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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office.

Asset Management Accounting Procedures
General

 State Board Policy II.C.9 requires that technical colleges shall maintain accurate inventory records on the statewide accounting system, currently PeopleSoft Financial Systems, for all property items that:

· Are non-consumable and non-expendable in nature and
· Have an estimated usable life expectancy of three or more years and
· Have an acquisition cost of $1,000 or more per item

Additionally, colleges have the ability to track items that are less than $1,000 on a separate program.

Identifying Inventory Items

Decals are affixed to inventory items when the inventory items are received. Asset management records are maintained in the state asset management system to include information on the asset location, custodian responsible, and the corresponding accounting information. 

Annual Physical Inventory

The Georgia Department of Audits and Accounts and TCSG recommends a physical inventory of all asset management items to be taken annually. The annual physical inventory is coordinated with the custodians of the inventory items. The custodians are provided Asset Management reports of the inventory items for which they are responsible both before and after the annual physical inventory. 
The location and existence of assets in the specified custodian’s care indicated on the Asset Management records is physically verified.  It is recommended this be completed by someone independent of the custodian and Asset Management Technician. Any discrepancies in location, custodian, or item status will be noted and investigated, and if necessary, changed in the system, with proper documentation. 
No item determined “missing” during the physical inventory will be processed for retirement until the item status is classified “missing” in PeopleSoft. A written explanation must be given to the Asset Management Technician stating information to the best of the custodian’s knowledge as to what may have happened to the asset and the date the custodian last had physical custody of the asset. After two years on Peoplesoft, if the item is still missing and all avenues have been exhausted to locate it, the item may be disposed in PeopleSoft.

An item determined “stolen” will be retired only with the completion of a Police Report from local authorities.

In addition to verifying items on the inventory records to the actual existence, the converse is also performed; items found at a location and not on that location’s Asset Management records are researched and adjustments are made with proper documentation. 
Inventory Transfers

For transfers to another location, the custodian of record completes an Internal  Inventory Transfer Form (Exhibit A). After the receiving custodian’s signature and all appropriate approvals signatures are obtained, the transfer forms are routed to the Asset Management Technician, who will record the change in custodian and location in the Asset Management system.
Physical Disposition of Inventory Items

In compliance with state law, the only ways that state property may be disposed of are: destruction, transfer to other governmental entities or contracted vendors, or sale. The Georgia Department of Administrative Services Surplus Property Division is the only state agency that can authorize the destruction, transfer to another governmental agency or contracted vendor, or sale of any property on the Asset Management records of a college. Only items which are no longer of any value or use to the College may be disposed of with the permission of the State of Georgia Department of Administrative Services Surplus Property Division.
Destruction

An authorization number from DOAS State Surplus Property Division, must be secured and an affidavit of destruction completed. Ensure the destruction and affidavit witnessed and properly notarized. Documentation of destruction must be sent to DOAS State Surplus Property Division before these assets may be deleted from the Asset Management system.
Transfer to Other Governmental Entity/Contracted Vendor or Sold: 

In order to transfer inventory items to other governmental entities, the Property Transfer Form must be completed and an authorization number must be secured from the Surplus Property Division. Once the transfer is made and the Property Transfer Form has been signed by the transferor, the transferee, and a representative from Surplus Property Division, the property may be deleted from College’s Asset Management inventory. The same process must be followed for the sale of inventory items, and all proceeds from property sold must go directly to DOAS-Surplus Property Division. Once DOAS-Surplus Property Division approves the inventory items to be sold, the Division works with the College on the sale process, including determining minimum sale value amounts. If items are deemed not worthy of sale and are not approved for destruction, the Division will issue instructions for transfer to a contracted vendor. There may be expenses involved.
ASSET MANAGEMENT ACCOUNTING AND RECONCILIATION PROCEDURES:
Before an asset enters the pre-interface of the Asset Management module of PeopleSoft, the following must occur:


1. When processing the Purchase Order, the Purchasing Technician determines if an item is an asset, flags it, and assigns a profile id along with correct account coding in PeopleSoft.

2. The asset is physically received, verified by the receiving clerk, and received on PeopleSoft, if purchased on PeopleSoft. 

3. An invoice is received, verified, and sent to the Accounts Payable Technician with all required documentation.

4. After the Accounts Payable Technician verifies the flag, profile id, and account coding, the invoice is paid and it enters the pre-interface of the Asset Management PeopleSoft module. 

Asset Management Pre-interface 
1. The Asset Management Technician or appropriate personnel reviews the pre-interface weekly to determine if the information has been recorded correctly in PeopleSoft.

2. A decision must be made to determine if an item flagged in Purchasing should be “errored” due to either not being an asset item or needing corrections that cannot be made in the pre-interface. If it must be errored out, this item may need to be “Express Added” to the PeopleSoft Asset Management module or it may simply have been a mistake made by either the Purchasing Technician or the Accounts Payable Technician and is not an Asset.

3. Before loading the information into the interface, it must be determined if an item will have to be “unitized” or whether some accounting lines need to be consolidated for the correct cost value and number of units to flow into the Asset Management module for each asset item. 

4. The asset is tagged with the proper decal(s) and the asset, custodian, and location are recorded for input into Peoplesoft’s pre-interface, if the item does not have to be consolidated or unitized.

5. If the load status is “pending” and all information is correct, the asset information is loaded into the interface. 

Asset Management Interface
1. Assets with multiple accounting load lines are consolidated into a single load line which will update the Asset Management module as a single asset.

2. A single load line containing multiple assets may be unitized in the interface module to create multiple load lines and multiple assets.

3. Information manually acquired while locating and tagging the asset that was unitized or consolidated, such as custodian, room number, etc., can be entered in the interface.

4. The interface information will flow into the Asset Management module during the overnight process. The information is verified the next day.

5. Errors in the interface must be express added with proper coding and profiling. Errors occur if there is an out of period date that flows over during the over night processing.

Express Adding an Asset
1. Express Add enables the addition of owned, leased, or donated assets to the Peoplesoft Asset Management application.

2. Express Add uses the default information from the asset profile ID to provide data for an asset. 

3. Assets with Express Add are capitalized according to the profile ID selected. 

4. Donated items, TCSG paid bond purchases and items not included in the interface on a timely basis are Express Added when applicable. 

Monthly and Yearly Balancing

1. Asset Management is reconciled on a Monthly Asset Management Balancing Sheet. The following reports are required:

A. The GL Recon Detail Summary Report (AMXXXX506) GOVT Book, Periods, Current Month is run. Totals from the report’s Adds, Adjustments, Retirements and Reinstatements are entered onto the Balancing sheet (Exhibit B).
B. The query OAM701_Asset_Accounting_Lines is run. There are transaction types and account numbers that must be deleted on this report before comparing it to the 506 report. The 170001, 171001, 173001, and 175001 accounts on the OAM701 should equal the 506 report. 

C. The Actuals Trial Balance by Business Unit Report (GL818044M) for asset accounts 616001-824001 is run and totals are entered on page 2 of the Balancing Sheet.

D. Notations are made for assets flagged in error and assets that were not flagged, but should have been.

E. The query OAM_BALGL3_AP_EQP_EX_All is run. This is actually two reports for assets flagged “yes” and “no”. These two reports should balance the (GL818044M) Actuals Trial Balance Report 

2. Express Added assets will be reconciled monthly in conjunction with the TCSG Asset Reconciliation procedures.

3. All documentation is attached to the Monthly Balancing Sheet.

4. The balanced monthly report is given to appropriate personnel for review and approval.

5. Assets and depreciation are reconciled to the GFAAG ledger Trial Balance (GL818044M) also.
Depreciation

1. Depreciation is an automated process within PeopleSoft and does not affect the original cost of an asset in the Asset Management system inventory (Exhibit C).

2. Depreciation calculations are made each month and take multiple changes into account; therefore, never retire and re-instate an asset the same day of processing. (Verify the Calculation Type)
3. Depreciation accounts are balanced with the Asset Management query (auds_am_lknowles_Depr_Exp_Sum), OAM701_Asset_Accounting_Lines AM and the 44M GFAAG ledger report for account codes 172001, 174001, and 176001 to assure depreciation is being processed correctly. In addition to verifying the depreciation amounts from the OAM701 and the 44M GFAAG ledger agree, a pivot table may be generated periodically and at year end to ensure that assets are being depreciated for each period and no period is skipped.

