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	SUBJECT:  State Property Accountability



1. APPLICABILITY:  These policies/procedures apply to all Oregon Military Department (OMD) employees’ assigned responsibility, or accountability of OMD supplies and property.

2.   AUTHORITY/REFERENCE:
- Oregon Department of Administrative Services,

  Controller’s Division, Oregon Accounting Manual  

  (OAM)






- ORS 279A.280, ORS279A.285 & ORS 279A.290





- OAR Chapter 125, Division 35 and 50






- National Guard Regulation 5-1/Air National Guard

   Instruction 63-101

3.   ATTACHMENTS:

- No.1 Property Disposition Request Form (Z5-096956)






- No.2 Property Tag Form (Z5-097059)




- No.3 Hand Receipt Form 3002 9/17/02 (form is available 
   @ OMD Website:  www.mil.state.or.us )
4.   PURPOSE:  To establish OMD state property accountability policies and procedures.

5.   POLICY/PROCEDURES:
a.
The Adjutant General is responsible for maintaining a system that will ensure agency state property is accounted for and properly, accurately, and systematically classified.  The Adjutant General has delegated this responsibility to the Director of Financial Administration in the Financial Administration Division (AGC).

b. The Director of Financial Administration will ensure internal controls are sufficient to provide reasonable accountability for state assets.

c.  State assets are defined as follows:

(1) Real Property: Land, structures, and other appurtenances.

(2) Nonexpendable Property: Items which are not consumed in the normal course of agency operations can be used more than once, have a useful life of more than one year, and have an initial value of $5,000 or more.  Includes items defined as “Equipment” by National Guard Regulation 5-1/Air National Guard Instruction 63-101, Chapter 8, Paragraph 8-2a.

(3) Expendable Controlled Property: Items which are not consumed in the normal course of agency operations, can be used more than once, usually have a useful life of more than one year, cost less than $5,000, and have a high risk of loss. AGC will designate which items are expendable controlled properties.  Some examples can include computers, monitors, printers, photography equipment and tools.

(4) Expendable Property: Items which are not consumed in the normal course of agency operations can be used more than once, have a useful life of less than two years, and cost less than $5,000.

(5) Expendable Supplies: Items which are consumed in the normal course of agency operations, can normally be used only once, and have a useful life of less than two years (i.e., office supplies, drill bits, light bulbs, bark mulch, paint, etc.).

d. AGC will account for all Expendable Controlled and Expendable Property in the agency property database and Real and Nonexpendable property on the Fixed Asset (FAS) database:
(1) All Expendable Controlled and Expendable Property that requires an "A" property tag will be reported to AGC on Hand Receipt Form 3002 (Attachment 3) upon receipt of the item.  The completed form may also be e-mailed to the 
AGC Operations and Procurement Coordinator @ robert.w.freeman@mil.state.or.us.  This information will be entered into the agency property database for entries up to $4,999.00.

(2)  All Real and Nonexpendable Property that requires a "B" property tag will be 


      reported to AGC on Hand Receipt Form 3002 (Attachment 3) upon receipt of the 

item.  The completed form may also be e-mailed to the AGC Accountant @ Bryce.E.Dohrman@mil.state.or.us.  This information will be entered 
    
      into the Fixed Asset (FAS) database for entries $5,000.00 and above.

e. Real property acquisitions will be coordinated with the Director of Financial Administration prior to initiating acquisition actions.
(1) Directorates acquiring real property will provide AGC copies of all real property acquisition documents.  AGC will enter required information on the appropriate agency property database and make the appropriate entry for capitalized assets in the Statewide Financial Management Application System (SFMA) government wide reporting fund.

(2) The Oregon Army National Guard Installations Division (AGI) will maintain files with all original documents pertaining to ownership or lease of Oregon Army National Guard real property.

(3) The Portland Air Base and Kingsley Field Base Civil Engineers will maintain property records of Oregon Air National Guard real property under their control.

f. 
A State of Oregon Property Identification Tag will be permanently affixed to each piece of nonexpendable and expendable controlled property.  These are provided by AGC. Three series of tags (distinguished by a unique series of numbers) are used for identifying OMD property.

(1) SERIES A: Expendable Controlled Property valued under $5,000. To request an "A" Tag please call Robert Freeman, Operations and Procurement Coordinator @ 503-584-3911 or, you may also e-mail a request for tags to: robert.w.freeman@mil.state.or.us .
(2) SERIES B: Nonexpendable Property valued over $5,000.  To request a "B" Tag please call Stephen Persons, Accountant @ 503-584-3879 or, you may also e-mail a request for tags to:  Bryce.E.Dohrman@mil.state.or.us.
(3) SERIES C: Program Managers who will assign and track tags for expendable property with an acquisition cost of $1,000 to $4,999.  At the discretion of the Program Manager, expendable property tags may be affixed to property with an acquisition cost of less than $1,000.  A block of "C" tags may be issued to Program Managers. Please call AGC @ 503-584-3911.
g. 
Managers will report their inventory of Expendable Controlled Property annually and Non-Expendable Controlled property biannually by June 30th of the respective year.  Managers may delegate the duty of taking physical inventory but will remain responsible for its completion.  
(1) AGC will make a listing of property by location to managers upon request.
(2) Managers will submit a signed “Affidavit of Completion” upon completion to the Financial Administration Division Director. The affidavit will include any changes, deletions or additions noted during inventory.  AGC will use this document to update the applicable database.
h.  
All lost, stolen, damaged, or missing property must be reported to AGC within one working day of discovery of the incident.  Lost, stolen, damaged or missing property will be accounted for in accordance with State of Oregon policies and procedures.

(1) The responsible manager will investigate the loss, theft or damage of the property immediately.  The investigation and recommendation will be forwarded to AGC for disposition and/or further investigation by the agency or referral by AGC to a law enforcement agency.

(2) Loss, theft or damage of state property or supplies may result in discipline of the accountable and/or responsible individual(s).  The individual(s) may be held personally liable for replacement, repair, or payment for the item.  The Adjutant General or Deputy Director of State Affairs may authorize a depreciated value of the item based on the market value of the item at the time of the incident.

(3) Property that is lost, stolen, or missing will be reported using the Property Disposition Request Form (Attachment 1). A copy will be sent to AGC.
(4) Upon completion of the investigation and resolution of the issue, AGC will adjust the agency property records as required and appropriate SFMS accounts when applicable.

i.  
Property Disposal
1. Property that is transferred, inoperative, and obsolete, used as a trade-in or declared surplus will be disposed of using the Property Disposition Request Form (Attachment 1) and the Property Tag (Attachment 2).  Contact Oregon State Surplus to ensure acceptance of items turned in for sale or disposal.  They may be reached at:

1655 Salem Industrial Drive NE

Salem, Oregon 97303-4238

Phone: 503-378-4714
E-Mail: info.oregonsurplus@state.or.us

(a) Contact AGC, if assistance is needed, for instruction on the disposition process to be followed and/or any other questions.

(b) Ensure a copy of the PDR and Property Tag are forwarded to AGC. This will ensure that the property ledger is kept current and proper distributions of funds received from any sales. 
j.  
Each calendar quarter AGC will reconcile capital outlay (nonexpendable property) expenditures as recorded in SFMA to the additions in the agency property records.
  //s//







KARL D. JORGENSON







Director of Financial Administration
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