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6.0 PROPERTY

The Department maintains property management standards which are designed to comply with
state law, 2 CFR Part 200 Section 313, or the enabling federal legislation for a specific grant
program, if different from 2 CFR Part 200. Applicable division chiefs shall be responsible for
adherence to the regulations described above and a Property Manager for the Department
shall provide overall management and oversight. This function is currently performed by the
Financial Services Property Management Unit (PMU).

6.1 SAFEGUARDING OF PROPERTY

Control systems as specified below are used to maintain inventory records for equipment used
at ADECA and for equipment purchased through federal grants for use by our subrecipients.
These systems ensure adequate safeguards to prevent loss, damage or theft of property. Any
loss, damage or theft of property shall be investigated and fully documented. if it is determined
that there is possible negligence, the information will be provided to the State Auditor’s Office
and/or the Office of Attorney General to determine the next course of action.

6.2 ADECA INTERNAL PROPERTY

ADECA internal property is maintained in the State Auditor’s fixed asset system (AssetWorks).
The PMU is responsible for entering items in AssetWorks, requiring employees to certify the
use of the property each year, and to conduct an annual inventory of all items in AssetWorks.
The PMU also schedules and oversees the disposition of excess or unserviceable items through
the ADECA Surplus Property Division.

6.3 ADECA RECIPIENT PROPERTY

The PMU maintains the ADECA Property Management System to record applicable equipment
items and maintain inventory records for items that are purchased by ADECA subrecipients
through federal programs administered by the Department. These procedures are provided in
the ADECA Recipient Property Management Manual.

Return to Table of Contents 23
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Alabama Department of Economic And Community Affairs

GENE ANDE=: "

DIRECTO=

October 13, 1992

MEMORANDUM

TO: ADECA Division Chiefs

FROM: t%%g/ 1% ‘%%%iz f }J/bf/g 92
anager (o

ADECA Prippert /

SUBJECT: ADECA Recipient Property Management
Manual Revision

Re: Director's Memorandum to Division Chiefs, Subject:
Common Rule Definition of Equipment, Dated: September 24, 1992

The ADECA Recipient Property Management Manual has been
revised regarding ADECA equipment definition. The revised
portions are attached, and the changed wording is annotated
by asterisks. These revisions should be placed in the manual
on page 1 and 2, Section I, Paragraph A; page 4, Section I,
Paragraph B; page 6, Section II, Paragraph B 1l (c); and
page 7, Section II, Paragraph B 1 (d) (3).

Please note the revisions and distribute to applicable
personnel and recipients.

If you have any questions, please call Mack Young at

2-5429 or Jack Jones at 2-5225. To allow time for PMU
personnel to coordinate their actions, please respond as soon

as possible.
EMY:JJ:kfh
Attachments

c: Various Program Managers/staff

401 Adams Averue @ P.O. Box 5630 8 Mortgome~, Alabama 36103-5690 @ 2C5) 242-5100



GUY HUNT
GOVEANOR

Alabama Department of Economic And Community Affairs

FRED O BRASWELL I!
OIRECTOR

To: Division Chiefs

Date: October 1, 1989

ADECA RECIPIENT PROPERTY MANAGEMENT MANUAL

SUBJECT: Issuance of the ADECA Recipient Property Management Manual
Purpose, To issue a manual pertaining to the management of ADECA
Fecipient property which supercedes the Property Management Manual
Standard Operating Procedures |ssued Octﬁﬁe%‘T,JIQS?, %ﬁﬁ'éIT subse-
quent changes and revisions,

Background. This manual contains terminology and monetary value
changes that were necessary due to the issuance of the Uniform
Administrative Reauirements for Grants and Cooperative Bgreements
To State and Local Governments oﬁhﬁﬁ'ﬁt%g). This manual also
ncludes revisions that clar existing Property Management Unit

y
procedures, The revisions are annotated by asterisks In the left
hand margin,

Action. This manual is effective October 1, 1989, for all recipients
and replaces the revised Property Management Manual Standard Operat-

{ng Procedures {ssued Qctober T, . secondly, Dlvision efs are
respoﬁsiBTﬁ“%or providing a copy of this manual to all applicable
recipients of ADECA property.

Contact. Questions regarding this manual should be directed to
MrLarry R, curvin, Chief of the ADECA Audit and Financtal
Review Section, or Mr, Jim Massey, Property Management Unit
Supervisor, at 284-8813,

re

3465 Narman Bridge Road ¢ P O. Box 250347 @ Montgomery, Alabama 34125-0347 @ (20%) 284-8700



Page 1, Section I, Paragraph A

Consumable or Intangible Personal Property - See Supplies.

Equipment - The Common Rule defines equipment as

tangible, non-expendable, personal property having a useful
life of more than one year and an acquisition cost of $5,000
or more per unit. The Common Rule provides that ADECA may
use its own definition of equipment as long as this
definition includes all equipment as defined above.
Therefore, equipment is defined by ADECA using the above
definition.

% % * % % % %

Revised: October 1, 1992
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This manual establishes the propertv management raguirements for
ADECA recipients in compliance with the Uniform Administrative
asquirements for Grants and Cooperative Agreements to State and
0cal _Governments (common Rule), U%Vision'ﬁﬁiefs“sﬁall be

Tesponsible tor adnerence to the reguiations described above or

other federa] regulations {f applicable, The ADECA Propertv
Manager shall provide overall management and oversight,

Division chiefs shall require grant and award reciplents to
comply with the standards and the property procedures estab-
lished in this manual.

E

1. DEFINITIONS

A. General Definitions Pertaining to Common Rule

Acquisition Cost - The net invoice unit price of the property
ncluding the cost of modifications, attachments, accessories,
or auxillary apparatus necessary to make the property usable for

the purpose for which it was acauired, Other charges such as
the cost of instaliation, transportation (freight-in), taxes,
duty or protective in-transit insurance shall be included to
calculate the unit acauisition cost. If property is acauired bv
trading in another item and paying an additional amount, "acaui-
sition cost” means the amount received for trade-in plus the
addltignal outlay, (See the definition of “trade-in alTow-
ance.”

Consumable or Intangible Personal Property - See Supplies.

Eguigmené > The Common Rule defines eauipment as tangible,
Aonexpendable, personal property having a useful 11fe of more
than one year and an acquisition cost of $5,000 or more per
unit, The Common Rule provides that ADECA may use {ts own
definition of eguloment as long as this definition tncludes all
equipment as defined above, Therefore, equipment is defined Dy
ADECA using the above definition, but with the threshold acaui-
sition costs for property management as listed on the following

page.




Page 2, Section I, Paragraph A

Revised: October 1, 1992



Nonconsumable or Tangible Personal Property - See Equipment,

Personal Property - Property of any kind except real prooerty.

[T may be tangible, (having physical existence), or intangibie,

éggzﬁnghgg physical existence), such as patents, inventions, and
ights,

Real Property - Land, includin? land improvements, structures
gg lg%gHg enances thereto, exciuding movable machinery and
u i

Recipient - The term recipient {s a universal term referring to
any receiver of funds from ADECA whether specified as grantee,
subgrantee, subrecipient, service delivery area, substate area,
contractor or agency. :

Service Delivery Area - An entity of the Job Training Partner-
Eﬁé? A;f}no;mally referred to as SDA; a particular type of
subrecipient,

Substate Area - An entitg of the Job Training Partnership Act
ﬁofméTT%‘refErred to as SSA; a particular type of subrecipient,

Suggl#es - All tangible, personal property other than equipment
as defined above,

Trade-in Allowance - "Amount received for trade-in” of an item
of equipment traded i{n for replacement equipment means the
amount that would have been pald for the replacement equipment
without a trade-in, minus the amount pald with the trade-in,
The term refers to the actual difference, not necessarily the
trade-1n value, shown on an i{nvoice. For example, suppose that
a reciplent can buy a new machine for $5,000 {n cash, The
recipient actuallyv buys this machine by trading in a used
machine and paying $3,000 in cash. In this case, the amount
received for trade-in would be $2,000 ($5,000 minus $3,000)
re?ardless of the trade-in allowance shown on the invoice,
NOTE: Certain state and local laws may prohibit trade-in
allowances, therefore, in thnse i{nstances state and local
governments should disregard trade-in allowance.

B, General Definitions Pertaining to ADECA Property Procedures
Progert¥ Management Unit (PMU) - The unit within ADECA which is
responsible ror the maintenance of reliable Aand systematic
records of ADECA’s investment in propertyv, wherever located,

This unit 1s under the supervision of the ADECA Property Manager.

-



Page 4, Section I, Paragraph B

Percentage of Federal Participation - Computed by
dividing the total amount of federal cost by the total amount
of the grant or award cost for which the property was

acquired.

* Example: Total Grant Cost - $5,000

* . Federal share - $4,000 80%
* Local share - $1,000 20%
* TOTAL $5,000 100%

Revised: October 1, 1992



Aareement Number - Project, grant, subgrant, award, or contract
number assigned by ADECA fund accountants to the agreement which
nrovided the funds for the property purchased.

Item Code - Six digit number assigned to an {tem of propertv by
PMU to 1dentify a particular property group,

Location Code - Five digits., alpha and/or numeric, assigned by

BMU which 1dentifies the physical location of property by
address.

Percentage of Federal Participation - Computed by dividing the total
amount o? Federal cost Dy tne total amount of the grant or award cos

for which the property was acquired,

‘49 N Example: Total Grant Cost - $1,000

'%: o\ Federal share - $800  80%

3 ;(' Local share - $200 20%
Vﬁ\%‘“ Total $1,000 100%

Percentage of Recipient’s Participation - Computed by dividing the
Tofal amount of the local cost py the total amount of the granf cnst
for which the property was acquired, (See example in “"Parcentage

of Federal Participation,”)

Property Custodian - The individual who is fiscally responsiple
or the property purchased by a recipient agency.

Recipient Code - Four digit number assigned by PMU identifying
the recipient by name and address.

Recipient Property Number - ldentification number assigned by
fﬁe'%E%Toienf {agency) to maintain control over propertv,
Seﬁugnce Number - Property inventory number assigned by the

C, Property Management Unit (PMU) Forms

In order to maintain reliable and systematic records of propertv
acquisitions, transfers, and dispositions, the PMU has develaped
forms to document the following: (1) the addition of newlv
acquired property to the ADECA inventory, (2) the transfer of
property from one property custodian to another propertv custo-

-4



dian, and (3) the disposition of propertv, Respectively these
forms are:

(1) Recinient Material Receipt - PMU-1
(2) Property File Input Document - PMU-2
(3) Custody Receipt - PMi-3

(4) Report of Survey - PMU-4

{(5) Inventory of Non-Consumable Personal Property
(Computer Printout)

(6) Property Disposition Report - PMU-6

A copv of these forms, as well as_the purpose for each and
instructions for completion, are located in the appendix.

[1., PROPERTY MANAGEMENT STANDARDS FOR RECIPIENTS

A. Purpose, This section prescribes uniform standards govern-
ing The utilization and disposition of property furnished bv the
federal government or acquired in whole or {n part with federal
and/or state funds whose cost was charged to a project adminis-
tered bv ADECA., Division chiefs shall require recipients to
observe these standards and shall reference this manual in
agreements with recipients that may acquire property.

B, Standards. Standards and procedures governing ownership,
use, and disposition of property acquired with federal and/or
state funds are set forth below, When property {s acquired bv a
recipient wholly or {n part with federal and/or state funds, the
ADECA Director may, upon request by the divislon chief, vest
title with the recipient without further accountabjlity to ADECA
{f applicable laws and regulations permit, Otherwise, §;t1e

wil% ?e vested y{th the recipient subject to the follow
Testrictions on the use and disposition of property.
1, Nonconsumable Property

(3) ADECA may, at anv time, transfer propertv and
t{tle to elther the state government or a third
party provided the third party i{s otherwise eligi-

-5-



pPage 6, Sectlon II, Paragraph B 1l (c)

(c) When the recipient no longer needs the property as
provided above, the property may at ADECA's discretion, be
retained for recipient use, If the fair market value of the
property is over the ADECA accountability threshold listed on
page 1 of this manual, the recipient must provide .
compensation for the federal share of the property applicable
to ADECA funds. The amount of compensation shall be computed
by applying the percentage of ADECA federal participation to
the current fair market value of the property.

Revised: October 1, 1992



ble under existing statutes, The recipient will be
reimbursed as provided in (d) below.

(b) The reciptent may, at ADECA’s discretion, use
the property in the project or program for which

it was acauired as long as needed to accomplish the
purpose of the project or program and as specified
within the agreement until the termination date as
agreed, whether or not the project or program
continues to be suppnrted by federal and/for state
funds, When the property is no longer needed for
the original project or program, the recipient
shall use the property i{n connection with its other
federally or state sponsored activities, in the
following order of priority:

(1) Activities sponsored by the same federal
agency or ADECA division,
0
A

C
(7) Activities sponsored by other federal
agencies or AD divisions,
t

. (c) Wnen the recipient no longer needs the property
>f<3s provided above, the property may at ADECA’S
discretion, be retained for recipient use, provided
that a fair compensation 1s made_to ADECA for the
L federal share of the property, The amount of
oy compensation shall be computed by applying the
. G q Dercentage of federal participation to the current
%,\; fair market value of the property,

po (d) 1f the recipient has no need for the property,
the recipient shat!l reaquest disposition Instruc-
tions from ADECA by certified mail, ADECA may
transfer title to efther the state government or a
third party if the third party {s otherwise eliqi-
ble under existing statutes,

(1) If the recipient i{s instructed to ship the
property elsewhere, the recipient shall be
reimbursed an amount which is computed by
applying the percentage of the recipient’s
participation to the current fair market
value of the property, plus any shipping
or {nterim storage costs {ncurred.

(2) If the recipient {s instructed to otherwise
dispose of the property, the recipient

n
A
ns
eC
n
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Page 7, Section II, Paragraph B 1 (d) (3)

(3) If instructed, the recipient shall sell the property
and keep any proceeds from the sale as long as the fair
market value of the property at the time of the sale is below
the ADECA accountability threshold cost identified on page 1

of the manual.

Revised: October 1, 1992
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shal]l be reimbursed for such cost incurred
In 1ts disposition. ;

,i? (3) If {nstructed, the recipient shall sell the
property and reimburse ADECA an amount

which {s computed by applying the percent-
age of federal participation to the sales
proceeds, Where the recipient is author-
{zed or required to sell the property,
proper sales procedures shall be. estab-
1{shed which would provide for competition
to the extent practicable and result in the
highest possible return,

(4) If not instructed fn writing by ADECA

- within 120 days to ship, otherwise dispose,
or sell property, the recipient shall sell
the property as explained in (3) above,

(e) The recipient shall take a physical {nventory
of property and reconcile the results with the
recipient property records at least once each year.
Any differences between guantities determined by
the physical inspection and those shown {n the
property records shall be lnvestiﬁated to determine
the causes of the differences. The recipient
shall, in connection with the inventory, verify the
existence, current utilization, and continued nee
For the use of fhe property,

Supplies

Title to supplies (consumable personal property)
shall vest {n the recipient upon acquisition,
there is a residual inventory of such supplies
exceeding $5,000 in total aggregate falr market
value upon termination or completion of the
agreement. and {f the supplies are not needed for
any other ADECA sponsored project or _program, the
recipient shall retain the supplies for use on
non-ADECA sponsored activities, or _sell them, but
must in either case, compensate ADECA for its
share, The amount of compensation shall be comput-
ed in the same manner as equipment (nonconsumable
personal property).



* & 2 2 =%
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111, PROPERTY MANAGEMENT PROCEDURES

Acauisition Procedures

1, Recipient, Each recipient Is required to
obtaln prior approval for the acaquisition of
property, either by the budget agreement or by
written approval of individual items, as-required
by the particular agreement, general directives of
a particular division or specific written approval,
The recipient is required to report the purchase of
property to ADECA, The reciplent accomplishes the
reporting of purchases by submitting the Recipient
Mater{al Receipt (PMU-1) and a copy of vendor
invoice with the reauired expenditure reports.,
summary of expenditures, periodic reports, or other
%gcgggnts as may be required by the ADECA program
nager,

2. ADECA Program Manager and Fiscal Management,
The program manager, 1n coordination W e ADECA
Fiscal Management Section, is responsible for the
review of the PMU-1, This review shall compare the
information contatined on -the material receipt with
information contained in the agreement file to
determine i{f the property ourchased by the recipi-
ent is authorized and within the scope of the
agreement, The resolution of any exception or
deviations regarding the purchase is the responsi-
bility of the oro?ram manager, Upon completion of
the review, the Fiscal Management Se;tion will then
forward to the Property Manacer the following: the
PMU~1, a copy of the vendor invoice, and the PMU-2,
The fund accountant will complete those numbers on
the PMU-2 that are blocked in. These include the
fund number, source of funds, cost, manufacturer,
serial number, purchase date and purchase order or
voucher number, NOTE: When the ADECA Surplus

Pro ertg Division Is vendor of recipient property,
either Federal or State Surplus property will be
added to the ADECA {nventory records using the
outlay of recipient cost (service charge),

3. Pro%gr;¥ Manaaement Un}t. From the above _
documents. the W maintain an automated file
of all property, The PMU will assign a seauence

-8-



B,

oy

number to the propertyv, add the {tem to inventory
records, and {f necessary, arrange to affix the
appropriate property tag,

Transfer of Property

From time to time, property may be transferred either from
one recipient to another recipient or from a recipient to
ADECA, The recipient must obtain approval from the divisinn
chief of the original funding source for all-such transfers
prior to the transfer. Upon the physical transfer, the

re e351n% reciplent must complete and forward a custody
receipt (PMU-3) to the Property Manager through the appro-
priate division chief, The Property Manager will return a
completed copy of the PMU-3 to the property custodians (both
receiving and releasing),

Stolen or Destroyed Property

When property {s lost, stolen or dest
will complete the report of survey (P
original and one (1) copy to the ADEC
with the following documentation:

1. If the propertv cannaot be located, 1.e., &
complete and thorou?h search has been made, the
Division Chief should immediately be informed and a
report prepared detailln? the chronological history
from the last inventory Jeading up to the determi-
nation that the property is lost. This report
should also include a complete description detall-
ing all controls or safeguards exercised by the
property custodian,

2. If there has been a theft, {.e., It Is clearly
evident that the property has been stolen instead
of lost, it should be reported immedi{ately to the
local authorities, A copv of the police report

should accompany the PMU-4,

3. 1f the property is destroyed by fire, a copy

of the local fire marshall’s report should accompa-
ny the PMU-4, If the property is destroyed by
other means, a detailed report which completely
explains the incident should be prepared to.accom-
pany the PMU-4,

d, the recipient
) a?d submit the

oved,
viston chief along

rove
MU-4
A di



" The ADECA diviston chief will review the PMU-4 and accompa-

nying documentation to determine 1f the cause was the result
of a neglect or willful act and arrange for anv approvals at
the federal level, {f required., If the ADECA division chief
does nat apprave the PMU-4, finding that neglect or willful
act by the recipient was_the cause, appropriate action
should be taken by the ADECA division chief which may
require remuneration by the recipient {n the amgunt of the
falr market value of the property at the time of the loss,
In order to achieve the most effective and efficient operat-
ing environment, the ADECA division chief should consider
the need to maintain a reasonable balance between the level
of control and accountabil{ty exercised DK the reciplent and
the resulting benefits to be derived bv the additional
procedures that could have provided for better control and
accountability of the property. '

The ori?inal PMU-4 and copies of all supporting documenta-
tion will then be forwarded to the ADECA Property Manager
who will have the property deleted from the records and

gainta%ned on file for review by the Examiners of Public
cecounts,

Disposition of Property

Property which was purchased 1n whole or in part with
federal and/or state funds through a grant award from ADECA,
may be traded or sold only when Such action {s taken in
accordance with the provisions of this manual. Prior to
taking any action to dispose of property, the recipient
must obtain the written approval % HDEEI. Approval may he
obtained by the submission of a request to the division
administering the funded project. The division chief, after
giving consideration to federal regulations governing the
disposition of property, will coordinate with the Propertyv
Manager and issue disposition instructions to the rectipient,
1f so instructed, authority is granted to_sell the property
in accordance with Section I, paragraph B (1) (d), of this
manual and to reimburse ADECA an amount computed by applying
thedoercentage of federal participation to the sales pro-
ceeds,

Afrer disposition of the property, in accordance with the
{nstructions from ADECA, the recipient completes a Property
Disposition Report (PMU-6), The PMU-6 1s then forwarded to
the division administering the funded project. If any
refund of recipient funds is required as a result of the
disposition of the property, the reciplent shall prepare a

-10-



refund check in the amount due and forward the refund check
to ADECA for processing {n the same manner as for other
refund checks from recipients,

The division chief will review the PMU-6 and supporting
documents from the recipient to determine if disposition
instructions were followed, The division chief should
resolve with the recipient ang discrepancies or problems
with the documents or applicable refund, When this process
is completed, the PMU-6 and any supporting documentation
should be forwarded to the Property Manager, along with
records to support compliance with federal regulations
governlng the disposition of property where applicable,

MU personnel will update the property records accordingly.

Property Records _
Recipients shall maintain current lnventorg records of all
property, acauired in whole or in part wit funds provided
by ADECA, The records shall provide, at the minimum, the
following information:

o Sequence number (assigned/affixed by ADECA);

0 Reg%alent property number (assigned by recipi-
ent): i

e Description of the property;
@ Manufacturer’s serial number and model number;

e Source of the property Including grant, subgrant,
contract, or other agreement number;

e Whether title {s vested in the reciplent or
ADECA;

@ Acquisition date;
® Unit acquisition cost:

e Percentage of federal participation {n the
original prolect or program;

@ Location of property; and
e Condition of property,



Recipient property custodians shall determine the location,
use, condition, continued need, and shall update property
records, a&s appropriate,

The recipient shall develop and implement a control system
to ensure adequate safeguards to prevent 10SS, gdamade, or

thetft of property. Ine Hronerf?'ﬁkdé@er may verity tne

existence of property and the accuracy and completeness of
property records through on-site inspecttions.

At the division chief’s discretion, more restrictive re-
quirements may be I{mposed on recipients through grant
language, regulation, or policy, However, these require-
ments are not incorporated Into this manual,

Inventory: Verification

ADECA shall confirm that a physical inventory 1s conducted
by the recipient. While the recipient {s responsible for
conducting an inventory at least once annually, ADECA shall
be required to certify recipient inventories, preferably
annually, but at least once every two years, The results of
the inventory will be used to reconcile ADECA property
records with those of the recipient, The certification will
be accomplished when the Property Manager forwards a [nven-
tory of Nonconsumable Personal Property Listing to the
property custodian, Two copies of this listing (computer
printouts) will be transmitted to the recipient. The
recipient will be responsible for physically counting the
items, noting any changes or discrepancies, and signing a
certification statement on the listing, A signed and
completed copy of the listing should be sent to the ADECA
Property Manager generally within ten (10) days of receint
[f the ten day deadline cannot be met, the recioient shoul
notify the Property Management Unit,

The PMU will reconcile recipient inventory records using the
Inventory Listing returned by the recipient. Any noted
discrepancies are br0u?ht to the attention_of the division
chief for resolution with the reciplent, The division chief
will forward to the Property Manager any_necessary documents
{n order to resolve any discrepancies. The PMU will then
update the recipient property records,

d
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1V, SUMMARY OF PROPERTY CUSTODIAN RESPONSIBILITIES

The following is a checklist of respanstbilities, previously
mentioned in different sections of this manual., It {s important
that all property custodiams become thoroughly familiar with
each of these responsibilities and be governed accordingly:

o Accept fiscal responsibility for the property in one’s
custody,

® Develop a system that ensures adequate safeguards to prevent
loss, damage, or theft of property.

@ Maintaln a printout of all items of property whose condition
and location are currently updated.

¢ Investigate and resolve the differences, {f necessary,
hetween returned Inventory of Nonconsumable Personal Proper-
ty Listings and ADECA property records,

¢ Complete a Custody Receipt (PMU-3) when transferring or
loaning property.

e Initiate a Report of Survey (PMU-4) when property s lost,
stolen, or destroved.

Adcitional requirements for property custodians:

(a) Submit a completed Recipient Material Receipt
(PMU-1) and caopy of the vendor invoice to the program
manager upon the receipt of pronerty,

(b) Submit a completed Custody Receipt (PMU-3) to the
program manager when an item of property {s transferred
to another property custodian,

(c) Submit a completed Report of Survey (PMU-4) ta the
program manager when propertv is lost, stolen, or
otherwise destroyed.

(d) Complete and return the Inventory of Nonconsumabl
Personal Property Listing upon receipt from the ADECA
Property Manager,

{e) Submit a completed Property Disposition Report

e
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(PMU-6) to the program manaqer after disposing of
property in accordance with dlsposition instructions,

V. SUMMARY OF DIVISION CHIEF RESPONSIBILITIES

The division chiefs are responsible for ensuring the accuracy
and validity of all property purchased DE their recipients,
Responsibility for compliance with the ADECA Recipient Propert
Management Manual may be delegated to an'adﬁfbprf%fé“ﬁFbgF%th:
manager; nowever, approval authority and overall responsibility

rest with each division chief, The following is a summary of
those responsibilities:

o Upon receiving the Recipient Material Receipt (PMU-1) from
the recipient, review the information on the PMU-1 and the
information contained {n the agreement file to determine if
oroperty purchased is authorized and otherwise correct
within the scope of the agreement,

¢ Coordinate all financial matters with the ADECA Fiscal
Management Section who will comﬁlete a corresponding
Property File Input Document (PMU-2) and forward the PMU-1,
?MUHZ. and a copy of the vendor invoice to the ADECA Proper-
y Manager.

e Upon receiving a Custody Receipt (PMU-3) from a recipient
&or a loan/transfer, forward the PMU-3 to the Property
anager.,

e Upon recelving a Property Disposition Report (PMU-R},
signify approval, {f appropriate, and forward to the ADECA
Property Manager,

¢ Upon receiving a Report of Survey (PMU-4), signify aporoval
and forward the PMU-4 along with the appropriate documenta-
tion to the ADECA Propertv Manager,

In addition, each ADECA divlision chief is solely responsible for
compliance with applicable federal regulations, ADECA oolicies
or procedures, or state regulations which implement requirements
for the administration of property purchased through agreements
;or th? ?urgose of operating ADECA sponsored programs/projects

v reciplents.

-14-



VI, SUMMARY OF ADECA PROPERTY MANAGER RESPONSIBILITIES

The Property Manager is responsible for maintaining accurate and
complete property records {n accordance with state law and
applicable Federal regulations and providing overall management
and oversight In property matters, In fulfllling these respon-
sibtlities, the Property Manager shall:

® Be responsible for all additions, transfers, or deletions
recorded to the ADECA Dropertg system and for compliance
with state law concerning ADECA property management,

e Be responsible for verifying ADECA recipient physical {nven-
tories, preferably on an annual basis, but at .least once
every two vears,

1] %f gequested. advise ADECA officials on all property mat-
ers,

® Not be responsible for compliance with applicable federal
regulations, ADECA policies or procedures, or state requla-
tions which implement requirements for administering proper-
ty purchased through agreements for the purpose of operating
ADECA sponsored DroErams by recipients, This responsibility
rests with each ADECA division chief, [f however, the ADECA
Property Manager becomes aware of any propertv compliance
{ssue, he shall notify the appropriate ADECA division chief.

® Responsible for developing and issuing DollcE letters in
order to clarify and facilitate using the ADECA Recipjent

Property Management Manual. These letters wlll Dé main-
fainea;&rfﬁ'fﬁe manual and referred to in all matters

concerning property management,
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APPENDIX

Exnibit Number ' Exhibit Name

1 Recipient (Contractor) Material Receir
(PMU-1)

% Property File Input Document (PMU-2)
3 Custody Receipt (PMU-3)

4 Report of Survey (PMU-4)
S

Invéntory of Non-Consumable
Personal Property

6 Property Disposition Report (PMU-6)



ALABAMA DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS (ADECA)
PROPERTY MANAGEMENT UNIT
SUBRECIPIENT MATERIAL RECEIPT (PMU-1)

Grant Number

Subrecipient

Vendor

Address

Address

Subrecipient Phone

Date Received

Property Location Address
(if different from above)

Contact Person: r

J Phone Number:

Grant

Description Qty Manufacturer | Serial/VIN Number | Unit Price | Total Price | Funds Cond
Amount

0.00 Good

0.00 Good

0.00 Good

0.00 Good

0.00 Good

0.00 Good

| hereby certify that | have received and checked the items listed above and thatt

quantity, and condition noted.

hey are of the type,

Received By

J Phone

|

\) Signature

Date

PMU-1

l

Rev. 62021



. AUECA
PROPERTY MANAGEMENT UNIT
PROPERTY FILE INPUT DOCUMENT

INPUT DATE: !
DOCUMENT TYPE: | __| (A,C,D)
AUTHORIZATION:

INITIAL:
SEQUENCE NUMBER: | _|__| S

SN R U OO RN A D N

PROPERTY OWNER: | _ PERCENT OF FEDERAL FUNDS: |__| | _ |
ORGANIZATION cp: | __|__ | | __1__1__|

 FUND NUMBER: N N O D D P

source oF Funos: || __f__1__ | _1__|__]__l __I_|I

COST: l

osscrtston: ||| —|—|—|—| |~ || =|=|=l ==l =l ==l

[

| e

MANUF, SERIAL #: |

MANUFACTURER:

FINISH:
MATERIAL: |
CONDITION: l
PURCHASE DATE:
ITEM CODE: Y .
1L,OCATION GODE: i
RECIPIENT CODE: |__|
REC.PROPERTY #:
AGREEMENT #:

PURCHASE ORDER: |

PMU-2 -18-



ALABAMA DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS
PROPERTY MANAGEMENT UNIT

CUSTODY RECEIPT
(Complete All Items)
Date:
ADECA Prop. # Bar-code Number Serial Number Item Description
*hhkk *Edkk kkkkk Last Item
Note: Place "Last Item'' after the last item in the list.
I certify that the above listed property is under my control and
will remain so until relieved by coordination with the Alabama
Released By: Department of Economic and Community Affairs Property
— - Manager.
(Organization/Location)
Signature: Received By:
(Property Custodian) (Organization/Location)
Remarks: Signature:
Permanent Transfer (Property Custodian)

Property Manager Acknowledgment

PMU-3 Initials Date




ALADASA WEEANMMGNL UF ELUNUMLLC AND CUMMUNLTY AFMALRS
PROFPERTY MANAGEMENT UNIT

REPORT QF SURVEY

1., ADECA Division/Recipient

2. Address

3. DProperty Custodian

4, Telephone NO.

5. Fund No./Agreement No.

&. Description 7. Acquisgition |8, ADECA - [9. Reason (Descri
Cost . |Property No on additional
page as necess

10. ADECA Division/Recipient Date

To Be Completed by State Office Personnel:

11, Division Chief Approval Date
12, Prop. Manager Acknowledgement Date
13. DIRECTOR'S APPROVAL Date

14, Comments

PMU-4 -20-
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ALABAMA DEPARTMENT OF ECONOMIC AND COMMUNITY AFFAIRS
PROPERTY MANAGEMENT UNIT
PROPERTY DISPOSITION REPORT

1. ADECA Property Number

2, Property Description

3. Ser. No. 4, Recipient Prap. No.
5, Date Acgquired 6. Original Cost
7. % Federal Funds 8. Disposition Date

(Completa Part A if traded, or Part B if sold)

Part A
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9. New Property Acquired

10, Ser. No. 11. Recipient Prop. No.
12. Acquisition Cost 13, Trade~In Allowance
Part B

ti‘.itti*i'.ii*itititlti'iitiit*itti'itti’iti‘*it"itiiitiit'ti*iittﬂt**it*t

l4. Selling Price Note: Describe the method used
to determine the current value and submit refund check to reim-
burse ADECA share with this report.
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15. Recipient Nime

Addresa
16. Typed Name _
of (Authorized Representative)
17. Signature Date
Approval:
ADECA Division Chief ADECA Property Manager
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