. 2d 191 (Ala. 1982), these powers may be
granted either expressly or by implication. Woodruff v. Beeland, 220 Ala.
652, 127 So. 235 (1930). The fundamental rule of statutory interpretation
is to determine and to give effect to the intent of the Legislature. Ex
_parte State Dep't of Revenue, 683 So. 2d 980, 983 (Ala. 1996).

The State Auditor, through her Property Inventory Division, is re-
sponsible for maintaining a complete and accurate inventory of all non-
consumable personal property owned by the State of Alabama that is not
specifically exempted by law. Section 36-16-8 charges the Auditor with
collecting specific information on each item of such property and con-
ducting biannual inspections to account for the property. Property man-
agers in each state department are to be held strictly accountable for
property entrusted to their custody. In order for the Auditor to fulfill
these responsibilities, she may establish a uniform system of reporting
and accountability including an electronic inventory control system and
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prescribe methods, formats, and media reasonably available to state agen-
cies to be used in reporting the required information.

The State Auditor should work with those state agencies that are
unable to establish the requested uniform system to find a reasonable
method of compliance. For example, the Auditor may furnish some of the
necessary software or hardware to the agency.

CONCLUSION

The state Auditor may require State agencies to use an electronic
inventory control system established or specified by the State Auditor.

QUESTION II

Can the State Auditor charge state agencies
for services, fees, maintenance cost, or other cost
expenses incurred from maintaining an electronic
inventory control system established by the State
Auditor?

FACTS AND ANALYSIS

Section 36-16-5 of the Code of Alabama provides for fees for ser-
vices rendered by the State Auditor and reads as follows: "[t]he Auditor
must charge $.50 for each impression of his official seal for private or
personal use and, for other services, he must charge the same fees as the
Secretary of State for similar services. All such fees shall be paid into
the State Treasury.” ALA. CODE § 36-16-5 (2001).

. There are no_statutory provisions allowing either the State Auditor
or State Treasurer to assess a state agency a fee, maintenance cost, or
other charge for maintaining an electronic inventory control system. The
Office of the Attorney General has frequently held that there must be spe-
cific statutory authorization permitting the assessing and collection of a
fee. Where a statute enumerates certain things on which it is to operate,
the statute must be construed to exclude all things not expressly men-
tioned. Ex parte Holladayv, 466 So. 2d 956, 960 (Ala. 1985); Opinion to
Honorable H. A. Lloyd, Attorney for the West Alabama Mental Health
Board, dated December 11, 2001, A.G. No. 2002-091. When the language
of a statute is plain and unambiguous, the statute should be construed to
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mean exactly what it says. Starte v. Robinson Land and Lumber Co. of
Ala., 262 Ala 146, 77 So. 2d 641 (1954).

There is neither constitutional or expressed or implied statutory
authority permitting the State Auditor to charge state agencies for ser-
vices, fees, maintenance cost, or other cost expenses incurred from main-
taining an electronic inventory control system established by the State
Auditor.

CONCLUSION

Absent constitutional or statutory authority, the State Auditor may
not charge state agencies for services, fees, maintenance cost, or other
cost expenses incurred or associated with maintaining its electronic in-
ventory control system.

| hope this opinion answers your questions. If this Office can be of
further assistance, please contact Aaron W, Nelson, Legal Division,
Department of Examiners of Public Accounts.

Sincerely,

BILL PRYOR
Attorney General

By:
CAROL JEAN SMITH

Chief, Opinions Division

"BP/AWN
104889v1/52996
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STATE OF ALABAMA

OFFICE OF THE ATTORNEY GENERAL
m K 500 DEXTER AVENUE
ATTOROEY GENERAL December 22, 2010 MONTGOMERY, AL 36130

(334) 2427300
WWW AGO.STATE AL.US

Honorable Richard J. Laird
Member, House of Representatives
1507 Bonner Drive

Roanoke, Alabama 36274

Finance Department -- Surplus Property --
Rescue Squads -- Rules and Regulations --
Randolph County

The authority to administer the disposition
of state-owned surplus property for
volunteer ambulance services and
volunteer rescue squads passed to the
Alabama Department of Economic and
Community Affairs (“ADECA™) with the
enactment of Act 84-249, as codified in
section 41-16-120, ef seq., of the Code of
Alabama.

The Board of Health Ambulance Advisory
Board and the Alabama Association of
Rescue Squads, Inc., are authorized to
screen state-owned surplus property for
volunteer ambulance services and
volunteer rescue squads, respectively.
ADECA is empowered to promulgate rules
necessary to implement and administer this
program.

Dear Representative Laird:

This opinion of the Attorney General is issued in response to your
request.

QUESTION 1

Does the Alabama Department of Economic and
Community Affairs administer the disposition of
surplus state-owned property in light of the provisions
of section 41-4-33.2 of the Code of Alabama? '
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FACTS AND ANALYSIS

Section 41-4-33.2 of the Code of Alabama was enacted in 1984 as Act 84-
619. It states, in its entirety, as follows:

(a) This section shall apply to voluntary
nonprofit ambulance services and voluntary nonprofit
rescue squads which are operated as a public service
for the benefit of the citizens of this state. It is
declared that said ambulance services and rescue
squads are quasi-public entities that are entitled to
receive and use public funds or property appropriated,
donated or leaned to them by the state or any county or
municipal governing body.

(b) All surplus property owned by the state to be
disposed of by sale at auction by the Finance
Department shall first be screened by the state Board of
Health Ambulance Advisory Board created in Section
22-18-5, and the Alabama Association of Rescue
Squads, Inc., to determine if such property may be of
use by volunteer ambulance services or wvolunteer
rescue squads respectively. If said entities find such
property to be useful to voluntary ambulance services
or rescue squads, then the state Finance Director shall
loan said property to the voluntary services. The state
Finance Director is authorized to promulgate necessary
rules to implement this section.

(c) Any property transferred to a wvolunteer
ambulance service or rescue squad under the provisions
of this section shall be used exclusively for ambulance
and rescue purposes. The use of any such property
other than on the business of the volunteer ambulance
service or rescue squad is expressly prohibited. Any
violation of the provision of this section shall be a
Class A misdemeanor punishable as provided under
Title 13A.

Final disposition of all properties loaned as a
result of this section shall rest with the Finance

Department of the state.

ALA. CODE § 41-4-33.2 (2000).
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The Legislature also passed Act 84-249, which was codified in sections
41-16-120, et seg., of the Code of Alabama. This act created the Surplus
Property Division of ADECA. Section 41-16-120 states, in pertinent part, as
follows:

(a) The Director of the Department of Economic
and Community Affairs shall be responsible for the
distribution, transfer, or disposal of all surplus
personal property owned by the state and all right, title,
interest, and equity in the property shall be transferred
to the department for such purpose. The director may
delegate to the Director of the Surplus Property
Division such - supervision and control of the
distribution or disposal of state owned surplus personal

property.

(e) The division shall have authority to sell
surplus property at fair market value, as established by
the division and set out in its published rules, to
eligible entities as defined in subsection (b)(3).
Payment for purchases by any of the eligible entities
shall be made within 30 days after such purchase.
Payment plans may be established at the discretion of
the division director or his or her designee within
guidelines approved by the Director of ADECA. If
payment is not made within 60 days after a purchase, in
cases where a payment plan has not been established,
then such purchase shall be declared void and in
default, and the property shall be returned immediately
by the defaulting purchaser to the division.

ALA. CODE § 41-16-120 (Supp. 2010).

Reading the relevant parts of the two statutes, sections 41-4-33.2 and 41-
16-120, there is a conflict in the administration of the disposition of certain
types of surplus state-owned property when comparing the disposition of surplus
property for use by volunteer ambulance services and volunteer rescue squads
and the disposition of surplus property for other state agencies, generally.
Under, however, the principles of statutory construction in Alabama, statutes
should be construed so as to harmonize their provisions. Ala. Dep’t of Revenue
v. Nat'l Peanut Festival Ass’n, Inc., 11 So. 3d 821, 829 (Ala. Civ. App. 2008).
Further, “[i]n the event of a conflict between two statutes, a specific statute
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relating to a specific subject is regarded as an exception to, and will prevail
over, a general statute relating to a broad subject.” Id. At §829-30.

Consequently, the specific provisions of section 41-4-33.2 should be read
as exceptions to the broad provisions of sections 41-16-120, et seq., and the
provisions relating to the authority of the Board of Health Ambulance Advisory
Board, on behalf of the wvolunteer ambulance services, and the Alabama
Association of Rescue Squads, Inc., on behalf of the volunteer rescue squads, to
screen surplus property and to obtain the use, by loan, of any useful equipment,
as set out in chapter 4 of title 41, are still in effect and are an exception to the
provisions contained in the present surplus property statutes.

In addition, the synopsis to Act 84-249 demonstrates a clear legislative
intent that the disposition of state-owned surplus property be administered by
- ADECA. The synopsis to Act 84-249 reads, in pertinent part, that “[t]o provide
that the department of economic and community affairs shall be the
administrative state agency for contracts for sales of certain state property
heretofore administered by the finance department.” 1984 Act 84-249, 392, 392.

The specific exception found in subsection (b) of section 41-4-33.2 states
that “[a]ll surplus property owned by the state to be disposed of by sale at
auction by the Finance Department” is to be screened by the Board of Health
Ambulance Advisory Board. ALA. CODE § 41-4-33.2 (2000). Upon the passage
of Act 84-249, the authority to dispose of surplus property owned by the state
was transferred to ADECA. Consequently, despite the exception to section 41-
16-120 of the Code created for the Board of Health Ambulance Advisory Board
and the Alabama Association of Rescue Squads, Inc., by section 41-4-33.2, the
process of disposing of all state-owned surplus property lies with ADECA.

CONCLUSION

The authority to administer the disposition of state-owned surplus
property for volunteer ambulance services and volunteer rescue squads passed to
ADECA with the enactment of Act 84-249, as codified in section 41-16-120, et
seq., of the Code.

QUESTION 2

Will volunteer rescue squads and wvolunteer
ambulance services be allowed to screen state-owned
surplus property?
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FACTS AND ANALYSIS

As stated previously in this opinion, section 41-4-33.2 of the Code is
construed as an exception to the provisions of Act 84-249 that created the
Surplus Property Division at ADECA. In harmonizing these statutes, the right
of the Board of Health Ambulance Advisory Board and the Alabama Association
of Rescue Squads, Inc., to screen surplus property to determine if any such
property might be useful to any volunteer ambulance service and volunteer
rescue squad, respectively, would remain in force.

Section 41-4-33.2 empowered the named entities to screen surplus
property “to determine if such property may be of use by volunteer ambulance
services or volunteer rescue squads.” ALA. CODE § 41-4-33.2 (2000). Section
41-4-33.2 further required the Finance Director to loan the selected surplus
property to the “wvoluntary services.” Reading the two statutes together, the
authority to loan the selected surplus property remains, and ADECA is
empowered to promulgate rules to implement and administer this program.

CONCLUSION

The Board of Health Ambulance Advisory Board and the Alabama
Association of Rescue Squads, Inc., are authorized to screen state-owned
surplus property for volunteer ambulance services and volunteer rescue squads,
respectively. ADECA is empowered to promulgate rules necessary to implement
and administer this program.

I hope this opinion answers your questions. If this Office can be of
further assistance, please contact Mose Stuart, Legal Division, Department of
Finance. '

Sincerely,

TROY KING
Attorney General

BRENDA F. SMITH
Chief, Opinions Division
TK/MS
1057645/146550
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DESIGNATION OF PROPERTY MANAGER

(Use Agency Letterhead)

TO:
{(Property Manager Name)
FROM:
{Agency Director/Cominissioner)
DATE:

Effective this date, » You are hereby designated as property

manager of the (Agency Name/Board/Commission)

. Your duties
shall be performed in compliance with the Code of Alabama, 1975, §36-16-8. You will be the
custodian of, and responsible for, all property belonging to the state and in the custody of this

agency unless an appropriate written receipt has been executed and obtained from other emplovees
or officers of this department for each property item entrusted to them.

DEPARTMENT HEAD

Acknowledgement:

I hereby acknowledge my designation as property manager for the (Agency
Name/Board/Comimission)
and my duties and responsibilities are contained in the Code of Alabama. 1975, §36-16-8.

PROPERTY MANAGER

cc: State Auditor
Chief Examiner of Public Accounts
Attorney General
Department of Economic and Community Affairs

State Auditor’s Office
600 Dexter Avenue, Suite S-101, Montgomery, AL 36130-0200

EXHIBIT A
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STATE OF ALABAMA

Department of Finance
Office of the State Comptroller

10 Morth Linion Streed, Suite 220
Montgomery, Alabama 361 30-2620
Telephone (334) 242-7050 Fax (334) 242-T466
www.eomptroller.alabama gov

Robert Bentley Thomas L. Whits, Jr
Goyerner Stute Comptroller
Marguita F. Davis, Ph D. Janice A. Hamm
Dirgctor of Finamce: Deputy State Comgtroller

MEMORANDUM

TO: All State Agencies

FROM: Thomas L. White, }rg < WV

State Comptroller
DATE: February 13, 2012
RE: Material Receipt Change

In an effort to conserve State funds, we are no longer requiring material receipts be
attached to invoices submitted to the Comptroller’s Office for payment.

Effective immediately, please affix the following statement to each ORIGINAL invoice
submitted for payment:

I hereby certify the article(s) and or service(s) listed on this document were received
on in the proper condition, are the kind and quantity ordered and
appropriate purchasing policy and procedures were followed.

Received By:
Date:

Agencies can use a certification stamp or affix a printed label to invoice(s). This new
requirement should be implemented immediately, however; this new requirement will be
mandatory beginning October 1, 2012,

If you have any questions, please contact Jeanne Kennedy at 334-242-7061
(jeannekennedy@comptroller.alabama.gov), Tucker Wilson at 334-242-7057
(tucker.wilson@comptroller.alabama.gov) or Kathleen D. Baxter at 334-242-4857
(kathleen.baxter@comptroller.alabama.gov).

TLWjr/dt

Exhibit B
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RECEIPT FOR PROPERTY — TEMPORARY

TO:
PROPERTY MANAGER
DEPARTMENT
FROM:
DATE:

I hereby acknowledge receipt of the following items of property
belonging to the State of Alabama.

Effective on the date shown above, these items are in my custody and I hereby
acknowledge responsibility for these items. I understand that, pursuant to the Code
of Alabama, 1975, §36-16-8, I will be held strictly accountable for these items in the
event of any shortages.

Signature of Temporary Custodian

EXHIBIT C
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TO:

DONATION LETTER
(Use Agency Letterhead)

(Agency Name)

(Address)

FROM:

{Donor Name)

(Address)

DATE:

SUBJECT: Donation of Personal Property

I hereby affirm/certify that T am the legal owner of the items listed heremn, and that
these items are free of any encumbrances. I further affirm/certify that these items are
given without promise of any future consideration.

Item Description Serial Original Property Number
Number Cost
Donor Signature & Date Telephone #

93

EXHIBIT D




AFFIDAVIT

I, , do hereby cerufy that I have the
tollowing equipment in my possession.

Property Number:

Description:

Serial Number:

This equipment is located at the following address:

Street:

City: , State:

This item was not available for the auditor’s inspection for the following
reason:

Effective on the date shown below, this item 1s in my custody and I
hereby acknowledge responsibility for these items. I understand that,
pursuant to the Code of Alabama 1975, Section .36-16-8, 1 will be held
strictly accountable for these items in the event of any shortages.

Signature: Date
Responsible person

EXHIBIT E
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Property Acquisition Form PA-2

(Revised April 2012)
State Auditor's Office

Asset _ Asset __ Velucle
Type*

Department®

Asset/Inventory Number* -

Barcode Number# Class Code*

Mamufacturer

Model Model Year Color

Senal Number/VIN Number

Description

Person Responsible® County*

Building* Room®*

Location Notes

Additional Notes

Condition Good Fair Poor BS SubCode

Operational Umt Activity*

Accounting / Acquisition Date*

Accounting / Acquisition Cost*

Accounting/ Acquisition Method* Purchased Donated

Other (please list)

Finance Object Invoice # PO #

Agency Fund State Fund*®

Vehicle Tag Warranty Expiration Date

*Required Field Exhibit F
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AFFIDAVIT

Electrome Media Samtization Declaration

Purpose: The following statement certifies to the Surplus Property Division of the Alabama
Department of Economic and Community Development (ADECA), or other receiving State Agency
or entity, that all electromnic storage media contained within the identified information system(s) has
been sanitized of all data in accordance with State Media Samtization Standards as outlined by the
Office of Information Technology and applicable property management requirements.

With regards to the items listed on the following SD1(s): (Property Manager st each SD1 Number)

I (Name of person responsible for media
sanitization or IT Manager) (Title)
of, (Agency/Organization)

do hereby confirm that all electronic media in the above-listed items has been samtized of all data in
accordance with State IT Standard 68153: Media Samitization.

Signanue Date

Subscribed and sworn to before me this day of 20

Notary Public

My Commission Expires:

Exhibit G
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BATCH MODIFY REQUEST

(fields marked with * are required)

ORIGINAL PERSON RESPONSIBELE #*

ORIGINAL DEPARTMENT NUMBER *

ORIGINAL COUNTY

ORIGINAL BUILDING

ORIGINAL ROOM

ORIGINAL OPERATIONAL UNIT

ORIGINAL BS SUBCODE

NEW PERSON RESPONSIELE *

NEW COUNTY

NEW BUILDING

NEW ROOM

NEW OPERATIONAL UNIT

NEW BS SUBCODE

SIGNATURE
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Memorandum (printed on agency letterhead)

DATE-: [Date]
TO: [Agency Director/Comnussioner]

FROM: [[Name]
Property Manager

SUBJECT: [Asset Number/Descoption; Responsible Employee Name

The following item was reported lost or stolen by [Employee Name], Division (if applicable):
BH-HEHHEHE (Asset #) — [Asset Description, Acquisition Date, Acquisition Cost $35.53]

Based on the statement attached from the employee, a determination of neglizence or non-

neghgence 1s requured by yvou. If actions are found to be negligent, the item(s) must be replaced by

the person you deem to be negligent. Replacement cost is determined by one of the methods stated
in Procedure 6, Section 2.a of the State of Alabama Property Manual.

Please advise me of your decision by imitialing the appropriate status below. Attachments:

Memo from [Employee Name]
State of Alabama Property Manual Section 6

Negligent Not Negligent

Exhibat I
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YEAREND LETTER DUE OCTOBER 1

[se Agency Letterhead, Scan and E-Mail fo Kathie. Ly ) itar. gov or mail | dre
{Use Agency Letterhead, Scan and E-Mail to Kathie. Lynch{@auditor.alabama.gov or mail to address
below.)

October 1. 20

Ms. Kathie Lynch

Chiet. Property Division

State Auditor’s Office

P.O. Box 300200

Montgomery. Alabama 36130-0200

Dear Ms. Lynch:

In accordance with the Code of Alabama. Section 36-16-8. the annual physical
inventory for (4gency Name) of all non-consumable items with an acquisition cost
ot $500 or more. including weapons and all sensitive items. has been completed.
The inventory shows (number of items) items totaling

$ (total acquisition cost of inventory). All assets have been
located and accounted for. (If some assets are not located, please notate how
many items vou were unable to locate and the cost of the items.)

If additional information is required. please contact me at (vour
telephone number).

Sincerely.

Property Manager

EXHIBIT J
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8-5 CAPITAL ASSETS

The procedures for accounting for capital assets vary depending on the fund type (governmental
or propretary) involved and the type of property (real or personal) mvolved.

A. PROCEDURES APPLICABLE TO BOTH GOVERNMENTAIL AND
PROPRIETARY FUNDS

1. GENERAL INFORMATION

State law requures the State Auditor to maintamn an nventory of all personal property valued at
%3500 or more. Weapons are included regardless of cost and certamn personal property or agencies
are exempt by statute in CODE Sections 36-16-1, et seq. Generally, all purchases of personal
property should be coded to object categones 1300 or 1400. Generally, all purchases of real
property should be coded to objectcategory 1200. Items costing less than $500 should be coded
to object categonies 1300 or 1400 as well

The cost of a capital asset includes the purchase price as well as all normal and reasonable
expenditures necessary to get the asset in place and ready for use. Such expenditures could
include freight, installation, or modifications needed to place the asset in use. Donated capatal
assets should be booked at the fair market value at the date of donaton. Capital assets acquured
from Surplus Property or by transter will be valued at the onginal acqusition cost to the State.
However, if the Surplus Property was previously federal property, the cost recorded should be
what was paid by the state agency purchasing the asset.

2. PROPERTY NUMBER

Property, regardless of fund type, that 1s required to be inventornied by the State Auditor must
include the property number in the first 12 characters of the “Line Description” field on the
payment request. (1207, 1208, and 1211 are exempt from this requurement along with 79 1n
1279, 1379 and 1479). When paying for multiple assets on a single payment voucher, each
property number must be coded in the extended descrpuon field.

Auditor Property Numbers (for State Auditor inventoried property) are formatted as follows:
QAxx-1234567, where xx 1s the Auditor’s two-digt agency code, the fifth character is alwavys a
hyphen and the remaimng seven characters are the Auditor’s property number, preceded by

zeros if necessary to fill all of the remaining seven characters after the hyphen.

Personal property putclmses data, where applicable, is subnutted to the State Auditor monthly
and 1s checked against the property reported to them for discrepancies. Contact the Financial
Reporting Section at (334) 242-7025 if you have questions.
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STAARS Capital Asset System (SC&S)ThE SCAS 1s now used to report capital assets in the
Comprehensive Annual Financial Report (CAFR). Capital assets meeting the established
thresholds for financial reporting purposes must be recorded i the SCAS. Established

thresholds are as follows:

Land and Buildings - $250,000
Intangible Assets - $1,000,000
Equpment - $15,000

Commodity codes on payment vouchers (PRC) determune if the payment 1s for capital assets.
The payment also must meet established thresholds. Payments to commeodity codes related to
capttal assets that meet or exceed the thresholds generate FA shells. The FA shells should be
completed and submutted to be processed. For equupment that 1s recorded in the Auditor’s fixed
asset system (AssetWorks), the AW prefix should be selected for the auto-assigned fixed asset
number. For non-auditor property (land, buildings and intangible assets), the GC prefix should
be selected for the auto-assigned number. The tag field is used to record the actual property
number. For fixed assets recorded in AssetWorks, the tag field format is the two character
auditor department code and the property number. For example, if the auditor department 1s ST
and the property number 1s 200007, the property number recorded in the tag field should be ST-
200007. For non-auditor property including land, buildings, and intangible assets, the property
number 1s the 3 digit department code assigned by the Comptroller’s office and up to 7
characters determuned by the department (indrmmdual properties should have a umique property
number). For example if the department code 1s 010 and the number assigned by the
department 1s 3000010, the property number recorded in the tag field should be 0103000010.

The following documents are used to record and modify capital assets in STAARS:
-FA - Record new capital assets and betterments.
-FC - Cancels a capital assets
-FI - Increases or decreases the value of a capital asset
-FD - Disposes a captal asset
-FX - Changes a fixed asset type (for example, construction in progress to a building)

-FM - Modifies non-accounting data such as useful hfe, the tag number (if entered

mncorrectly)

Gudance for processing the above documents can be found on the STAARS website under Job
Auds.

Ref: State of Alabama Fiscal Policy and Procedures Manual, Page 118-119 (Rev 11/2018)
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They need a copy of the designation letter for the current
property manager (Property Manager Designee Form).

They will verify that this matches the information on file with the
State Audiror's Office.

From the property manager, they will need to see capies of the letters
that should have accompanied the information submuitted to the State
Auditor’s Oftice annually to document that a full and complete inventory
of all non- consumable personal property was performed (Year-End
Lertter). They will need to see all these submutted for the period under
exanunation.

They will be obtaining and reviewing the results of the mosr recent
inventory performed by the State Auditor’s Office so keep a copy of
vour audit letter we send after the audit 1s completed.

They will need to see all written receipts are executed for personal
property for which responsibility rests with someone other than the
property manager. (Signed Person Responsible Reports — annually).

They will be selecting items from a listung of agency property items and
comparing mformation on the property listing such as: property
numbers, serial numbers, description, cost, etc. to the acrual property
itemn as well as how it is recorded in the Stare Auditor’s Asset
Management system.

They need to see the SD-1's processed during the exammination period
and will test a selection of these to determine that they processed
correctly and thart the information on the hard copies matches the
mformation in the State Auditor’s Asset Management system.

They will also be testing that information on newly acquired property
(whether acquired by direct purchase, transfer, or donation) is being

entered accurately into the State Auditor’s Asset Management system in
a timely manner (within 30 days of purchase/receipt).

Exhibit L
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LOSS OF STATE PROPERTY REPORT

Date of Name: First | Name: Last Reporting Agency: Asset Number: Barcode Number:
Incident:
Asset Acquisition Cost: Disposition: (circle one) Asset Acquisition Date: Serial/VIN #:
$ Lost
Stolen
Destroyed
Make/Model/Year Item Description: Person Responsible:
Last known location: Explanation of circumstance resulting in loss of property: (attach

additional sheet if necessary)

Cause and corrective action taken or to be taken to prevent recurrence in the future:

Write a statement explaining if the property did or did not contain sensitive data or toxic/hazardous material and if the
appropriate agencies and authorities were notified (if applicable):

Pursuant to the Code of Alabama 1975, Section 36-16-8, | will be held accountable for these items in the event of any
shortages.

Signature of Employee Responsible®: Date:

[*If employee is not available or unable to sign, supervisor/manager should list reason in this box.)

List of all supporting decumentation: (check all that apply)
Attachment 1: Statement from Employee Responsible
Attachment 2: Police/Accident/Fire/Incident Report
Attachment 3: Insurance Documentation (if applicable)

This Section to he Completed by Supervisor/Manager or Agency Director:

____ The loss of State property did not result _____ The loss of State property did result due to the negligence of the
in the negligence of the employee(s); therefore, | employee(s); therefore, employee is liable for loss of property. The case
employee is released from liability of property will be forwarded to agency officials to determine if further actions,
loss. including disciplinary actions, are to be taken against the employee
responsible.

Signature of Supervisor/Manager/Director: Date:

This Section to be Completed by Agency Property Manager:

Signature of Property Manager: (The necessary Date:
action and forms have been submitted to remove
property from inventory.)

Will the Agency receive any compensation covering the loss of State Property (e.g. Insurance proceeds; Reimbursement
from Employee, Contractor, or Vendor, ete., at replacement cost or depreciated value)? Yes No
If Yes, please list source and amount:

Exhibit M
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Retirement Weapon Affidavit
(Print on_Agency Lerferbead)

In accordance with the Code of Alabama 1975, Section 36-21-8 through 36-21-9, the following listed
service duty weapon is being awarded to [EMPLOYEE NAME] upon hus,/ her retirement from State

service as a certified law enforcement officer or investigator on [DATE].

Badge # Property Number Serial Number Description

HFEH ER-EEEEEE FEHREERER
Released By: ERecerved By
Director/Commissioner Diate Retiree Date
Property Manager Date

Exhibit N
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Year-End Processing for Property

Here are just a few reminders for year-end processing.

1.

In August, begin clearing up any open 5D1’s you may still have pending in the system. You can
locate which ones are still open by running the Open Transfers report in AssetWorks which is listed
under All Reports and under Transfer Reports. Please note that Surplus does not send copies of
SD1’s to the Auditor’s Office for agency Surplus transfers. It 1s your responsibility to send them to
the Auditor’s Office once they are signed by Surplus staff. Also, if you have any Scrap on Site SD1s
that have been signed, send them to the Auditor’s Office for processing. Property Managers will
begin recerving emails from the Auditor’s Office regarding Open Transfers/Disposals. Please work
on getting these cleared. The only exception with open SD1°s will be Surplus As-Is-Where-Is SD1’s.

Run your agency’s Person Responsible reports for each employee to sign poor to September 30®
each year. This is a good time to conduct your internal audit that you are responsible for conducting
annually. This 1s also a good time to verify all items are bar-coded and that the barcode on the item
matches the barcode in Asset Works. You can request duplicate barcode labels from us if you have
some that have worn off or are faded. Do nor send the signed Person Responsible Beports fo the Awditor’s
Office. 'Those are for your benefit and verification that you have done what is required of you as
Property Manager. It also can be used if the emplovee leaves the agency or is terminated to make
sure all property previously assigned to the emplovee 1s retuned upon their exit from employment.
If you have employees who are no longer with your agency, you need to edit the Person Responsible
field to reflect the current employee to which those assets are assigned. The Examiner’s Office will
also want to see those signed reports when they do their compliance audit.

FEEIMPOR TANT**¥ Cut- gff time and date for processing anything in the systerm is *** 1:.00 p.m. on the last
business day in September. *** DO NOT enter any new assets or create new SD1 s in the system after this time
and date. Remember, any apen ST s need to be sent to onr office prior fo 1:00 p.aw. fo allow onr staff sufficient
time to process and complete the SD1 s by the cut-off time as well. The Auditor’s Office begins running
reports at that ume. If you are still working in Asset Works at 1:00 or after, please click on Sign Out
instead of just clicking the X to close the session. When you do not sign out, the system thinks you
are still signed on unnl mightly processing. The Auditor’s Otfice will check the session log before
reports start. If individuals are logged on, you will be sent an email asking you to sign out. The
system will begin minning the full export for year-end at 5:00 p.m. and may not be available for up to
12 hours.

Run your ageney’s Examiner’s Listing report for all your property before 1:00 on the last business
day i September or on October 1 before entering any new assets or creating any new SD1’s for
transfers or disposals. It is recommended that you print a copy and,/or download a copy of your
nwentory as of the last day of September into an Excel spreadsheet for your records. The
Exzaminers of Public Accounts has been asking for a list of property at year-end. If you know you
will not be adding any new assets or creating new SD1’s prior to the cut-off date, you can run the
report before September 30 for your year-end letter to the Anditor’s Office. However, if the
Examiners want to see an inventory list as of September 30th, then you need to mn that report on
the last day of September or October 1 before adding new assets or creating Transfers or Disposals.
Download and/or print the file. Larger agencies, I recommend just downloading the file instead of
printing to avoid wasting paper. Save i1 a secure location like a server and another means such as an
external hard drive, and/or thumb drive. If you need assistance on how to do this, contact our
otffice for instructions.
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5. After you pull your year-end Examiner’s Listing report of all your assets and have conducted your
annual internal andit, send me your vear-end letter. The Awditors Office doer n1ot need your asset fist, just
the letter indicating the number of assets and cost. Mail, fax, or scan and e-mail your letter to the attention
of the Property Division. Please wore. this letter states you bave condyeted vour annual infernal andit so make
sire that you bave done that. Keep a copy for vour records and for review by the Examiner’s of Public
Accounts. There is a list of what the Examiners need when they conduct their compliance audit on
our website under Resources, Forms and Procedures, under the Procedures section. There is also a
sample letter to use for your year-end letter.

(http:/ /worw anditor alabama sov/forms_procedures aspx)

o RE' GARDING }’EAR END ILE TTERS T.ef?e Awnditor's Dﬁ(‘? onfy needs the doliar amonnt .cmd namber

Listing Under $500 Sensitive, and Examiners I_J.r?mf Under J‘JQ{J Weapons Onjy. The report fm’m" Excaminers
Listing will pal] anyibing in Asset Works regardless of cost. The Anditor's Office is only concerned with over £500
acsets plus Sensitive and Weapons. If you do not have any weapons or sensitive items, then all you need
to provide the office are the number of assets and dollar value for those over 2500. You will receive
reminders prior to the end of September regarding these instructions and the vear-end letter. If the
Anditor’s Office has not received your year-end letter by mid-October, you will receive a 2%
Reminder e-mail and copy to your Director/ Commissioner. If it is not received by the first of
November, a hard copy of a letter marked *3* Reminder’ will be mailed to you along with a copy to
your Director/Commissioner, a copy to the State Auditor, and a copy to the Chief Examiner of the
Ezaminers of Public Accounts. If there are extenuating circumstances which prevents you from
getting your letter in on time, please send an e-mail explaining those circumstances, so we will have
that on file. You should receive an e-mail back approving the extension with a new deadline date.
Remember, Code 36-16-8(1) states each property manager is responsible for completing an annual
inventory and submitting to our office by the first of October. Only send us one copy, email or
hard copy. Print the year-end letter for your agency on your agency letterhead. It is also a good idea
to state i the letter what agency the letter is for in case you are responsible for multiple departments
i AssetWorks., KEEP A COPY OF YOUR YFAR-END LETTER FOR YOUR RECORDS
and for review by the Examiners of Public Accounts,

For the smaller boards and commissions that are manual agencies and do not have access to the
system, e-mail or mail a spreadsheet with your asset listing to the Auditor’s Office Property Division

by September 15* in order for our office to have time to import the data into Asset Works for year-
end accounting. This listing should accompany your year-end letter. If you have new assets that
have been purchased and need to be added to AssetWorks, complete the New Property Acquisition
form on our website under Resources, Forms and Procedures and send to us for completion.

8. If your assets meet the $15,000 threshold for STAARS, remember to key your FA documents for
these assets. Refer to the STAARS Job Aids for additional information and procedures.

9. Remember, we recommend you download the Examiner’s Listing Report at year-end, so you will
have a list of all your assets and download and save it into an Excel spreadsheet in a secure location,
not the hard dove of your computer.

Let us know if you have any questions, or if we have overlooked something you normally do at year-end.
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Asset Additions Report

Filter

[ Filter Column Filter Operator Filter Expression
[l Department Mumber - equals - sC

[l Original Acq Date - greater or equal - 10/01/2012

[ Original Acqg Date - less or equal - 9/30/2013

| Add Filter Row | | Delete Filter Row(s) | | RunReport |

row(s)1-3of3

Asset Additions Report

Aadtians Repart
Prinfed on 04112020135 af 10:20:55 AM

107

A BIET HUM DE ECRIFTION EERIAL NUMEER ORGACRCOET | ORDACEDATE | ACEMETHOD |CTIWIT| EARCODE | CODE CO|JEL i
BO-I011T4 | Portabie Gensrsior B237TO0 10352012 Furchased D47 (AZADDiES  |BLUE |20z
BO-00HITE | Ewecutve desk §,1000m EME013 Furchesed D47 (ABADDIET  |BLUE
BO-I0HITE | NETWWORM - MULTIFLEXER - 1505 |BEEISITE8 $65,00100 EE043 Furchesed DT |AZADMED  |BLUE
BO-IOHITT | NETWORM - MULTIFLEXER - 1508 |BES1507202Y §E5,00000 EE013 Furchased D47 ABADCIES  |BLUE
BO-OD1ITE | NETWORM-MULTIFLEXER - 1535 |RTZE11H1&W §E&3000 OTIDER0H3 Furchesed D47 AZADMED  |BLUE
BO-I01HT3 | NETWWORM - MULTIFLEXER - 1505 |RTIE11H1EE 5E£30000 i TPk Furchesed DT |ABADHE  |BLUE
—— End of Regart -—
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Asset Deletions Report

Filter

[ Filter Column Filter Operator Filter Expression
[ Disposal Date - greater or equal - 10/01/2012
[ Disposal Date - less than - 09/30/2013
[ Department Number - equals - FP
row(s)1-3of3
| Add Filter Row | | Delete Filter Row(s) | | Run Report |

Asset Deletions Report

Delstons Fegsort
Printed om D41 22015 st 10:38:22 AM

(6) DEPARTMENT NUMBER: FP

10 ABIET HUW DEECRIFTION EERIAL HUMEER ORG ACGCOET | ORGACEDATE | BARCODE [IEL Y
130858 FR-ID00ZZ | CPU, CFTFLEX MINITOWER 2¥DS5F BETED 04412008 AFFOO0E
1317 FR-DDOO4 | TYPEWRITER M, WHEELWRITER |4 4-C0702 57500 255§ AFFOO0SD
FRDDOO4 | TYPEWRITER IEM, WHEELWRITER |44-C0702 BE7500 0245455 AFFOOOSD
FR-ODDOO4 | TYPEWRITER M, WHEELWRITER |44-C0702 557500 P IREREEY AFFOOOSD
FR-ID00ZZ | CPU, CFTFLEX MINITOWER 2¥DS5F BETED 04412008 AFFOO0E
FR-DD0ZZ | CPU, CFTFLEX MINITOWER I¥DSEF BETIEE 0442008 AFFOO0SE
—— End of Report --—
Exhibit Q
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DORM Asset Report Transit Equip

Filter
Filter Column Filter Operator Filter Expression
Status - equals - ACTIVE
Accounting Type - equals - ORIGINAL ACQUISITION
Asset Type - includes hd ASSET
Department Mumber - equals - 07
Class - contains - @

Description hd contains

4

row(s}1-6ofg

Add Filter Row Delete Filter Row(s) Run Repart

Risk Management now covers property owned by the State that is not on State property at the time of
loss.

“Transit Coverage (TRA)”

Property owned by a State Insurance Fund policy holder can now be insured while in transit from one
location to another. This coverage can be provided in any amount required.”

Once contents/assets are 100 feet away from the building, where it is normally utilized, there is no longer
coverage. However, Risk Management offers transit coverage for a nominal fee. This coverage is highly
recommended for laptops, iPads or tablets, projectors, camera’s, or other items that may be taken home
or off-site from the normal work location.

The Filter Operator for the Class and also Description need to be “Contains” instead of “Equals”. Also,
in the Filter Expression, you will need to change it for each type item description based on your
Agency’s assets and run for each type separately (laptop, tablet, iPad, external hard drive, projector, etc.)
You may need to run the report several times, click download to download the report into Excel format,
then run again for other type items, and continue until all have been captured. NOTE: For larger
agencies, it may be easier to run the “DORM Asset Report EDP Equip” sorted by Description so that
transit items are easily identified. You still may have to run multiple reports and combine the items form
each report based on “Class” if agency has transit items with different Class Codes. Contact State
Auditor’s Office Property Division if assistance is needed.

Exhibit Y
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Assets with Missing Barcodes

When assets are transferred between agencies, the receiving agency must pull up their new asset numbers
and enter the barcode, person responsible, activity code, county, building and room for each item. If this
is not done after the transfer has been completed in Asset Works, then these required fields are blank.
To ensure your agency does not have any items with missing barcodes prior to an audit, you can run the
“Asset Report with Missing Barcode” to locate the items and enter the necessary information. You also
need to make sure the items were tagged with the appropriate barcode before placing into service or
prior to your audit. Items not barcoded properly will not scan.

If you get a message from Report Results that says, “No records match the specified criteria,” then you
do not have any assets that are missing barcodes or other necessary information.

Asset Report with Missing Barcode

Report Results

View ASSETNUMBER BARCODE DESCRIPTION MANUFACTURER  MODEL  SERIAL NUMBER  ACCOUNTING DATE ~ ACCOUNTING COST

,‘v.‘. 01-691778 Cabinet.Storage. 487 X 26" X 697 CORRIND NOME 09/15/1989 §1,205.00

J\.," 01-691779 CABINET.STORAGE 48X26X59 CORRIND NOME 09/15/1989 §1,205.00

‘\f 01-G91785 CREDENZA, &, SR EXEC ACI 10/01/1996 5583.50

,‘\.." 01-691786 PROJECTOR SCREEN, DRAPER, TARGAG' %8 DRAFPER TARGA 2009010136 09/10/2008 51,360.00
Download

row(s)1-4of4

Exhibit Z
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Department of Revenue — Application for Government Tag

AN ALABAMA DEPARTMENT OF REVENUE R
(o IOt ) MoTtor VEHICLE DIVISION
o . [ PO Box 327630 = !‘-f{»:'-_nlg-:'uner:.; AL 361327630 = (334) 2429000
drs”  Application For Government License Plates

INSTRUCTIONS ON REVERSE SIDE

AEGISTRANT INFORMATION

O EFRATMENT DM ACEMCY MAME

TELEPHOME MUMSEN (nchud s Ares Code )

( )

STREET ADCR ESE

FRE

| )

SRR

TYPE OF ALATE FEOLUESTED

Cstee [ County

[] Municipa

O ruo

|:| LS Governdnent Loansd

LALN LR

MAKE MODEL vear | 300 | coLom VEHICLE IDENTIFICATION NUMBER®* ol PO ‘:'Fﬁ,"f“
' I I I A I O
z N I A A
} [ I A I O
4 [ I A I O
. Y A I I A
' I A I O
! I A I O
. Y A I I A
’ I I I A I O
0 TN
ELETIONS

MAKE MODEL vear | 900F | coLom VEHICLE IDENTIFICATI ON NUMBE e T R
! I Y Y Y e
z I T T Y A
3 I Y T Y T e
4 N T T I B
. I T T A Y I
’ I Y Y Y e
! I Y T Y T e
. I T T Y A
’ I Y Y Y e
0 I Y Y Y e
Todzl new boense plales requested | .. .. i EM25 =%
Todzl boense plales lo be transfemrsd. | .. L5125 =%
Towl amoumtde. .. .. 3

| uneraiand that e govemiment Tagis ) Sssued oF neassaqread 1o e molor vehee(s ) idendified aaove Canndl De wsed on any other vehcle. The
govemment Bg must be removed Tram Tee vehscie wiven i 5 sobkd or olherwise peamaneniy Taken oul of sensce Dy the agency 10 wheth e iadg
5 S, Alaaima Bw redperes et cunrend prood of Rty G urance Coverape and 8 vakd regesirabon receepl e camed within e vehacia,

Signed by Titia: Date:
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Application for Government Tag continued

INSTRUCTIONS

1. REGISTRANT INFORMATION — compleie e regisiant informaiion. The sinesd address biook should contain e
phvymical addess of e depariment.

2. TYPE OF PLATE REQUESTED — check the approgriate bos. PUD kcense plaies may be used only on vehicles
that are owned by 8 municipal conporation or board. All ofer municpal vehicles should display munscipal Bcense
plakes.

3. ADDITIONS — complete vehicle informaton for new regairations.

a. BODY TYPE. Example: Cars — Four Door (4DR) or Two Door (20R), Van (WAN]), Pickusp Treck (PLU), Molor-
cycie MC), Bus (BUS), Treck (TH), Tradler (TL), Uty Traier (UT), sic.

b, TAG FOR TRANSFER. If & tag iz nod available for ransies, leave this space blank. If 2 tag ks available for
fransfer, enter the numiser of e tag io be iransiermed inihis space, and complale the “Deletons” secion o
s foan dor e vehicls from wihich the 1ag will e removed.

4. DELETIONS — complete vehicle informaton for regeirations 1o be deleted.

a. BODY TYPE. Example: Cars — Four Door (A0R) or Two Door (20R), Van (WAN], Pickup Treck (FU), Molor-
cycie MC), Bus (BUS), Treck (TH), Tradler (TL), Utilly Trailer (UT), slc.

b i your depaniment ks deisting e regeiration of & vehice and e vehice will not mmedialay be replaced,
compiels this secton and refum e beense pite 1o the Depanment of Revenue a1 the address ksled on e
iop of e form. If e vehicie will be immedaialy replaced, compilels fis sedion, abng wilh Twe “Addtions"
section of this fonm for the vehice The tag will be ransiesmed lo.

5. Ifa replacemeni tag or regisiration recapl ks neaded for an existing vehicle regisiration, an Application for Replace-
man License Fates and Regsiration Receipts (Form MV 40-12-2504), must be complated. The fomm ks available
on e Deparment of Revenue websile at www. Evenus slabama gov.

6. Submit $24.35 for each new beense plate requesied | you siready have & lcense plale and nesd o ranster it io
8 new vehicie, submit $1.25 per Beenae plate transder. A copy of e Alabama e or the Application for Cerificale
of Thie (Foom MVT 5-1C) ks also requined. The depanment or agency's name must appear on he lite a5 the owner
of operaior. An endorsed title or manutacturer's siatement of onigin will not be accepied. If the vehicle is not subject
o iilng, & copy of e bl of sale ks requined. |1ihe vehicks io be regisiensd ks leased, 8 copy of e lease ageement
muesi also be provided. The lease must include an aplion o buy in onder io be eligible for 8 govemment bcense
plaie. For LS. Govemment Loansd plates, submit a Traneter Onder of Excess Fersonal Property (G.5.A. Standand
Form 122}, of aletier from the Defense Rewialzaton and Marksing Ssrace of the Depanment of Defense and &
DD Fonm 1348-1A nsiead of atite. The jonm shosld kst the agency e vehicls iz shipped or consbgned 1o.

Checks should be mads payable o the Alabems Depariment of Revenue and mailed to the address below. Stale
agendes may submit fomms via fax or email.

Alsbama Depanment of Revenus
Moior Vishicie Divison
Registration Section
P.O. Box 327630
Monigomery, AL 35132-7630

Tolophone: (334) 242-0000

“All VINs for 1981 and sulbsequent year model vehicles ihet condorm 1o federal anti-ihefl standerds ane required o
have 17 dapis/characten.

Exhibit AA
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Surplus Transfer - Over $500

STATE OF ALABAMA

DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION

NON-CONSUMABLE PERSONAL PROPERTY

RECEIVING INVOICE

STATE AUDITOR NO: 201085 DATE:  12/10/19 11:55AM
TRANSFERRED FROM: TRANSFERRED TO: FOR
SURPLUS PROPERTY
ALABAMA COURT OF CRIMINAL APPEALS (13) Surplus (00) DIVISION
Travis Rogers State Surplus USE ONLY
| (334)229-0756 Over $500.00
travis rogers@alappeals.gov
TRANSACTION NO
FUNDING
PROPERTY#  SERIAL# BAR CODE # ACQUISITION COND QTY  INFORMATION
ITEM#  DESCRIPTION COST SENT % % FINAL
MAKE/MODEL STATE  FED DISP
13-001256 CNGXC46066 13-001256 $824.00 Good 1
1 Laserjet Printer o
HEWLETT-PACKARD/HP LASERJET 4250 - I
13-001266 DL320251 13-001266 $554.25 Good 1
2 Canon Document Scanner
CANON/DR-2050C T
13-001269 DL320260 13-001269 $554,25 Good 1
3 Canon Document Scanner
CANON/DR-2050C
TOTAL ACQUISITION COST: $1,932.50
FUND ANDIOR ACCOUNT PROPERTY WAS PURCHASED THROUGH: ‘
Approved: Released by:
CHIEF, SURPLUS PROPERTY DIVISION ¥ SIGNATURE MM E 7}
-
_ ?rapcf-} v Monacer &I*ﬁﬂ
DATE [mTLE TITLE ?
- —
121e) 19 12/~ )
! I'paTE DATE
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Surplus Transfer - Under $500

STATE OF ALABAMA
DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS
SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

RECEIVING INVOICE

STATEAUDITORNO: 201104 DATE: 12/11/19 8:44AM
TRANSFERRED FROM: TRANSFERRED TO: FOR
SURPLUS PROPERTY
ALABAMA COURT OF CRIMINAL APPEALS (13) Surplus (00) DIVISION
Travis Rogers State Surplus USE ONLY
(334)228-0756 Under $500.00
travis.rogers@alappeals.gov
TRANSACTION NO
FUNDING
PROPERTY# SERIAL# BAR CODE # ACQUISITION COND QTy  INFORMATION
ITEM# DESCRIPTION COST SENT % % FINAL
MAKE/MODEL STATE  FED DISP
13-NT31680642 $10.00 1
T KITCHEN - OVEN-MICROWAVE/MINI KITCH - 1628
13-NT3160644 $10.00 1
2 CHAIR - CHAIR-DESCRIBE CHAIR IN D - 1604
3 13-NT3160646 $20.00 2

MONITOR - DISPLAY-COMPUTER MONITOR - 1609

TOTAL ACQUISITION COST:

$60.00
FUND AND/OR ACCOUNT PROPERTY WAS PURCHASED THROUGH: -
Approved: Released by: Received by:
CHIEF, SURPLUS PROPERTY DIVISION " UienaTURE
Fopaty MQnajef

DATE J | TTLE

12fn) 14

" T pate
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Surplus Transfer — Vehicle

STATE OF ALABAMA

DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

RECEIVING INVOICE

STATE AUDITORNO: 200780 _ DATE:  11/7/19 8:16AM
[ T 1
| TRANSFERRED FROM: | TRANSFERRED TO: FOR |
| | SURPLUS PROPERTY |
| OIT - TELECOMMUNICATIONS INVENTORY (TI) | Surplus (00) | DIVISION
i | State Surplus { . USE_O_N_L_T____
| { |
| | Vehicle | |
' : 5 !
1 ] ]
’ : ) | TRANSACTIONNO |
FUNDING
PROPERTY#  SERIAL# BAR CODE # ACQUISITION COND QTY  INFORMATION
ITEM#  DESCRIPTION COST SENT % % FINAL
MAKE/MODEL STATE  FED DISP
TI-001041 2FAFPT1W33X196917 Tioo1041 $10,800.00 Fair 1

2003 FORD CROWN VIC
FORDICROWN-VIC

TOTAL ACQUISITION COST:

$10,800.00

[ FUND ANDIOR AGCOUNT PROPERTY WAS PURCHASED THROUGH:

RPLUS PROPERTY DIVISION

/gy &

Released by:

L inewssd
S[éhié‘ru#ié%fa o

Property Manager

"~ [DATE"

TITLE

11/7/2019

DATE
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Surplus — State Direct Transfer to Eligible Donee

ETATE OF B sBAILE FECEIVIMG INVOICE
DEFARTHVENT OF ECONCRIC AND CORPAIMTY AFFAIRS
SURFLUE PRCFERTY DIVISIN
MOR-CONEURAEL E PERSOHAL PROPERTY

STATE MUDITOR M 1Bdgar DATE. BALSTT G AAARY
TRANEFERAED FROM TRAMSFERRED TD FOF i
LR LEE PROP i
Board of Fuslo Scoparisncy () Sucph j00] C S
Micsls Rosieon St Ot Toi e e
2z-a112 For Stankope E imore High School (Blonom o Scheoks|
recole. robron [ aiba a lbane. goe
TRANBACTION NO
FLUKORMG
PROSERTR SEfaaLs B CObRE w SCOUISTOR CoMb OTF  IMFORRMATION
ITER DESCRETION COET EENT k. w FIHAL
KAHERADDEL S§TRTE  FED TGP

AP THHETT 197700 oond 5]
Variicel File Cabenst, 4 droeer

BN TIMEITT BARER4  Good i
Lajarnd P Codsinei - 3 drawser, 427

AENTIEEATD STHAFY  Gond 1
Bolid Larmiraty Workd pace Tep

TOTAL ACQUISITION COST; §3.48503

[FUND ANDICR ACCOUNT PROPERTY WAS FURG HASED THROLGH
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Surplus As-Is, Where-Is

STATE OF ALARAMY,

DEPASTMENT OF ECONCRAIC AMD COMMUMTY AFFAIRS

SURPLUS PROPERTY DIVISION
NON-CONSUMARLE FERSOMAL PROPERTY

RECEMVING INVOIGE

LY -gos#

STATEAUDITOR NO:  fB2s5T — e PATE: 442618 12:00PM f E‘?_‘S_F;? _
TRANSFERRED FROM: | TRANSFERRED TO: FOR
SURPL CPE
DEPARTMENT OF CORRECTIONS (1) | Surpus 00) | e
DIAME JOMNSH i Stats As-Is Wherp-is . UGEOMY |
| SETIEM TIO POWER FILES 500D BY AC)
| diane fehinson doc. sabama gov | | |
| S | _ TRANSACTIONND |
FUNDING
PROPERTYH  SERIALS B4R CODE # ACCLUSITION GOMD OTY  INFORMATION
ITEWN DESCRIPTION COST SEMT % - FINAL
MaKEAMDEL STI‘.""E |
12-023380 UMK 12023390 $9.800.00  Fair 1 ‘53‘—::} ﬁ,a..

1 FILE POWER (ACT =, H0
i A . ~ S . - JEASNSla
12038618 38780 12035818 1237160 Ealr 1 '5 I‘.-‘:"; ﬁ

Z EILE POWER (ACH) K 8. 0D
WHITE OFFICET2160F

R ETTRESEE - e e . .:x:..-_ati‘l‘:hﬁ“]_...
12081011 13599 12061041 $4.085.06 Fair 1 -:‘;'r.:-l._'l"}

*  FILE POWER (AC) ‘t: 'i"-f; (FT4)

H.EJ.IIIH'GTGJ'L‘QG-'IB—TE- - -
TDTAL AC“EH.IIBH‘FGH GGST 226,256,849

| FUNG AND/OR ACGOUNT PROPERTY WA PURGHRASED THROUGH

Dl
pecty Lorage.

,7/ Y
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Transfer Between Agencies

STATE OF ALABAMA
DEPARTMENT OF ECONOMIC AMD COMMUNITY AFFAIRS
SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

STATE AUDITOR NO: 202654 DATE: 3/10/20  4:03PM

RECEIVING INVOICE

| TRANSFERRED FROM: | TRAMSFERRED TO:
Supreme Ceurt {14) | Alabama Court of Civil Appeals (51)

Inter-Agency Transfer
J. Moore 14-004113 and J. Donaldson 14-004183

FOR
SURPLUS PROPERTY
DIVISION
USE ONLY

TRANSACTION NO

FUNDING
FROPERTY# SERIAL# BAR CODE # ACQUISITION COND QTy INFORMATIOM
ITEM#  DESGRIFTION cosT SENT % % FINAL
MAKE/MODEL STATE  FED ISP
14-004113 JHSP8Y1 14-004113 3876.88 Good 1
S1-001192 1 || OPTIFLEX 8010SFF DESKTOP
DELL/SO10SFF
14-004183 JXBRBYA 14-004183 $876.88 Good 1
51001193 2 e | go10 DESKTOP--for VNG
DELL/2010SFF o o
TOTAL ACQUISITION COST: $1,753.76
{ D ANDIOR ACCOUNT PROPERTY WAS PURCHASED THROUGH. ' B ’
Approved: Released by: Received by:

Aatiu EHLJL

GHIEF, 5URPLUS PROPERTY DIVISION sfonaNge )

3-12-2030
DATE ] TITLE o

O%“ EO! QoD
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Transfer Vehicle Between Agencies

STATE OF ALABAMA RECEIVING INVOICE
DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

STATE AUDITOR NO: 150018 DATE:  10/3/2014 10:24:21AM
| TRANSFERRED FROM: TRANSFERRED TO: FOR
| FINANCE GENERAL FUND (19) ALABAMA TAX TRIBUNAL SURPE"I’SI;?S;ERW
Inter-Agency Transfer USE ONLY
! | TRANSACTION NO
FUNDING
PROPERTY#  SERIAL# BAR CODE #  ACQUISITION COND QTY  INFORMATION
ITEM#  DESCRIPTION cosT SENT % % FINAL
MAKE/MODEL STATE  FED  DISP
19020438 2G1WF5E37D1221204 19020438 $17,509.00 Good 1
2013 CHEVROLET IMPALA ’7’7".. 000001
CHEVROLET/IMPALA
TOTAL ACQUISITION COST: $17,509.00
TiH ¢
FUND AND/OR ACCOUNT PROPERTY WAS PURCHASED THROUGH:
Approved: Released by; Received by,
: B s Q -
Rattee e frgrels Kbl 2oL &Vz{ﬂ 12N
CHIEF, SURPLUS PROPERTY PIVISION SIGNATURE : SIGNATUE

[0-6-1Y |© ’\,

DATE
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Disposal Admin Error — Item Attached to Real Property

STATE OF ALABAMA RECEIVING INVOICE
DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS 5
SURPLUS PROPERTY DIVISION o
NON-CONSUMABLE PERSONAL PROPERTY =
STATE AUDITOR NO: 201429 DATE: _ 1/13/20 9:51AM
TRANSFERRED FROM: TRANSFERRED TO: FOR
SURPLUS PROPERTY
Alabama Forestry Commission (04) Disposal DIVISION
Admin Error HeE Oy

Attached to real property and sold with real estate sale

TRANSACTION NO
FUNDING
PROPERTY# SERIAL# BAR CODE # ACQUISITION COND QTY INFORMATION
ITEM#  DESCRIPTION COST SENT % % FINAL
MAKEMODEL STATE  FED pisP
04-105116 04105116 $50,000.00 Good 1
80" Fire Tower (Union Hill)
FIRE TOWER/80 FOOT
TOTAL ACQUISITION COST: $50,000.00
FUND AND/OR ACCOUNT PROPERTY WAS PURCHASED THROUGH:
Approved: Released by: Received by:
Watiu ﬁﬁp«.«.@[{ €
CHIEF, SURPLUS PROPEﬁ'F:(PV[SION Sl URE SIGNATURE
[-13-2020 L Mus)
DATE TITLE TITLE
ol /13 /:2020
7 DATE DATE
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Disposal Admin Error — Duplicate Asset

STATE OF ALABAMA

RECEIVING INVOICE

DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION

NON-CONSUMABLE PERSONAL PRCPERTY

v

STATE AUDITOR NO: 200140 DATE: 10/16/19 9:18AM
TRANSFERRED FROM: TRANSFERRED TO: FOR
. SURPLUS PROPERTY
Surface Minning Commission (AZ) Disposal DIVISION
Admin Error USE ONLY;
duplicate assel AZ-001363
TRANSACTION NO
FUNDING
PROPERTY# SERIAL# BAR CODE # ACQUISITION COND QTY  INFORMATION
ITEM: DESCRIFTION CosT SENT % % FINAL
MAKEMODEL STATE FED DISP
AZ-0013630 21-003125 SMC-003310 $500.00 Good 1
1 & LONG 4 DOOR CREDENZA
TOTAL ACQUISITION COST: $500.00

FUND AND/OR ACCOUNT PROPERTY WAS PURCHASED THROUGH:

peh, 7V

DIVISION SIGNATURE

Approved:
Aallie gy

CHIE ,S_URF‘LUS PROPE
‘(, s !(o = r‘q

DATE

129

Recsivedby: ; ==
7ok %V«/’Z?/

SIGNATURE

propesy Pocaspn

TLE

VY54

DATE



Disposal Admin Error — Items Under $500 and Not Sensitive

STATE OF ALABAMA

RECEIVING INVOICE

DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

STATE AUDITOR NO: 201610 DATE:  1/28/20 8:27AM - i -
| TRANSFERRED FROM: | TRANSFERRED TO: FOR
| I e SURPLUS PROPERTY |
ALABAMA LAW ENFORCEMENT AGENCY (35) Disposal | DIVISION |
Admin Error | USE ONLY I
[ 35-098342 thru 35-098346 - Admin Error - Put on | .
| inventory as sensilive items, but they are not sensitive. | |
N TRANSACTIONNO |
FUNDING
PROPERTY# SERIAL® BAR CODE # ACQUISITION COND QTy INFORMATION
ITEM# DESCRIPTION COST SENT % % FINAL
MAKE/MODEL STATE FED DISP
35-008342 35008342 $466.39 Good 1
1 ETHERNET TUNNEL ENCRYPTED
JVC KENWOOD LMR/UT-3302 =
35-098343 35098343 $466.39 Good 1
2 ETHERNET TUNNEL ENCRYPTED
JVC KENWOOD LMR/UT-3302 e
35-008344 35060544 $456.35 Good 1
3 ETHERNET TUNNEL ENCRYPTED
JVC KENWOOD LMR/UT-3302 "
i 35-098345 35038345 $406.35  Gowd ]
ETHERNET TUNNEL ENCRYF I EU
JVC KENWOOD LMR/UT-3302 === ==
& 35008346 €4668.29 Good 1
FUND AND/OR ACCOL CPE » ASED THROLGH
Recabvet by: -
| 2 ;'_ 7 .
LAV LY ( = _,&mfa_jz - A . =y
1 & 1
il X 28/2020 &éue@&mm& Dlonagt)
DATZ e TITLE TITLE
i) 28) 2020 S
DA DATE
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Admin Error — Warranty Replacement

STATE OF ALABAMA
DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS
SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

RECEIVING INVOICE

STATE AUDITOR NO: 201552  DATE:  1/23/20 2:33PM
| TRANSFERRED FROM: TRANSFERRED TO:
| OIT - TELECOMMUNICATIONS EQUIP (TE) Disposal
Admin Error

itemn under warranty: replaced by vendor

FOR
SURPLUS PROPERTY
DIVISION
| USE ONLY

TRANSACTION NO

FUNDING
PROPERTY#  SERIAL# BAR CODE # ACQUISITION COND QTY  INFORMATION
ITEM# DESCRIPTION SENT % % FINAL
MAKEMODEL STATE FED DISP
TE-019835 FCW1835J168 TE019835 $852.15 Poor 1
1 Gisco 36021 Wireless AP
CISCO/36021
TE-019880 FCW1835J1EC TEO19880 $852.15 Poor 1
2 Cisco 3602 Wireless AP
CISCO/36021
TOTAL ACQUISITION COST: $1,704.30
FUND AND/OR ACCOUNT PROPERTY WAS PURCHASED THROUGH: o i
Approved: Released by: Received by:
Féaﬂtu, oﬁtruﬂ.,  Liwwosd f&
CHIEF, SURPLUS PRORERTY DIVISION SIGNATURE a SIGNATURE
| -24-2020 Property Manager
DATE TITLE R TITLE
1/23/2020
DATE DATE
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Disposal Admin Error — Asset Previously Sent to Surplus

STATE OF ALARANLA RECEINING BWHCE
DEFARTMENT OF ECOMOMIC AND COMBUNITY AFFAIRS

SURPLUS PROPERTY DiVIEION
HON-CONSURLABLE PEREONAL PROPERTY

BTATE AUDITOR MO: 173813 DATE: TIPEMT 10:42AM
R— [ |
TRAMSFERRED FROMY TRANSFERRED TO: FOR
e | SURPLUS PROPERTY
Alsbama Faresiry Gomrelssion (M)  Dispusal TAVESION
| Ackrri Ervor USE OHLY
This plow was atnched to 04-01 1888 which was tumed
Pmﬂmm—iimﬂ.lmmtmuh&}
' TRANSACTION N
FURDHHG
PROPERTYS  GERIALE BAR CODE # ACOWSITICN COND ary  INFORMATION
MEM#  DESCRETICN COST BENT * % FikaL
MAREMIODEL STATE FED  [(sp
[ 1BELS HP 1081 04011888 §z105.00 Good 1
1 PLOW, FIRE SUPPRESSION
TOTAL ACQUISITION COST: 82,106.00
| FUND ANDVOR ACCOUNT PROPERTY WAS PURCHASED THROUGH:
Appraved: Racahod by
Kathiepel. - : _
CHEF, SURPLUS FROPERTY DIVISION SIGNATURE
N -Afy T .
DATE TITLE
DATE
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Disposal — External Org Retitement Weapon

STATE OF ALABAMA

RECEIVING INVOICE
DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY / 24 - 00 30
STATE AUDITOR NO: 202742 _ DATE:  4/30/20 8:22AM D742
| TRANSFERRED FROM: TRANSFERRED TO: FOR
. | SURPLUS PROPERTY
DEPARTMENT OF CORRECTIONS (12) Disposal DIVISION

External Org USE ONLY

Retire Pistol WILLIE BENNETT

| TRANSACTION NO

FUNDING
PROPERTY#  SERIAL# BAR CODE # ACQUISITION COND QTY  INFORMATION
ITEM# DESCRIPTION i cosT SENT % % FINAL
MAKE/MODEL STATE  FED DISP
12-080134 MUZ376 12090134 $357.00 Good 1
1 PISTOL 40 CALIBER SEMI-AUTOMATIC
GLOCK/22 o
TOTAL ACQUISITION COST: $357.00
[FUND ANDIOR ACCOUNT PROPERTY WAS PURCHASED THROUGH: o — |
Approved. Released by: Received by: .
bt ie Bome b (s oo .
CHIEF, SURPLUS PRQ*ERTY DIVISION SIGHATURE SIGNATURE
__H4-20-R00 [Toperty Prancec _
DATE e 7 TITLE
Y - 3p-Foze -
DATE DATE '
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Retirement Weapon - continued

State of Alabama
Department of Corrections

G. K. Fountain Correctional Facility

Fountain 3800 JEFFERSON 5, DUNN
KAY IVEY

GOVERNOR atfnm, aeaﬁanw 36 5 0 3 COMMISSIONER

251-368-8122

MEMORANDUM

Date: April 21, 2020

To: Dennis Stamper, Deputy Commissioner
(OWPYL/ e '
From: Willie Bennett Correctional Warden

Ref: Request to retire with assigned Weapon

L. I'am requesting permission to keep my assigned duty weapon upon my
retirement in accordance with Alabama State Law 36-21-8. My retirement will
be effective May 1, 2020.

2. The weapons details are as follows:

a. .40 Caliber Glock #22
b. Manufacturer number: MUZ376
c. State number: 12- 90134

Thanks in advance.
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Disposal — External Org Weapon Trade-in

STATE CF ALARAHA RECEDWIA] Inw0ICE

GEFARTHENT OF FCOMDHIC AN COMMUNITY APz

SUAPLLES PROPERTY DPSTSIOH

ROM-CORMSUMARLE FERSOMAL MADPEATY 1__,.-""
GTATE AUDTTOR KO E71029 B DATE: 13053006 10:20:274H
TREMSFEIMED FROHM: TRANSFERREED T FIR
Csagartrnent of Conganation {11) Linzisal Ewklﬁwmmn
Euleital oo 155 CiMi ¥
TRADED IH FOR HEW WEAPRE
TRAMEACTION MO
FURLINL
— PEIFERTFE  SER[ALE BAR CODE 2 ADCUESITECIN DR gr INFORMATION
casT TEWT ko i FiHaL
HaKE mIDeL BTATE R ise
11-073453 LE34ta [IER LT 120 oo
1 zane moi T arTIE B - 1
MORSRERE e - e
11-NF2450 1350 i [ 1 T
¥ RIFLE BOLT ACTION 22 a— !
MCEESAE RGMd o
1E-03 2450 145083 DL 1 (e 300
¥ pIFLE BOLT ACTION 22 e :
HOSSAESG M4 — ~
g ME-2MEE 1iddas rl L (H5ES FLOD.0Z  Good i
BHOTGLA OUBLE BARREL B2 GALIGE
SEWAGET e —————
TOTAL ACQUTISITION COST: $400.00
|wnn_m-u'_ OR ACOOUNT PROPFETY WAS PURCHASED THEQIGH: -
L
ApErvs - T sniriend by Amcaised hy;
EI-II:Ek SUMPLUS mﬁ'ﬁs’fﬂ? T SmEMaTURE ) EGRAR TURE E
£ @%%& —
i@-q=le 0
OATE DATE
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Disposal — External Org Totaled Vehicle Insurance Claim

STATE OF ALABAMA RECEIVING INVOIGE
DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS
SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY 1/
STATE AUDITOR NO: 202723 o DATE:
TRANSFERRED FROM: TRANSFERRED TO. FoR ]
” SURPLUS PROPERTY
| ALABAMA BUREAU OF PARDONS AND PAROLES | Disposal CIVISION |
| (31 | |
(31 External Org USEQONLY |

| PR R

| Totaled Picked Up By Insurance Co.

S—— e | TRANSACTION NO ‘

FUNDING

PROPERTY#  SERIALK BAR CODE # ACQUISITION COND QTY  INFORMATION
ITEM#  DESCRIPTION COST SENT % % FINAL
MAKEMODEL STATE FED mse
o . _Lae. Proceeds
31.010885 2F AFPT1VW4X 148906 04303502 $19,037.00 Good 1 F
1 2004 FORD CR VIC GRAY 2“*57 I
FORDICROWN VICE E— o
31010894 G7T1AXED240 04303601 $1,785.70  Good 1
2 MOTOROLA SPECTRA RADIO WIPREAM
MOTOROLA/SPECTRA o S
TOTAL ACQUISITION COST: 32082270
{FUND ANDIOR ACCOUNT PROPERTY WAS PURCHASED THROUGH: ) - ‘
Approved: Released by; Received by
] f ~
Kty _ bl 1o NN msuprece
CHIEF. SURPLUS PR DIVISION SIGNATURE

o
- H-34-3020 | Tnvesdoug logloel Mgy _CANKS _CSR.

TITLE

4/// I//.a 2oz b Jast [reze
oAfE

DATE
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Disposal — External Org Transfer to State University

ETETH OF ALATLR RN AICETTRG INVOICR

CHFAATEMENT OF BOR{H|C &0 CliunaTy aFfing

SR L FECERRTY DIVISION
B PSP ELE IS AL PR

P PR P L _ DRTE:  LFESTIT i pidee
| TRAMEFERRED FROM | TRasrs FERKED T #on
Dparomant of Forsrmic fosnoes (B HE KR mmmrr
"_r'q I1PEF Fikl W
Trmnad i Lol
o TRANGACTION KD
PROPERTY S AFRIALS LN ALY COMD OTY DNDARATION
IS DRECEIPTTION COET ENT 5 = FIHAL
MO0 SERTE  FED CLW
A0 il 10 5]
1 0TI D1S00VER Ih t seTEw = gty '
SFECTRA ASALYSIEL [HESOGRIGE Q344041
TOTAL ACQUISITION COST: #1328, 79109
[m-—-- m - —— |
g | Ielempd lxp: P e Ly
if ~f- -
Pl ek &W j
ﬂﬁ.w_"_rtx%nﬁm"" SlCRATLIEE SIGAA
S S b Inverdary Control Mansger — prici s Tae an 4,
~ DafE TITLE )
January B, 2017 L 3
ATE Dd, i
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Disposal — External Org Destruction of Expired Bulletproof Vests

ATATE OF Aldfaa RECER ) Iy RCE
CEFARTRIENT OF EC0m O WS AN COMBILIMITY AFFARS
AURPLLES PIEOPERTY DIV
HOF-CONTUMAALE FERZONAL PHOPENTY
STATE dUOITOM O 19038] DATE:  7/3/5%  Tasam W
TRAMSIERRED FRICPA | TRAMEFERRED Td- PO
Board 2l Pardore prd Pgrplss (31} | Dmprasl ’unﬂi:lfm FF
Exdsrrad g USE DMLY
ESFIRED BULLET™®RIOF WESTS
Bisposed of by Fher Brokars ing']
L TRAEMBACTIOH HO
FUHDRNG
PACFERTTS BERWLF BisA CGOGOE @ ACTRIEEITION CORD INFOREATEN
MEM®  DESCRWTION COsT EEWT ] L FirLaL
AR ERACTE ETATE  FED niEF
1 I-1310H R B ECE ST A0 Ooad i
BULLETPRCOF WEST WITH SHELL
PA AN -1
AN ] [ERLE]-] O 30 e FOS0C0  Goon 1
7 BULLETPROGE VEST WITH BHELL
| S Sy P

TOTAL ACOUISITION COST: 1122000

[Wmm.ﬂmﬂtm FROFPERTY WAS PURCHASED THRIRIGH

Apfame! Pyl b PMecubmd by

—T-3yg  Seawr H.ﬂj%r.ﬂ:lﬂﬂ"_. X
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Disposal — Natural Disaster

ETATE {F ALAHAMS,

CEPSRTMENT OF ECONCMIC AMD COMMUNTY AFFAIRS

EURPLLUE PROPERTY DIVIssin
RORCOMSLMABLE PERSONAL PFROPERTY

RECENMNG INWOICE

ETATE ALDHTOR MO A TEN GATE FD 3:-7TP
TRANSFERRED FRCl TRAMSFERRED T FOR
EURFLLIE PROPERTY
ot ot iy ot rrmenn 108 Dorgmms al N
P tid il Crnieiriiban i LISE OniLY
Dty by’ IoiTaachs of alaighl ine wifch of 4123070000
TRAKRSECTION MO
FLMDIRG
PROFERTYS  SERiALE BER CODE & ACOILEETION CORD GTY  INFORRMATION
=" CESCRPTION CIET SEWNT W ] Flkdal
MAREWODEL STATE FED CisP
[IE R Ty [l =R it ] $11. 300000 hoead 1
1 TRACTOR, WHEELED, FARM
FORTAE00
D1 EETE AREA 11 [iFTiR R ] $2 40000 e 1
2 RACKHOE ATTACHMENT FOR FARM TRACTOR
TOTAL ACGHIIEITION COET: ST 71000
FUKD &MDA0R ACCOUNT PROPERTY Wds PFURCHASED THROLWGH
e F: ebimieecd oy i promry st iy
CHIEF, BLIRPLLE PROPERTY DIVISION SEHATLURE SIGMATURE
CTE TITLE TITLE
OATE BATE
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Disposal — Seized

STATE OF ALABAMA RECEIVING INVOICE

DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS

SURPLUS PROPERTY DIVISION
NON-CONSUMABLE PERSONAL PROPERTY

__STATE AUDITOR NO: 164 DATE: __ 8/23/2016 4:16:28PM
TRANSFERRED FROM: TRANSFERRED TO: FOR
SURPLUS PROPERTY
Department ot B Disposal DIVISION
Selzed USE ONLY

Assel Selzed By Pollca

TRANSACTION NO

FUNDING
PROPERTY#  SERIAL# BAR CODE #  ACQUISITION COND QTY INFORMATION
ITEM#  DESCRIPTION CosT SENT % Y FINAL
MAKE/MODEL STATE FED  DISP
. o | s $754.00 Good 1
PC ‘ '
HP/8200ES
TOTAL ACQUISITION COST: $754.00
FUND AND/OR ACCOUNT PROPERTY WAS PURCHASED TI?OBGH:
_ — ,/'“
Approved: WV: ycelved by;
At G@Wfﬁx %
AL . 7
CHIEF, SURPLUS PROPERTY DIVISION ‘-’| ~ SIGNATURE ' SIGNATURE
g'zB!" }(0 \ L
DATE TITLE
/257 2011,
I oate/ DATE
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Seized continued

Stats of Alebams ) T Cess or
Unlfied Jzdlelsi System SEARCH WARRANT Werrent Number
Form CR-1-h Bev. &/59
BITHE Circuit COURT GF Shelby County , ALABAMA
(Circuit, District, or Municipal} (Name of County or Municipalily)
[sTaTe OF ALARAMA
(IMUNICIPALITY OF ¥, b
Dafendent
TO ANY LAW ENFORCEMENT OFFICER AUTHORIZED TO EXSCUTE THIS WARRANT:
On this day, Spt. D. L. Goodwin , proved that he (she) has
(Name)
probable cause to believe and does believe that (Deseriplion of property lo be searched for):
HF Desktop Computer, Serial # . other electronic devicgs capable of communications between persons,
also anv data contained within the user account associated wilhy . yocated within the Shelby County Department of

$ SETVET. - b
—_

is presently located or concealed in ar 1innn MMacrdntinn af the person. place, premises andlor vehicle to be searched):
Shelby County Department § ) . ____ Shelby County, Alat

The property (Check applicable ground(s):
[] was, or is expected to be, unlawfully cblained;
[] was, or is expecied to be, used as the means of committing or attempling to commit an offense contrary to the laws
of the State of Alabama or a political subdivision thereof, to-wit:

|:} is, or is expected lo be, in the possession of another with intent to use it as a means of committing a criminal offense,
oris, or Is expected to be, in the possession of another o whom it was delivered for the purpose of concealing it or
prevenling its discovery;
E consfituted, or is expecled to constitute, evidence of a criminal offenss under the laws of the State of Alabama aor a
politicat subdivision thereof, to-wit:: Harassment, Indecent Exposure, Thefi of Property 3rd, .
NOW, THEREFORE, by virtue of the authority given lo me by Rule 3, Alabama Rules of Criminal Procedurs
(Ala.R.Crim.P.), you are hereby commanded to make a search of the above-described person or premlseaDlN THE

DAYTIME AT ANYTIME OF THE DAY OR NIGHT and within i © days (not to exceed 10 days) In
Shelby County

Alabama, for the above-described personal property and to make due return
of this Wamrant, aleng with an Inventory of any Ppraperty seized, to the undersigned as required by Rule 3, Ala.R.Crm.P.
ISSUED to Sgt. D, L. Goodwin at [} el

the 272 & dayofﬂ ; il L Zwi,

o'clock M. on this

Lot i3 ey ,

Judge/Magistrate
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Disposal — Scrap Damaged and Biohazard Equipment
I_;:IC_;IH.- ad T a7 7

STATE OF ALARARE ERCPTSINE DM T

DERRETHENT OF ECOMDHIC ARD COMMUMITY MFRIRS
iy LS PR OPTRTY GRS
jCR- Lo ADLE PERSOMAL MaORERTY

Iﬂ"j_ﬂm’!w: 112161 QATE:  Bf18000 —
| THARGFERAED FRGH: THANS FIRAED TO= 5'-"'"'-'-‘15m“
) g
I Gepacmmek of Fyrensic Senees m1i Fﬂlﬂ:#- Eovision
FHHH-TMHWEI-'-TWTI:IMFJ'I-DFITEH&EI
EFE m:mmmmmh
e Ak RS i
FrebiG
TR CORD EMFGREATION
PEOFEETrE  STEEALE Baa COCE @ ACQLUEST qrr " = mL
TEME  DESCRIFTION ST NT e
MALEMODEL FIATH
- w1 PR B naH (L DESEE i agn  FODEL 1
L TARAE AHTHERORGLOST WPRDT
CRYNME e ey e mem e e e R e \ e
TOTAL ACQUISITION COET: 1.0

Request suthorization, 1o disposa of Ibem or-site. Bern is damaged
biryand repair with o residual value.

[Fumis AHDY DR ACCCHT PACPERTY WAS PUSCHAGED THRILISHL

; ere——rT R
L Airg el e
F P ATURE "
Z’f R 2 - Imﬂhmﬁmm Hanag:r/ l,{'_';_.ﬁ_ﬁ

I TER £

D TE
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Biohazard Equip continued...

ALAEARM A
- DEPARTMENT OF FORENSIC SCIENCES
bkl Madicel Eaminer's CHice Labowatory Disloe: OF. S S T
F. 0. Boog T5E5 2451 Fling havn Siread
K edibs, Alabiareas JGG1T Nulsde, A RS 0707925
Ci¥les Phoaes (@51) 471-7008 THilos Fan: {351} 4705016

March 3, 2017
T Whom 11 bay Soncem:

The Alsbama Depariment of Forengie Selences Mobile Medical Office hed an pstecereiric table with
labels GL-35801 and 051-H53 leed an the ighle, The tabile has ot been oose ond has B2en Inskde the
muargue socker for years, [1waa deterndned that 5 the mbde is not in use, it hauld be gent for gurplus.
However, dui e tha table 'I:u:ir.g il on decedeniz and being in the morgoes cooler, it i5 n biohnzand thac
cennct be desantamingied snd relessd 1o the geneml peblic The mble was sent vith cur hickesardogs
materials bo be doslaooseat

Sinceraly,

Sherrie L. Saint
COperubans Dirsetor
ADFE-Mobike dMedical
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Disposal — Scrap on Site Old Furniture Under $500

STATE OF ALABAMA RECENBG iFVeE
WMWNTEFEMMMMWWNHE
SURPLUS PROPEFTY BAVESICM
MON-COMSLAMALE PESTSONAL PROPERTY
DATE: __ 2/¥R/30 91480
TRANBFERRED T FOR
ALABAMA BUREA) OF PRDONS AND PARGLES | Dispas) AL RRCPOATY
Eernp On Slig USE OnLY
Gl AG Furrlyns: In Blnicg e
e TRAMSACTIOH MO
FUNDING
PROPERTYS  SERIALY BAR CODE # ACTINSMION COND ATY  WFQRRATION
TEne  OESCRPTION GOST SEMT % % FIMAL
WAKEMIODEL STATE  FED ful:ld
1HTHE 125 $200,00 1z
T oaia
. ALNTIIE 127 S200.00  Poar L]
Credenzay
5 TR $280.00 Poor K]
Tabieg
4 ELR 1 gl RET $260.00 Powr L]
Bhles
F-HTaE 134 $1E000  Paer E
5 DRTTabla
HMTID130 §34.00  Fair Fil

% o Fila Boea

TOTAL ACQUISITION COST: $7.770.00

FUND ARNDVDR ACOOUNT PROPERTY WAB FURGHASED THROLUGH;
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Disposal — Scrap on Site Lightening Damage

L
(BTATE OF A ABaisls, RECERTS RO
DEPARTMVERT TF RO ARD DIRELMITY AFFARE:
ELAMLLES PROPTTTY DNAROH
WG ABLE FEHESORAL PNOPERTY ;E'I_J?[EE';??T
STTE NUOTOA KD 150048 HWTE 41780018 118TAM Sl T
TREHBFERR D FROEE TRAMEIFERRED TCe FOR
Eakashi kbyraia Fus, T [u - Eu.lﬂ'l.é{l:mmjﬂfr
Fiwp O Sl RERC 7Y |
| UGHTERMEG STTRE
THAERRCTICN M
PRCFEERTA  BERiSLE [ ] B LR TN
Han Coe ADGUETTON QoM ar
TE RPN T HEL kY = Fisial
RAKERICCHE ETMTE  FRd 't
SN AR T L ] BEAEA D b 1
T e comapLITER
HECL 1= SRETRCT
3 E.r'-uﬂlﬂ ETIED AR ETET #1,ki ] Chood 1
PR TLINRS 1T
. %ﬁ‘.ﬂﬂ s SALARY FLI2000 G L]
P R 1T
L LR} 35437 RAL IH Fmin  thead 1
4 ooy
LR GO BOLE0H, 1T
TOTAL ACOUIEITION COET: FEA4AM
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Disposal — Lost*

HTATE OF ALABAMA

DEFPARTMENT OF ECOMOMIC AND COMMUNITY AFFAIRE

EURPLUS PROPERTY DINTEI0ON
RON-CONELUMASLE PERSONAL FROPERTY

RECENMG INWHCE

ETATE ALUDITOR MO: HITTE DATE: PO 20 12219
TRAMIFERRED FROAE TRAMEFERRED T OR
EUSFLUE PROFERTY
ALSSAMA LA ENFOSCEMENT ASENCY [35) Dispoea DS R
Lot LESE CIMLY
Linabie fo locate after equipment upgrade
TRANSACTION KO
FUBDHRG
SROPESTYSE  SESIALE BAR COOE 2 ACCUNSITION SO0 ary  INFORMATIZN
[TEMEE DESCRIETION COET SEMT L = SRLAL
MAAKEACHIEL STATE FED CiEs
IEITAE4S =HE023IT 35074844 53500 Good 1
1 Docoing Ssation Ledon 5F 15
LECHICWCF-153
TOTAL ACGUISITION COST: £535,00
FUMD AMDVOR ACCOUNT PROPERTY WAE PURCHASED THROUGH:
Approssect Arleamed by Seoeived byt
CHIES, SURPLILS FROSERTY DIVISICN EIGMATURE SIGMATURE
DATE TITLE TITLE
DATE DATE

*Also include Loss of State Property Form that contains narrative from

responsible employee and obtain all necessary signatures.
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Disposal — Stolen**

ETATE OF ALASANA

RECENNG INVIRCE

DEFARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS
BURFLUE PROPERTY DIVIZION
ROM-COMSUBAELE PERSONAL PROFERTY

STATE ALIDITOR MO HoTED DATE 5/20520 1:55PM
TRANEFERRED FROM TRANSTERRED T FOR
SLURPLLE PROFERTY
Eabe Aydior's Cfce (D7) Ci=paosal DS
Eirian LIEE CMLY
Thedt from hoiel room during confenence
TRAMEACTION NC
FLIN DG
FROPERTYZ EERUALS BAR CIODE 2 ACOUEITION COMND OTY  NECRAAATION
MEM= DESCRIFTICN COET SEMNT H kS FiRAL
LA KE AMOIDEL STATE FED DIEP
or-Da1123 SCHIMNOFH o7oa1123 2933.00 Good 1
LAPTOR
HEWLETT FACKARIWESEOP
TOTAL ACQEUISITHIN COST: £5133.000
FUND AMDVCR ACGDUNT FROPERTY WAE PURCHASED THROUGH:
Aporoeed e leased byt FEceded byt
CHIEF, BURFLUS FROPERTY DIVISION SIGNATURE BIENATURE
DATE TIMLE TITLE
OATE DATE

**Also include Loss of State Property Form that contains narrative from
responsible employee and obtain all necessary signatures. Include Police

Report from location of theft.
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Disposal — Destroyed***

STATE O ALARALAL
EPARTREEAT OF OO 85D Dok ITY AFTAES

ELEFLLE FROPEATY DRAERTR]
FaCh-O S MR I FEREOAM. FRIFTRTY

PR HG | DO

STATE ALIDITONE: Rl ITTR CETE A e B RS g |
TRAREMTRFED PR TRAMESFTRSED T FoR
SURFLLE PROPEETY
D rem ey o Pl Sl Dol maml 172500 Chages i = [eair T
5 " LESE Ol
ot aaind oy PG B cOMTRED S N
3.
TR ThCsd il
PR
PRFEET fnte LTF ] s Do F ADTLRSITICR a0l OTY POl s ThCh
TTha [0 " PRI CiET SEWT L] L Pl
ke AR GTATE FED [
FES- - Ol FES 0 iTreS0 Gl 1
1 sepCIOER
PRI S TG 300
TOTAL SCCHNS TEON COST: 4773 501

LD AW ADDTUNT FROFTHATY WS PURTHESED THRtGEE

A P bt Sz e by
CHILT, GURFLLE PROPERTT CIWVISIN SEGMKTURT ShGATURTD
CATE =TLE ETLE
OATE DATE

***Also include Loss of State Property Form that contains narrative from
responsible employee and obtain all necessary signatures. Include any
available communication to verify destruction of property. In this instance, a
memo from the contractor stating that all items were put into a dumpster

during office renovation.
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	J.   Permanently Installed Property
	N.    Property Inventory Label Source - For information regarding criteria used for property inventory label and barcode/RFID labels contact Property Inventory Division at (334) 242-7010.


