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SUBJECT:  PERSONAL PROPERTY AND VEHICLE INVENTORIES

Pursuant to KRS 45.313, each budget unit shall maintain a current fixed asset record [inventory] of equipment having an original cost of five hundred dollars ($500) or more and a useful life of greater than one year.  To ensure compliance with this requirement, the Finance and Administration Cabinet may conduct physical audits of fixed asset records [inventories].  Agencies shall follow the Fixed Asset Module for both expendable and non-expendable property, [establish a system of controls for expendable property] which promotes financial reporting, safeguarding of assets, and adequate insurance.

I.
GENERAL PROVISIONS PERTAINING TO FIXED ASSET RECORDS [INVENTORIES]


a.
A state agency [All state agencies] shall maintain current records [inventories] of [their] physical properties and equipment and make appropriate additions and deletions to [their] fixed asset [inventory] records as property is acquired or disposed.


b.
The administrative head of an [each state] agency shall be responsible and accountable for the custody and safekeeping of all personal property assigned to, purchased, or otherwise acquired by the agency.  Each agency head shall either serve or appoint an employee of the agency to serve as Agency Property [Inventory] Officer with responsibility for both maintaining the agency’s fixed asset [inventory] records and taking the periodic physical inventory.


c.
Each budget unit shall review its fixed asset records [compare its inventory listing to the Division of Accounts, Fixed Assets Branch STARS report,] as of June 30 each year to ensure completeness and accuracy.


d.
If the review process reveals incorrect or inadequate information, the agency shall take the necessary steps to correct the discrepancies [notify the Fixed Assets Branch and supply the necessary information, as determined by the branch, in order to reconcile the two (2) reports].

II.
PERSONAL PROPERTY TO BE RECORDED [INVENTORIED]


a.
All non-expendable property valued at $500 or more shall be recorded [inventoried,] as a line item [and recorded annually as active personal property]. This record shall include agency [cabinet/department] number, state property identification tag number, make, description, model number, serial number, quantity, location by building, and cost.


b.
Cost, including freight, installation, auxiliary charges, less discount taken shall be used if [when] purchase price is known.  Appraised value, indexed back to acquisition date, shall be used if [when] the purchase price is unknown.


c.
A property identification tag shall be affixed to all non-expendable property by the Property Officer of each agency.  The property identification tag shall be affixed to the left side of the item when the item is in its normal operating position.


d.
Furniture and equipment under the control of, but not owned by, an agency shall be listed under the guidelines of Non-expendable Property and shall note the percentage of state ownership, if any.

III.
EXPENDABLE PERSONAL PROPERTY

a.
A perpetual inventory record of the receipts and withdrawals of expendable supplies shall be maintained to determine past usage and appropriate stock levels.


b.
Minimum reorder points for replenishing orders shall be established for each item that shall allow enough lead time for deliveries and prevent “stock-outs”.


c.
The agency supply system shall use economic order quantities for restocking based upon past and anticipated usage.  Every effort shall be made to avoid an accumulation of surplus or obsolete stock that reduces storage space.

IV.
VEHICLE INVENTORIES

A fixed asset record [An inventory] of all licensed vehicles and licensed trailers assigned to an agency shall be maintained regardless of cost or other equipment mounted on the vehicle[, (distributor, core drill, etc)].  This report shall include: vehicle license number, agency name, property or commodity code, serial number, make, style, manufacturer’s model number, year, date registered (first year only) and original purchase price.  “Assigned” means any licensed motor vehicle under an agency’s control.  This includes vehicles owned by an agency of the Commonwealth[,] (excluding motor pool vehicles, which are reported by the Transportation Cabinet), vehicles legally exempt from bearing a state official plate[,] pursuant to KRS 44.045 (4) (5) and KGS 186.065 (2), (3), vehicles whose title is vested in the Federal Government but on loan to an agency, and vehicles obtained from any other source.  Vehicles not owned by the agency shall be so noted on the fixed asset [inventory] report.  

(KRS 45.313; KRS 45A.045)

(200 KAR 5:010)
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