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1 INTRODUCTION

1.1 Mars System

The MARS System consists of three software applications: Procurement Desktop, ADVANTAGE and Brass.  The fixed asset documents run and up-date in ADVANTAGE.  The purpose of this manual is to explain these documents and their relationship to the Commonwealth’s fixed asset needs as determined by laws, regulations, and the agency’s need to report at a state and federal level. 

The MARS fixed asset system is a pool of all fixed assets that an individual agency wishes to track and report.  The fixed asset system was designed so that the system would meet all reporting needs including: Cost Allocation, federal grant reporting, CAFR reporting (which in the past was the focus of STARS), insurance reporting, tracking of all custodial and non-state owned property, as well as the tracking of state owned personal property as established by Kentucky Revised Statutes.

The MARS System generates fixed asset shells (documents) that property officers access through the Document Listing table (SUSF).  These shells are created when the invoice is released (payment date) through Procurement Desktop (PD) and the commodity code listed on the invoice is confirmed as a fixed asset on the Product Service or Agency Exceptions Tables.  The agency exception table is defined by each agency. When a shell is sent to the property officer most fields will already be populated.  The property officer will verify the accuracy of the populated fields and supply the necessary information and values that did not come over on the shell. The following fixed asset acquisitions will not create fixed asset shells:

· Donations: These acquisitions do not result in payment documents; therefore shells will not be generated.

· Procurement card purchase: These acquisitions will process through Procurement Desktop, however the invoice will not include a commodity code; therefore shells will not be generated.

· Confiscated items: Payment documents will not process in the system so a shell cannot be generated.

· Straight Disbursements: Misc. Quick Pays: These documents process without commodity codes; therefore a FA shell cannot be generated.

· Manual Warrants: These documents do not process through Procurement Desktop and therefore, no FA shell can be generated.

Each agency should develop a method of notifying the property officer when fixed assets are acquired by any of the aforementioned methods, which do not generate fixed asset shells.

For questions regarding fixed assets contact Jackie Green via email or at 564-7750 ext. 2140.

1.2 Statutory Requirements

The Finance and Administration Cabinet (FAC) has existing regulations, as well as policies and procedures, governing the purchase and management of the Commonwealth’s fixed assets.   Agencies are required to properly account for all fixed asset transactions that meet or exceed the statutory threshold.  KRS 45.313 states: “Each budget unit shall maintain a current inventory of equipment having an original cost of five hundred dollars ($500) or more.  The inventory shall be available for examination by the Finance and Administration Cabinet at all times.”  All agencies are responsible for managing their fixed assets in accordance with this statute, as well as complying with all state and federal regulations.

The ADVANTAGE Fixed Asset Module must be used for the tracking of all state assets with a cost of $500 or more.  This is not an option as FAP 120-20-01 states:  “Agencies shall enter records into the fixed asset system for non-expendable property that promotes financial reporting, safeguarding of assets, and adequate insurance.”  The fixed asset system referred to in FAP 120-20-01 is the MARS ADVANTAGE Fixed Asset Module.  Assets are generally defined as non-expendable items having a useful life of more than one year and a cost of five hundred dollars ($500) or more.  In order for an item to be considered an asset, it must have future economic benefit to the Commonwealth.  The Commonwealth uses the following categories of fixed assets: land, improvements (other than to buildings), easements, buildings, depreciable and non-depreciable works of art/historical treasures, equipment, vehicles, other intangibles, construction-in-progress, and software.  (It is acceptable to include software cost as part of the total cost of a related personal computer; however, individual software licenses with a cost of five hundred thousand dollars ($500,000) or more must be recorded individually).  In determining the cost of an asset, component parts and all qualifying accessories should be included. Also included in the determination is the cost of freight, installation, and other auxiliary charges paid by the state, less any discounts.  The trade-in allowance will not effect the cost of the asset.  However, any training expenses incurred at the time of the asset purchase is included as part of the asset cost.  Training at a later date is not capitalized; interest expense is never capitalized on purchased assets.

Each agency is responsible for performing reasonable procedures to ensure that all fixed assets are physically tagged with a numbered property tag that includes the appropriate prefix for their agency.  The FAC established these prefixes (see Appendix B).  The agency should also demonstrate consistency with input of these tag numbers into the MARS system to aid in the retrieval of the asset record by tag number.

NOTE: Any inconsistencies noted within an agency’s tagging process will immediately result in FAC enforcing a mandated system update.

Fixed Asset Training:
Any agency person responsible for input, accounting, or tracking of the fixed assets should have completed the appropriate training.  The class, “Fixed Assets”, can be requested through FAC’s Customer Resource Center (CRC).   The session covers the different input documents that are in ADVANTAGE within MARS.  

2 The Fixed Asset Acquisition/Betterment

2.1 Description

This process refers to the acquisition and betterment of a fixed asset.  ADVANTAGE currently supports eleven types of fixed assets, including land, buildings, improvements (other than buildings), equipment, construction-in-progress, depreciable works of art/historical treasures, non-depreciable works of art/historical treasures, software, other intangibles, easements and vehicles.  Fixed Asset types are found on the FATP table in ADVANTAGE.  See table below for a list of those asset types with examples.

Fixed Asset Acquisitions and Betterments

· The Fixed Asset Acquisition (FA) document enters a newly acquired asset into the system. The FA contains both accounting and descriptive information. It establishes a master record for the asset in the system and the first detail record. The master record will be assigned a betterment number of 00.

· The Fixed Asset Betterment (FB) document records a betterment to an asset that is already in the system. This document is similar to the FA document; it contains both accounting and descriptive information. It establishes a new betterment record and updates the asset summary record.  Assets entered as a betterment will have a counting range from 01-99.  

NOTE:  If you dispose of the master asset (betterment 00), all betterments related to that asset will also be disposed.  However, when you dispose of a betterment (count 01-99), it does not dispose the master asset or its other individual betterments.

Asset Type
Examples





E
Machinery and equipment
Office furniture, computers, copiers, printers, construction equipment



V
Vehicles
Cars, trucks, buses, all motorized equipment licensed for the road

B
Buildings
Office buildings, storage buildings



L
Land
Land 



I
Improvements 

(other than buildings)
Parking lots, sidewalks, retaining walls



C
Construction-in-progress
Incomplete capital projects



M
Easements


Purchase of Agricultural Conservation Easements (PACE); KY Heritage Council; and KY Heritage Conservation Fund Board



N
Intangible Assets


Copyrights

G
Works of Art or Historical Treasures
Depreciable                    *See note below

H
Works of Art or Historical Treasures
Nondepreciable              *See note below

S
Software
Internally developed or purchased computer programs.                       **See note below


*GASB defines "collections of works of art, historical treasures and similar assets as one or more items (a) on public exhibition (b) used in furtherance of historical education, or (c) involved in advancement of artistic or historical research.”  

If an item meets all three requirements below (answers “yes” to all three), it will be nondepreciable and coded as asset type H.  If it does not satisfy all three of the requirements below, it will be considered depreciable and coded as asset type G.


1) Is your agency's works of art, historical treasures and similar assets held for public exhibit, education, or research in furtherance of public service, rather than financial gain?


2) Is your agency's works of art, historical treasures and similar assets, protected, kept unencumbered, cared for and preserved?


3) Does your agency have a policy that requires all proceeds from sales of collection items to be used to acquire other items for collection?

**Record purchased or in-house developed software as asset type S (software) in the MARS system when the cost is $500,000 or more for a single license.  Software meeting this cost criterion of $500,000 must be entered in the system as asset type S (software).  All other software can be tracked in the system as asset type S (software) or as part of the computer hardware, asset type E (equipment). 

Software that is being developed in-house and is still in the development phase is capitalized and reported as asset type C (construction in progress).  After the project is complete, the asset should be reclassified to asset type S (software).  A project is considered complete if it is 90% complete and is being used for its intended purpose.  Capitalized cost includes external direct cost of materials and services consumed in developing or obtaining software, and payroll and payroll-related costs incurred during development which are devoted directly to the project.  Upgrades and enhancements should only be capitalized if such costs increase the life or functionality of the product; otherwise such cost should be expensed as incurred.  Costs incurred during the planning stage of a project should not be capitalized.  Planning stage costs include costs associated with the formulation of alternatives, the evaluation of alternatives, determination of technology needs, and final selection of alternatives.

Figure 1.  Fixed Asset Acquisition/Betterment 
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2.2 Key Actors

Key Actors for this process are as follows:   

· Goods Recipient 

· Fixed Asset Property Officer 

· Insurance Coordinator

2.3 Procedure for Creation of a Fixed Asset Shell from Scratch (FA)

Fixed Asset shells are not generated in ADVANTAGE if the purchase invoice was not recorded in Procurement Desktop with a fixed asset commodity code.  For example, purchases from Procurement card, donated or confiscated items, or assets that “appeared” will require the creation of a FA document from scratch.  The property officer populates all required panels of the Fixed Asset Document. The property officer should enter the appropriate proprietary or governmental fund responsible for this asset.  This information is entered in the fund field on the Responsibility Tab.

Procedures

1. Receive goods.  Receive notification that a Fixed Asset was acquired either manually or system generated, resulting from the procedure your agency elects to implement.

2. Research/investigate items origin.  Determine if item’s paperwork can be located. 

3. Document the master agreement or other purchase award and payment document from which the Fixed Asset was acquired.

4. Determine the document type the asset will be recorded on, FA or FB.

5. Tag item on the left side of the item if it is a new fixed asset.  Record tag number, serial number, description, and other pertinent information for input into ADVANTAGE.  See Introduction (Statutory Requirements) for guidelines and Appendix B for the prefix numbers.

6. Prepare the Fixed Asset Acquisition Document (FA). 

A. Go to Batch/Document Entry Screen. 

B. Enter the Document ID into the Document ID fields. The document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code. The system defaults to new. 

C. A blank FA will appear and be available for entry. The following fields are required and must be entered on all FA documents.

Description Tab

1. Transaction Date.  Defaults to the current date. Enter the effective date (MM/DD/YY) of the document.

2. Acctg Period.  Defaults to the period in which the Transaction Date falls.

3. New/Cancellation.  Defaults to New for entering a new fixed asset. 

4. Fixed Asset Number.  This field represents the Tag Number assigned to the fixed asset.  This number must be unique to the fixed asset system by type, and must include the prefix assigned to the responsible agency by FAC’s Fixed Asset Branch.

5. PV#.  Enter the payment voucher number.  This number must be a valid voucher number on the OPVD table.  If item was donated or confiscated or a payment voucher cannot be associated with the item, enter "NON E".

6. Asset Description.  Give a description of the asset recorded on this document.

7. Serial Number.  Enter the serial number.  The MARS system does not require this field; however, the Commonwealth requires this information when the asset has a serial number.  A fixed asset can be retrieved by serial number from the SNUM table.

8. Type.  See FATP for valid values. This field identifies the type of asset being entered: land, buildings, equipment, vehicle, and improvements to land, construction-in-progress, etc.  (See asset table on page 4, section 2.1.)

9. Location.  See FLOC table for valid values.  The location code is the FAC’s Division of Real Properties’ installation number plus 000 if the location is land or the three digit building number if the asset is located within a building.

10. Cost Type.  See CTYP table for valid values.  This field identifies the method used to establish historical cost.

11. Commodity Code.  Enter the eleven-character code from the COMM table associated with the item.

12. Insurance Policy Type.  See ITYP table for valid values.

13. Room Number.   Enter the room number where the asset is located.  If this field is not completed, a warning message is issued.  This message is intended only as a reminder to complete this field when your agency is interested in tracking by room number

Acquisition/Valuation Tab

14. Acquisition Date.  Enter the date (MMDDYYYY) the fixed asset was acquired. For assets that will be depreciated, enter the date the depreciation process recognizes as the first day of the asset’s useful life.

15. Acquisition Method.  See the FADM table for valid values.  Each acquisition method denotes both how the asset was acquired and whether or not the Commonwealth owns the asset.  The following methods are used only when the asset is not state owned: federal possession/not state owned, confiscated/not state owned, tracking/ not state owned.

16. Total Asset Value.  Enter historical cost (including freight and other accessories or component parts discussed on page 4), which is the invoice price or fair market value for a donated item.

17. Purchasing Authority.  Enter the purchase order number used to purchase the fixed asset

Equity Distribution Tab

18. Asset Value (1).  Enter in field #1 the asset value (total cost of the asset) associated with the equity account.  The Commonwealth does not utilize fields 2-8.

19. Equity Account (1).  The equity account is always inferred.  Leave this blank and it will automatically default.

20. Description (6).  Enter agency’s internal tracking number.  If the asset type is "V" the vehicle plate number must be entered.  This is not a required field but the Commonwealth recommends that internal agency tracking numbers be located in this field, as this field will have an inquiry screen.  Descriptions (1-5) are open fields, which the agency can use in any manner.

Responsibility Center Tab

21. Fund.  Enter the four-character Fund that denotes whether the asset is to be recorded in the General Fixed Asset Account Group or Proprietary Fund or other trust fund.  This determination is made on the FUN2 and FTYP table.  Contact the FAC’s Division of Statewide Accounting Services for guidance.

22. Agency.  Enter the three-character Agency code of the organization responsible for the asset.

23. Organization/Sub.   Enter the four-character Organization code of the organization responsible for this asset from the AGC2 table.  Enter the two-character Sub Org code if required by the agency chart of accounts.

24. Appropriation unit.   Enter the four-character Program Budget Unit of the organization responsible for the asset.  The PBU represents the last 4 characters of the appropriation unit.  Upon entering a valid PBU, the remainder of this field will be populated upon the edit command.

25. Activity.   See the agency Chart of Accounts to determine if this is a required field for the agency responsible for the asset.  See ACT2 table for valid values.

26. Function.   See the agency Chart of Accounts to determine if this is a required field for the agency responsible for the asset.  See FUN2 table for valid values.

27. Obj\Sub.    Enter four-character expense object code.  See OBJ2 for valid values.   Consult Agency Chart of Accounts for requirements regarding sub-object.  Valid values may be located on SOBJ table.  Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

28. Revenue Source\Sub.  Enter four-character revenue source code.  See REV2 for valid values.   Consult Agency Chart of Accounts for requirements regarding sub-Revenue.  Valid values may be located on the SREV table.  Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

29. Job Number.  This field combines the project, sub-project and phase codes on the Fixed Asset document.  Consult Agency Chart of Accounts to determine if Job Number is required.

30. Rep Cat.  Consult Agency Chart of Accounts to determine if Reporting Category is a required field for the agency.

31. BS Account.   Enter four-character Balance Sheet Account code.  See BAC2 for valid values. Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

Funding Source Tab 

32. Asset line number.  This is a two-character sequentially numbered field used to differentiate multiple funding lines of an asset.   Enter 01 on the first line.

33.  PV Line number.  Enter the line number from the payment voucher pertaining to the asset.

34. Fund.  Enter the four-character Fund code, which paid for this asset.  Refer to the payment voucher.

35. Agency.  Enter the three-character Agency code, which paid for this asset.  Refer to the payment voucher.

36. Org/Sub.  Enter the four-character Organization code that paid for this asset.  Refer to the payment voucher.

37. Appropriation Unit.  Enter the four-character Program Budget Unit that paid for the asset.   Refer to the payment voucher.

38. Activity.  Consult the agency chart of accounts to determine if this is required for the agency.  Refer to the payment voucher.

39. Function.  Consult the agency chart of accounts to determine if this is required for the agency.  Refer to the payment voucher

40. Object/Sub. Enter four-character expense object code.  Refer to the payment voucher.   Consult Agency Chart of Accounts for requirements regarding sub-object.  Valid values may be located on SOBJ table.  Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

41. Rev Src/Sub.   Enter four-character revenue source code.  Refer to the payment voucher.   Consult Agency Chart of Accounts for requirements regarding sub-revenue code. Refer to payment voucher.  Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

42. Job Number.   This field combines the project, sub-project and phase codes on the Fixed Asset document.  Refer to payment voucher.  Consult Agency Chart of Accounts to determine if Job Number is required.

43. Rept Cat.  Consult Agency Chart of Accounts to determine if Reporting Category is a required field for the agency

44. BS Account.  Enter four-character Balance Sheet Account code.  Refer to payment voucher. Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

45. Asset Value.  The sum of all asset values on this tab must equal the Total Asset Value on the Acq/Val tab and the total of all asset value(s) on the Equity Distribution Tab.

D. Edit the document and if no error messages are issued, approve and run the Fixed Asset Acquisition (FA) document.

E. Verify the Fixed Asset Updates (FA).  Go to the following:

1. (FAS1)  Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2. (FAS2) Fixed Asset Summary Inquiry 2 of 2; To view the equity distribution of the entire asset (the original asset and its betterments).

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3. (FBT1)  Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4. (CUSD)  Asset Custodian Inquiry; This is an alternate view of FAS1 that enables tracking of a fixed asset by asset custodian.

· Enter the custodians name or employee number (agency specific on tracking)

5. (RESP)  Responsibility Center Inquiry; This is an alternate view of FAS1 that enables tracking of a fixed asset by agency/responsibility center associated with an asset.

· Enter Agency

6. (SNUM)  Serial Number Inquiry; This is an alternative view of FAS1 that enables tracking of the serial number associated with an asset.

· Enter Serial Number

7. (PANM)  Purchasing Authority Inquiry; This is an alternative view of FAS1 that enables tracking of the contract number/purchase order or other purchase document associated with an asset.

· Enter Purchase Authority Number

8. (FFSC)  Funding Source Inquiry 1 of 2; This table displays a view by Payment Voucher and Payment Line Number and other funding associated with a fixed asset.

· Enter Payment Voucher Number

9. (FFS1)  Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

10. (FHIS) Fixed Asset History Inquiry; Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2.4 Procedure for Completion of a Fixed Asset Shell from Procurement Desktop

Procurement Desktop (PD) determines an item’s eligibility to be classified as a fixed asset based upon the commodity table, agency rules and exceptions. PD then generates the appropriate number of fixed asset shells (FA) based upon the line quantity for those commodities that qualify as Fixed Assets. The generated FA shells are retrieved from the Document Listing (SUSF) by the property officer for completion.  

Procedures

1. The agency will need to devise a means of notifying the property officer that a fixed asset has been purchased and will require tagging and recording.

2. Upon notification of the acquisition of an asset, determination is made as to whether the item is to be recorded as a stand-alone asset or as a betterment to an existing asset.  If the asset will be recorded as a betterment, enter an FB document from scratch and transfer the data from the FA shell to the FB document. Delete the FA shell. 

3. Tag the item if it is a new fixed asset.  Record tag number, serial number, description, and other pertinent information for input into ADVANTAGE. See policy Appendix B & C for Tag Number and policy.

4. From the SUSF table in ADVANTAGE, locate and open the FA shell. 

A. A FA shell will appear and be available for entry. Review the system-populated fields for accuracy. The following fields are required and must be entered on all FA documents.  These fields are not populated by the system.

Document Header

1. Transaction Date.  Defaults to the current date.  Enter the effective date (MMDDYY) of the document, if other than current system date.

2. Account Period.  Defaults to the period in which the Transaction Date falls.

3. New/Cancellation Radio button.  Defaults to New for entering a new fixed asset.

4. Fixed Asset Number.  Enter the tag number assigned to the fixed asset.

5. Type.  Enter the one character code describing the asset. Valid values for this field are listed on the FATP table.

Description Tab 

6. Location.  See FLOC table for valid values.  The location code is the FAC Division of Real Property’s installation number plus 000 if the location is land or the three digit building number if the asset is located within a building.
7. Room Number.  An optional field; enter the room number where the asset is located.   If this field is not completed a warning message will appear but the document will process.  The warning message is intended only as a reminder to complete this field. 
8. Serial Number.  This field is optional in the MARS system; however, the Commonwealth requires this information when the asset has a serial number.  A fixed asset can be retrieved by serial number on the SNUM table.
9. Cost type.  See CTYP table for valid values.  This field identifies the method used to establish historical cost.
10. Insurance Policy type.  See ITYP table for valid values.
Acquisition/Valuation Tab

11. Acquisition Method.  See the FADM table for valid values.  Each acquisition method denotes both how the asset was acquired and whether the Commonwealth owns the asset.  The following methods are used only when the asset is not state owned: federal possession and confiscated.
12. Depr Method.  Enter SL if responsible agency is a proprietary fund or similar trust fund for equipment and vehicles.
13. Useful Life.  Must be entered if a depreciation method is entered.  Enter the number of years of useful life of the asset.
Responsibility Center

PD will bring the first funding strip, only one line, over to ADVANTAGE to populate this tab.  The agency’s property officer must verify accuracy of account information on the Responsibility Center Tab, as the expenditure account is not always the responsible center.

Funding Source Tab

PD will bring the first funding strip, which may have multiple lines, over to ADVANTAGE to populate this tab.  The agency’s property officer is to verify accuracy of account information on the Funding Source Tab by comparing with the Payment Voucher.
A.  Edit, and, if no error messages are issued, approve and run the Fixed Asset document.

B. Verify the Fixed Asset Updates (FA). Go to the following:

1. (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2. (FAS2) Fixed Asset Summary Inquiry 2 of 2; To view the equity distribution of the entire asset (the original asset and its betterments)

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3. (FBT1)  Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4. (CUSD)  Asset Custodian Inquiry; This is an alternate view of FAS1 that enables tracking of a fixed asset by asset custodian.

· Enter the custodians name or employee number (agency specific on tracking)

5. (RESP)  Responsibility Center Inquiry; This is an alternate view of FAS1 that enables tracking of a fixed asset by agency/responsibility center associated with an asset.

· Enter Agency

6. (SNUM)  Serial Number Inquiry; This is an alternative view of FAS1 that enables tracking of the serial number associated with an asset.

· Enter Serial Number

7. (PANM)  Purchasing Authority Inquiry; This is an alternative view of FAS1 that enables tracking of the contract number/purchase order or other purchase document associated with an asset.

· Enter Purchase Authority Number

8. (FFSC)  Funding Source Inquiry 1 of 2; This table displays a view by Payment Voucher and Payment Line Number and other funding associated with a fixed asset.

· Enter Payment Voucher Number

9. (FFS1)  Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

10. (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2.5 Procedure for Deletion of a Fixed Asset Commodity from Procurement Desktop

Procurement Desktop (PD) determines an item’s eligibility to be classified as a fixed asset based upon the commodity table, agency rules and exceptions. PD then generates the appropriate number of fixed asset shells (FA) based upon the line quantity for those commodities that qualify as fixed assets. The generated FA shells are listed on the SUSF table for the fixed asset property officer to further update. If the property officer determines the shell(s) were created in error or the item is a betterment to an existing asset, the property officer must delete the FA shell.

Procedures

1. Receive goods or receive notification that a fixed asset was acquired.

2. Determine if the item is a betterment to an existing fixed asset. Fixed asset/betterment is determined by useful life, value, and commodity. 
3. If the property officer determines the shell was created in error or is a betterment to an existing asset, delete the FA. If the shell is for a betterment the property officer should perform a print screen of the shell for information that will need to be entered in ADVANTAGE on a Fixed Asset Betterment document. (See Fixed Asset Betterment.)
4. With the FA shell open, select Process ( Delete from the drop down menu on FA document. 
2.6 Procedure for Fixed Asset Betterment from Scratch

The Fixed Asset Betterment (FB) document records a betterment to an existing, recorded asset. It records both financial and descriptive information. This document is similar to the (FA) Fixed Asset Acquisition document in that it establishes a new betterment record and updates the asset summary record.
Procedures

1. Receive goods or receive notification that a fixed asset/betterment was acquired either manually or system generated.

2. Research/investigate item’s origin. Determine if item’s paperwork can be located.
3. Document the master agreement or other purchase award or payment document from which the fixed asset/betterment was acquired.

4. Determine if the item is a betterment and with which fixed asset it is associated. 
5. Record serial number, description (where needed), and other pertinent information for input into ADVANTAGE.

6. Prepare the Fixed Asset Betterment Document (FB). 

A. Go to Batch/Document Entry Screen. (See ADVANTAGE Desktop Getting Started Guide for further explanation of Batch/Document Entry Screen)

B. Enter the Document ID into the Document ID fields. The document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code. The system defaults to new.

C. A blank FB will appear and be available for entry. The following fields are required and must be entered on all FB documents. 

Document Header 

1. Transaction Date.  Defaults to the current date. Enter the effective date (MMDDYY) of the document.

2. Acct. Period.  Defaults to the period in which the transaction date falls.

3. Fixed Asset Number.  Enter the fixed asset number (tag number) associated with the betterment.

4. Type.  Enter the one character code describing the asset and betterment. (Land equipment, vehicle, etc.) Valid values for this field are listed on the FATP table.

5. Betterment Number.  Enter the two-character betterment number.  Betterments are sequentially numbered. If this is the first betterment to the master record, it will be numbered (01); if this is the second betterment to the fixed asset master record, it would be given the betterment number (02).

6. Commodity Code.  Enter the commodity code associated with this asset.

7. PV#:  Enter the payment document number associated with the purchase of the item.  If the item was donated, confiscated or acquired other than purchased, enter "NON E".

Acquisition/Valuation Tab

8. Description.  Give a description of the asset recorded on this document

9. Serial Number.  Enter the serial number. The MARS system does not require this field, however the Commonwealth requires this information when the asset has a serial number.

10. Acquisition Date.  Enter the date (MMDDYYYY) the fixed asset was acquired.  For assets that will be depreciated enter the date the depreciation process recognizes as the first day of the asset’s useful life.

11. Acquisition Method.  See the FADM table for valid values. Each acquisition method denotes both how the asset was acquired and whether or not the Commonwealth owns the asset. The following methods are used only when the asset is not state owned: federal possession/ not state owned, confiscated/not state owned.

12. Purchasing Authority.  Enter the payment voucher number used to purchase the fixed asset, if item was not purchased, enter NONE.

13.  Cost Type.  See CTYP table for valid values. This field identifies the method used to establish historical cost.

14.  Insurance Policy Type.  See ITYP table for valid values.

15. Total Betterment Value.  Enter the actual cost from the payment voucher or fair market value if the item was donated or confiscated.

Equity Distribution Tab

16.  Betterment Value.  Enter the asset value associated with the equity account.

17.  Equity Account.  The equity account is always inferred.

18. Description.  Enter agency internal tracking number in field (6). This could be a vehicle plate number. This is not a required field but the Commonwealth recommends that internal agency tracking numbers be located in this field, as this field will have an inquiry screen.  Description field (1-5) are open fields, which the agency can use in any manner.

Funding Source Tab

19. Asset line number.  This is a two-character sequentially numbered field used to differentiate multiple funding lines of an asset.   Enter 01 on the first line.

20. PV Line number.  Enter the line number from the payment voucher pertaining to the asset.

21. Fund.  Enter the four-character Fund code, which paid for this asset.  Refer to the payment voucher.

22. Agency.  Enter the three-character Agency code, which paid for this asset.  Refer to the payment voucher.

23. Org/Sub.  Enter the four-character Organization code that paid for this asset.  Refer to the payment voucher.

24. Appropriation Unit.  Enter the four-character Program Budget Unit that paid for the asset.   Refer to the payment voucher.

25. Activity.  Consult the agency chart of accounts to determine if this is required for the agency.  Refer to the payment voucher.

26. Function.  Consult the agency chart of accounts to determine if this is required for the agency.  Refer to the payment voucher.

27. Object/Sub. Enter four-character expense object code.  Refer to the payment voucher.   Consult Agency Chart of Accounts for requirements regarding sub-object.  Valid values may be located on SOBJ table.  Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

28. Rev Src/Sub.   Enter four-character revenue source code.  Refer to the payment voucher.   Consult Agency Chart of Accounts for requirements regarding sub-revenue code. Refer to payment voucher.  Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

29. Job Number.   This field combines the project, sub-project and phase codes on the Fixed Asset document.  Refer to payment voucher.  Consult Agency Chart of Accounts to determine if Job Number is required.

30. Rept Cat.  Consult Agency Chart of Accounts to determine if Reporting Category is a required field for the agency.

31. BS Account.  Enter four-character Balance Sheet Account code.  Refer to payment voucher. Note:   If expense object is used, user cannot code Revenue Source\Sub or Balance Sheet Account.

32.  Asset Value.  The sum of all asset values on this tab must equal the Total Asset                     Value on the Acq/Val tab and the total of all asset value(s) on the Equity Distribution                     Tab.

NOTE: The Betterment document does not have a Responsibility Center tab. The Betterment attaches to the master asset record and is assigned its Responsibility Center within the system.

D.  Edit and if no error messages are issued, approve and run the Fixed Asset Betterment (FB) document.

E. Verify the Fixed Asset Betterment Updates (FB). Go to the following:

1. (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2. (FAS2) Fixed Asset Summary Inquiry 2 of 2; To view the equity distribution of the entire asset (the original asset and its betterments).

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3. (FBT1)  Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4. (CUSD)  Asset Custodian Inquiry; This is an alternate view of FAS1 that enables tracking of a fixed asset by asset custodian.

· Enter the custodians name or employee number (agency specific on tracking)

5. (RESP)  Responsibility Center Inquiry; This is an alternate view of FAS1 that enables tracking of a fixed asset by agency/responsibility center associated with an asset.

· Enter Agency

6. (SNUM)  Serial Number Inquiry; This is an alternative view of FAS1 that enables tracking of the serial number associated with an asset.

· Enter Serial Number

7. (PANM)  Purchasing Authority Inquiry; This is an alternative view of FAS1 that enables tracking of the contract number/purchase order or other purchase document associated with an asset.

· Enter Purchase Authority Number

8. (FFSC)  Funding Source Inquiry 1 of 2; This table displays a view by Payment Voucher and Payment Line Number and other funding associated with a fixed asset.

· Enter Payment Voucher Number

9. (FFS1)  Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

10. (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2.7 Summary of Key Policy and Procedure Changes for the Process

· The fixed assets created for $5000 and above will be captured for CAFR reporting.  A reportable level indicator will not be required to identify the dollar limit.

· Components added to the original fixed asset will not be evaluated as part of the fixed asset, but instead as a betterment to the asset.

· A new Fixed Asset Acquisition (FA) shell will be created from the Invoice in Procurement Desktop (PD).

· One central fixed asset system will exist as opposed to many small systems.

· Online documents will become a standard, and will replace manual record keeping.

· Tag numbers cannot be duplicated across the Commonwealth against the same asset type.  For example, a FA number (tag number) used to identify a vehicle (type “V”) could be reused for an asset classified as equipment (type “E”).

· Individual agencies may determine which commodities codes generate fixed asset shells, based upon regulatory/reporting requirements and agency policy.  The agency establishes which commodity codes will generate fixed asset shells by updating the exception table in PD.

· The property officer determines if the FA shell triggered from PD classifies as a betterment.  If the Fixed Asset is recognized as a betterment, then the FA shell will be deleted and a FB document created.

· MARS captures betterments information based on commodity code.

3 Fixed Asset Disposition

3.1 Description

This process refers to the disposition of a fixed asset resulting from an internal sale, reorganization, or disposal as determined by the property officer.

Fixed Asset/Betterment Disposition 

· A Fixed Asset Disposition Document (FD) may be processed with the appropriate disposition method.  The disposition methods are pre-defined in the Fixed Asset Disposition table (FADM).  For example, the item may be destroyed, become obsolete, traded in, sold, trashed, donated, etc.  Any receipts related to the disposition of a fixed asset should be recorded on a cash receipt document or an Internal voucher. For proprietary dispositions, a Cash Receipt (CR) document may be required.  The Cash Receipt (CR) recognizes cash and revenue.

· Prior approval from the FAC’s Division of Surplus Property is no longer a necessity for disposal of assets to be trashed, cannibalized for parts or traded-in for a new asset.  Delegated authority is required in order to sell or donate a fixed asset to an entity external to the Commonwealth of Kentucky.  Agencies without delegated authority must obtain prior approval from the Division of Surplus Property before disposing of fixed assets by sale or donation. (See FAP 118-11-00 through FAP 118-15-00).

· The Fixed Asset Disposition Document (FD) records the disposal of assets from the entity.
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Figure 2. Fixed Asset Disposition 

3.2 Key Actors

Key Actors for this process are as follows:

· Fiscal Officer/Manager 

· PPD Supervisor/Designee

· Property Officer 

· Property Approver 

· Division of Surplus Property 

3.3 Procedure for Disposal - Donated to Non-Profit Entity by Agency with Delegated Authority

This process refers to the disposition of a fixed asset resulting from an agency with delegated authority disposing of an asset using “Donated” as the disposition method. 

Procedures

Determine Asset Disposal.  Agency with delegated authority determines that an asset is no longer useful and disposes of it by donating it to a non-profit organization. 

Prepare the Fixed Asset Disposition Document (FD). 

Go to Batch/Document Entry Screen. 

Enter the Document ID into the Document ID fields.  The Document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code.  The system defaults to “new.”

A blank FD will appear and be available for entry.  The following fields are required and must be entered on all FD documents. 

Transaction Date.  Enter the effective date (MMDDYY) of the document. If blank, the default is the current date.

Accounting Period.  Enter the accounting period to which the document is posted. If blank, the default is the accounting period in which the transaction date falls.

Fixed Asset Number.  Enter the fixed asset tag number to be disposed. 

Type.  Enter the fixed asset type to be disposed.

Betterment Number.  Conditional. If an individual betterment is to be disposed of, enter the associated betterment number.  If the entire asset and all associated betterments are involved in disposal, leave this field blank.

Disposition Date.  Enter the date the fixed asset was disposed of (MMDDYYYY).

Disposition Method.  Enter the method of disposition. See FADM table for valid values.

Disposition Authority.  Enter the name of the person authorizing the disposition.

Disposal Reasons/Comments.  Enter any comment regarding the disposition of the fixed asset.

Process Edit.  When the FD document is edited, the user will get a “verify and resubmit” message and the document will remain in a reject status until the process verify and process edit functions are performed. After that process, if no other error messages are issued, the property officer is ready to begin the approval path by applying the first approval (1 of 2 required) and close the Fixed Asset Disposition (FD).

The property officer notifies his/her supervisor or the second level approver in the agency that an FD has been created and is ready for approval.

The second level approver locates the FD document on the SUSF table, opens the document, performs pre-audit steps to determine the appropriateness of the disposal and the accuracy of the document, applies the second level approval, and runs the document.

The property officer should verify the following fixed asset tables/ledgers were updated.

1) (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2) (FBT1) Fixed Asset Betterment Inquiry 1 of 2;  To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3) (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4) (FFS1) Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

5) (LDGR) Real Time General Ledger (see General Accounting)

3.4 Procedure for Disposal - Sale with Delegated Authority

This process refers to the disposition of a fixed asset resulting from an agency with delegated authority disposing of an asset by sealed bid or auction. 

Procedures 

Asset Disposal Determination. Agency with delegated authority determines that an asset is no longer useful and wishes to dispose of it by sealed bid or auction.

Notify public of sale.   Advertise intent to auction items to or accept sealed bids on items from the general public.

Receive bids/auction. 

Tabulate received bids and award to winner; or

Hold auction.

Forward record of sale and cash receipts from auction/bid to appropriate fiscal personnel for deposit and recording in ADVANTAGE. 

Prepare the Fixed Asset Disposition Document (FD). 

Go to Batch/Document Entry Screen.

Enter the Document ID into the Document ID fields. The document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code. The system defaults to new document.

A blank FD will appear and be available for entry. The following fields are required and must be entered on all FD documents. 

Transaction Date.  Enter the effective date (MMDDYY) of the document. If blank, the default is the current date.

Accounting Period.  Enter the accounting period to which the document is posted. If blank, the default is the accounting period in which the transaction date falls.

Fixed Asset Number.  Enter the fixed asset tag number to be disposed.

Type.  Enter the fixed asset type to be disposed.

Betterment Number.  Conditional.  Enter the betterment number to dispose of an individual betterment. This field must be left blank to dispose of an asset.

Disposition Date.  Enter the date the fixed asset was disposed of (MMDDYY).

Disposition Method.  Enter the method of disposition. See FADM table for valid values.

Disposition Authority.  Enter the name of the person authorizing the disposition.

Selling Price.  Enter 0.00.  This field will not be used unless item is used as a trade-in.

Disposal Reasons/Comments.  Enter comment regarding the disposition.

Process Edit. When the FD document is edited, the user will get a “verify and resubmit” message and the document will remain in a reject status until the process verify and process edit functions are performed. After that process, if no other error messages are issued, the property officer is ready to begin the approval path by applying the first approval (1 of 2 required) and close the Fixed Asset Disposition (FD).

The property officer notifies his supervisor or the second level approver in his agency that an FD has been created and is ready for approval.

The second level approver locates the FD document on the SUSF table, opens the document, performs pre-audit steps to determine the appropriateness of the disposal and the accuracy of the document, applies the second level approval, and runs the document.

The property officer should verify the following fixed asset tables/ledgers were updated.

1).  (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2).  (FBT1) Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed          asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3).  (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed       asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4).  (FFS1) Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and       Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

5).  (LDGR) Real Time General Ledger (see General Accounting)

3.5 Procedure for Disposal - Donated to Non-Profit Entity by Agency Without Delegated Authority

This process refers to the disposition of a fixed asset by an agency without delegated authority using “Donated” as the disposition method.

Procedures

1. Asset Disposal Determination. An agency without delegated authority determines that an asset is no longer useful and disposes of it by donating it to a non-profit organization. 

2. Prepare the appropriate surplus property form and submit to the FAC Division of Surplus Property for approval. Upon receipt of approval from the Division of Surplus Property:

3. Prepare the Fixed Asset Disposition Document (FD). 

A. Go to Batch/Document Entry Screen.

B. Enter the Document ID into the Document ID fields. The document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code.  The system defaults to “new” document.

C. A blank FD will appear and be available for entry. The following fields are required and must be entered on all FD documents. 

1. Transaction Date.  Enter the effective date (MMDDYY) of the document. If blank, the default is the current date.

2. Accounting Period.  Enter the accounting period to which the document is posted. If blank, the default is the accounting period in which the transaction date falls.

3. Fixed Asset Number.  Enter the fixed asset tag number to be disposed.

4. Type.  Enter the fixed asset type to be disposed.

5. Betterment Number. Conditional.  If an individual better is to be disposed of, enter the betterment number associated with that item.  If the fixed asset and all associated betterments are involved, leave this field blank.

6. Disposition Date.  Enter the date the fixed asset was disposed of (MMDDYYYY).

7. Disposition Method.  Enter the method of disposition. See FADM table for valid values.

8. Disposition Authority.  Enter the name of the person authorizing the disposition or the disposition number from the surplus property form. 

9. Disposal Reasons/Comments.  Enter any comment regarding the disposition of the fixed asset.

D. Process Edit. When the FD document is edited, the user will get a “verify and resubmit” message and the document will remain in a reject status until the process verify and process edit functions are performed. After that process, if no other error messages are issued, the property officer is ready to begin the approval path by applying the first approval (1 of 2 required) and close the Fixed Asset Disposition (FD).

1. The property officer notifies his supervisor or the second level approver in his agency that an FD has been created and is ready for approval.

2. The second level approver locates the FD document on the SUSF table, opens the document, performs pre-audit steps to determine the appropriateness of the disposal and the accuracy of the document, applies the second level approval, and runs the document.

E.   The property officer should verify the following fixed asset tables/ledgers were updated:

1. (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2. (FBT1) Fixed Asset Betterment Inquiry 1 of 2;  To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3. (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4. (FFS1) Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number


5.     (LDGR) Real Time Ledger (See General Accounting)

3.6 Procedure for Disposal - Sale without Delegated Authority

This process refers to the disposition of a fixed asset resulting from an agency without delegated authority disposing of an asset by ‘‘Selling” (Sale) as the disposition method.  (If multiple items, see section 3.9, page 29, on disposal of multiple items.)

Procedures

1. Asset Disposal Determination.  Agency with out delegated authority determines that an asset is no longer useful and wishes to sell by auction or sealed bid.

2. Notify the FAC’s Division of Surplus Property of desire to sell items.

3. Prepare B217 surplus property form listing items and send to the FAC’s Division of Surplus Property for approval. Upon receipt of approved copy of B217 form:

4. Prepare the Fixed Asset Disposition Document (FD). 

A. Go to Batch/Document Entry Screen.

B. Enter the Document ID into the Document ID fields. The document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code. The system defaults to “New.”

C. A blank FD will appear and be available for entry. The following fields are required and must be entered on all FD documents.

1. Transaction Date.  Enter the effective date (MMDDYY) of the document. If blank, the default is the current date.

2. Accounting Period.  Enter the accounting period to which the document is posted. If blank, the default is the accounting period in which the transaction date falls.

3. Fixed Asset Number.  Enter the fixed asset number to be disposed.

4. Type.  Enter the fixed asset type to be disposed.

5. Betterment Number.  Conditional.  Enter the betterment number to dispose of an individual betterment. This field must be left blank to dispose of an asset.

6. Disposition Date.  Enter the date the fixed asset was disposed of (MMDDYYYY).

7. Disposition Method.  Enter the method of disposition. See FADM table for valid values.

8. Disposition Authority.  Enter the name of the person authorizing the disposition and the DS number from the approved B217 form.

9. Selling Price.  Enter 0.00.  This field will not be used unless item is used as a trade-in.

10. Disposal Reasons/Comments.  Enter comment regarding the disposition. 

D. Edit the FD and if no errors, property officer begins the approval process by applying the first level of approval.

1. Property officer notifies second level approver that an FD has been created and is ready for approval.

2. Second level approver locates the FD document on the SUSF table, opens the document, performs pre-audit steps to determine the appropriateness of the disposal and the accuracy of the document, applies second level approval, and runs the document. 

5. Surplus Property notifies the public of it’s intent to accept sealed bids or auction off items to the general public.

A. Surplus Property then:

1. Tabulates received bids and awards to winner; or

2. Holds auction

3. All proceeds are deposited by the FAC’s Division of Surplus Property, which issues credits to the agency.

6.    The property officer should verify the following fixed asset tables/ledgers were updated.

A. (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

B. (FBT1) Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

C. (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type 

· Enter Fixed Asset Number

D. (FFS1) Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

3.7 Procedure for Disposal - Trade In 

This process refers to the disposition of a fixed asset resulting from an agency disposing of an asset by “Trade In” as the disposition method.  As stated in FAP 111-54-00, if a purchase is competitively procured, prior approval from the FAC’s Division of Surplus Property to trade-in an asset is not required.

Procedures

1. Asset Disposal Determination.  An agency with delegated authority determines that an asset is no longer useful and wishes to use it as a trade-in on a new item.

2. Document trade-in value of item(s).

3. Prepare the Fixed Asset Disposition Document (FD).  (See ADVANTAGE Fixed Asset User's Reference for detailed explanation of all fields on the FD document.) 

A. Go to Batch/Document Entry Screen.

B. Enter the Document ID into the Document ID fields. The Document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be numbered automatically by selecting the automatic document numbering box after entering the agency code. The system defaults to new. 

C. A blank FD will appear and be available for entry. The following fields are required and must be entered on all FD documents. 

1. Transaction Date.  Enter the effective date (MMDDYY) of the document. If blank, the default is the current date.

2. Accounting Period.  Enter the accounting period to which the document is posted. If blank, the default is the accounting period in which the transaction date falls.

3. Fixed Asset Number.  Enter the fixed asset number to be disposed.

4. Type.  Enter the fixed asset type to be disposed.

5. Betterment Number.  Conditional.  If the asset and all associated betterments are to be traded in, enter 00.  In the event that only the betterment is involved, enter the betterment number associated with the item. (See FBT1)

6. Disposition Date.  Enter the date the fixed asset was disposed of (MMDDYYYY).

7. Disposition Method.  Enter the method of disposition. See FADM table for valid values.

8. Disposition Authority.  Enter the name of the person authorizing the disposition.

9. Selling Price.  Enter the amount received as trade-in value. 

10. Disposal Reasons/Comments.  Enter comment regarding the disposition.

D. The property officer begins the approval process by applying first level of approval and closing the FD document.

1. The property officer notifies the second line approver within the agency that an FD has been created and is pending approval.

2. The second level approver locates the FD document on the SUSF table, opens the document, performs pre-audit steps to determine the appropriateness and the accuracy of the document, applies the second level approval, and runs the document. 

E. The property officer should verify the following fixed asset tables/ledgers were updated:

1. (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2. (FBT1) Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3. (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4. (FFS1) Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

5. (LDGR) Real Time General Ledger (see General Accounting)

3.8 Procedure Steps for Disposal - Trash

This process refers to the disposition of a fixed asset resulting from an agency disposing of an asset by “Trash” as the disposition method.  Prior approval from the Finance and Administration Cabinet is no longer required.

Procedures

1. Asset Disposal Determination.  An agency with delegated authority determines that an asset is no longer useful and wishes to throw it away.

2. Prepare the Fixed Asset Disposition Document (FD).  (See ADVANTAGE Fixed Asset User's Reference for detailed explanation of all fields on the FD document.) 

A. Go to Batch/Document Entry Screen.

B. Enter the Document ID into the Document ID fields.  The document ID field will contain a three-digit agency code number and up to eleven-digit document number. The document number will be numbered automatically by selecting the automatic document numbering box after entering the agency code. The system defaults to ”New.” 

C. A blank FD will appear and be available for entry. The following fields are required and must be entered on all FD documents. 

1. Transaction Date.  Enter the effective date (MMDDYY) of the document. If blank, the default is the current date.

2. Accounting Period.  Enter the accounting period to which the document is posted. If blank, the default is the accounting period in which the transaction date falls.

3. Fixed Asset Number.  Enter the fixed asset number to be disposed.

4. Type.  Enter the fixed asset type to be disposed.


5. Betterment Number.  Conditional.  If the asset and all associated betterments are to be disposed of, enter 00.  In the event that only the betterment is involved, enter the betterment number associated with the item. (See FBT1)

6. Disposition Date.  Enter the date the fixed asset was disposed of (MMDDYYYY).

7. Disposition Method. Enter the method of disposition. See FADM table for valid values.

8. Disposition Authority.  Enter the name of the person authorizing the disposition.

9. Selling Price.  Leave this blank. 

10. Disposal Reasons/Comments.  Enter comment regarding the disposition.

D. The property officer begins the approval process by applying first level of approval and closing the FD document.

1. The property officer notifies the second line approver within the agency that an FD has been created and is pending approval.

2. The second level approver locates the FD document on the SUSF table, opens the document, performs pre-audit steps to determine the appropriateness of the disposal and the accuracy of the document, applies the second level approval, and runs the document.  

E. The property officer should verify the following fixed asset tables/ledgers were updated.

1. (FAS1) Fixed Asset Summary Inquiry 1 of 2; To view summary information for a Fixed Asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

2. (FBT1) Fixed Asset Betterment Inquiry 1 of 2; To view information by one entry for each fixed asset and one entry for each betterment to the asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

3. (FHIS) Fixed Asset History Inquiry. Allows you to track updates made against each fixed asset.

· Enter Fixed Asset Type

· Enter Fixed Asset Number

4. (FFS1) Funding Source Inquiry 2 of 2; This table displays a view by FA Number, FA Type and Betterment Number and other funding associated with a fixed asset.

· Enter Fixed Asset Number

4 Fixed Asset Reorganization

4.1 Description

This process refers to changing accounting code, building, or location for an asset due to the reorganization of the responsible entity.  The Finance and Administration Cabinet (FAC) will contact the agencies being officially reorganized when the reorganization occurs at the agency level or higher with instructions as to procedure.  Examples of this type of reorganization would be when an agency splits and becomes two independent agencies, or when responsibility for a particular organization is transferred from one agency to another.   The FAC will not be involved in internal reorganizations.  An example of this would be when an organization within an agency splits into two organizations, and remains under the original agency.

Reorganizations between Governmental Funds

· If reorganization is between governmental funds, an asset record should be changed using the Fixed Asset Transfer document (FT) ONLY IF IN THE SAME CABINET AND BETWEEN AGENCIES. 

· The FT document transfers ownership (changes account codes) between two governmental fund type assets.

· Transfer document (FT) will be used when ownership transfer does not need to be recorded in the General Ledger (i.e. the asset will continue to be accounted for within the GFAAG fund).

Reorganization between Governmental and Proprietary Funds

· An FT document may not be used when the reorganization is between governmental and proprietary funds and the fund type for the responsibility center changes. A Fixed Asset Disposition document (FD), followed by a Fixed Asset Acquisition document (FA) should be processed to effect this type of reorganization.

· The fixed asset does not have to be re-tagged in the event of reorganization.  The property officer in the new agency can enter the Fixed Asset Number with the old tag number and add a suffix of 1.  For example, the tag number for the asset under Agency A is Z12345.  To add the asset to Agency B’s records, it may be recorded into ADVANTAGE as Z12345-1.  Should Agency B be reorganized and the same asset moves to Agency C, the asset would be recorded as Z12345-2.  This will allow the system to sequentially track the number of reorganizations against a particular asset.

· An FS document, Fixed Asset Sale, should be used when the reorganization is between governmental and proprietary funds, and the fund type for the responsibility center does not change.
· The FS will not change the FA number (tag number).
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Figure 3. Reorganization

4.2 Key Actors

Key Actors for this process are as follows:

· Agency Head 

· Fixed Asset Branch Employee

4.3 Procedure for Fixed Asset Reorganization – Finance and Administration Cabinet Directed Reorganization

Procedures

1. The (FAC) directed asset reorganization occurs when agencies have been split or combined and their assets must be re-distributed. FAC will direct activity necessary to transfer assets in the Fixed Asset Module.

2. Determine how the assets will be divided.  Agencies will determine which new organization(s) will keep which assets.

3. Process the appropriate documents.  Documents will either be a FT, FS or the combination of a FD and FA depending on whether the agency is governmental or proprietary.  FAC will contact the agencies and direct the property officers in processing the proper documents.

4. See MARS User's Reference - Fixed Assets for Fixed Asset Transfer (FT) and Fixed Asset Internal Sale (FS). These documents are centrally controlled by FAC.

4.4 Summary of Key Policy and Procedure Changes for the Process

· The Fixed Asset Transfer (FT) document will capture detail accounting distribution of the new governmental fund to which the asset is transferred. 

· For proprietary disposition, if the FD is followed by the FA.   The FA number (tag number) in the system will be the original number plus a sequentially numbered suffix.  The physical tag number does not change for reorganizing actions.

5 Fixed Asset Repair/Maintenance

5.1 Description

This new process supports the capability of complete life cycle tracking for maintenance, maintenance contract, and warranty.  Repairs to an asset can be checked against existing warranty or maintenance purchased on the asset.

Repairs and Maintenance

If the property officer determines it is appropriate to track the repairs/maintenance of an asset, the RPMT table must be populated to record the detailed repair and maintenance information.  This table will record and track repair information and reference warranty and maintenance contracts purchased on the asset.  This functionality addition will provide the Commonwealth with the capability of complete life cycle tracking for repairs, maintenance contracts, and warranties.  The Commonwealth may avoid incurring the repair cost unnecessarily by referencing the warranty or maintenance contract.  An online history of the asset will lead to reduction in costs, elimination of manual record keeping, efficiency in accessing maintenance information and effectiveness in maintaining assets.  When processing FA and FB documents, users will have the option to input the warranty and maintenance information.  The process is described as follows:

· If a warranty exists when purchasing the asset, Procurement Desktop (PD) will populate the Type of Warranty and Duration in Days fields when generating the FA shell if applicable.  For Fixed Asset Acquisition (FA) and Fixed Asset Betterment (FB) documents generated from scratch, the user will add any warranty and agreement information purchased on the asset.

· When the FA and FB are processed, the warranty and agreement information will be populated on the Fixed Asset Summary Inquiry (FAS1) and the Fixed Asset Betterment Inquiry (FBT1).

· The Repair and Maintenance (RPMT) table is a table for users to record the detail of repairs performed on assets and betterments.  RPMT is also an inquiry table where users can look up information regarding repair, warranty, and maintenance.

· In order to record a repair or maintenance, the agency user will populate the Fixed Asset Number, Type, and Betterment Number if applicable, on the RPMT table for the asset that will be repaired.  To record a repair against an existing asset, the Repair option should be used.  The Repair option is already selected, as it is the system default.  The user will populate the Repair/Maintenance Date, Description, and Amount and Modify/Add the record.  The Repair Number will be sequentially assigned by the system.  

· To record service against an asset with an existing warranty or maintenance agreement, the Warranty or Agreement option should be selected.  If Warranty option is selected, the Type of Warranty and Duration in Days fields will be populated with data inferred from FAS1 or FBT1.  If the Agreement option is selected, the Agreement Number, Effective Date, and Expiration Date fields will be populated with data inferred from FAS1 or FBT1.

· The RPMT table will serve for informational purpose only and will not update any ledgers.

· The property officer determines if the repairs/maintenance should be depreciated.  If repairs/maintenance should be depreciated, betterment will be recorded with an acquisition method of “R.”  Once the FB is processed, the system will update all tables and ledgers.  The betterment will then be recorded in perpetual inventory.  If repairs/maintenance should not be depreciated, betterment will not be recorded.
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Figure 4.  Repairs/Maintenance

5.2 Key Actors

Key Actors for this process are as follows:

· Agency Head 

· Any Commonwealth Employee 

· Inventory Fixed Asset Officer 

5.3 Procedure for Recording a Repair to a Fixed Asset

This process refers to the recording and tracking of a repair to a specific fixed asset.

Procedures

1.  Property officer is notified of repair/maintenance.  An end user of an asset will notify the       property officer that a repair/maintenance has been performed on an asset.

2.  Research/investigate repair.  Locate any documentation to record information.

3.  Update the Repair and Maintenance Table (RPMT). 

A. Go to RPMT table.

B.  A blank RPMT will appear and be available for entry. If the table is populated, do Window/Clear Window to get a blank RPMT.  The following fields are required and must be entered on all RPMT tables:

 1.  Fixed Asset Number and Type.  Enter the tag number and type of fixed asset.

 2.  Betterment Number.  Conditional; required if the repair was done on a betterment.

 3.  Repair/Maintenance Date.  Enter the repair date.

 4.  Select Radio Button for Repair, Warranty, or Agreement.


 5.  Select “Repair”.  This button is selected if repair is not covered under Warranty or Service Agreement.

 6.  Repair/Maintenance Description.  Enter description of repair.

 7.  Amount.  Enter amount of repair.

 8.  Select 'Modify', 'Add'. 

 9.  Repair Maintenance Number.  The number of repairs to the asset is displayed. This is system generated.

5.4 Procedure for Recording a Warranty and Service Agreement to a Fixed Asset

This process refers to the recording and tracking of a repair to a specific fixed asset under warranty or service agreement.

Procedures

1. Property officer is notified of repair/maintenance.  An end user of an asset will notify the property officer that a repair/maintenance has been performed on an asset.

2. Research/investigate repair.  Locate any documentation to record information.

3. Update the Repair and Maintenance Table (RPMT). (See ADVANTAGE User's Reference for detailed explanation of all fields on the RPMT Table)

A. Go to RPMT table.

B. Blank RPMT will appear and be available for entry. If the table is populated, do Window/Clear Window to get a blank RPMT.  The following fields are required and must be entered on all RPMT tables:

1. Fixed Asset Number.  Enter the tag number.

2. Type.  Enter the type of fixed asset.

3. Betterment Number.  Conditional; required if the repair was done on betterment.

4. Repair/Maintenance Date.  Enter the repair date.

5. Select Radio Button.  Select Warranty or Agreement if repair is covered under Warranty or Service Agreement.

6. Repair/Maintenance Description.  Enter description of repair.

7. Select 'Modify', 'Add'. 

8. Repair Maintenance Number. The number of repairs to the asset is displayed. This is system generated.

9. Type of Warranty.  Displayed if Warranty button is selected. See FAS1.

10. Agreement Number.  Displayed if Agreement button is selected. See FAS1

11. Duration in Days.  Automatically displayed from FAS1 if Warranty or Agreement is selected.

12. Effective Date.  Automatically displayed from FAS1 if Warranty or Agreement is selected.

13. Expiration Date.  Automatically displayed from FAS1 if Warranty or Agreement is selected.

5.5 Procedure for Recording a Repair to a Fixed Asset that is to be Depreciated

This process refers to the recording and tracking of a repair to a specific fixed asset that is to be depreciated.

Procedures

1. Property officer is notified of repair/maintenance.  An end user of an asset will notify the property officer that a repair/maintenance has been performed on an asset.

2. Research/investigate repair.  Locate any documentation to record information.

3. Agency determines if repair/maintenance can be depreciated.  Those agencies that can recuperate funds from depreciating repairs/maintenance to a fixed asset will process a Fixed Asset Betterment (FB) using type “R” for repairs. 

5.6 Summary of Key Policy and Procedure Changes for the Process

MARS has the capability to track repairs and maintenance to a fixed asset.  As a result, the Commonwealth is able to avoid unnecessarily incurring the repair cost by referencing the warranty or maintenance contract.

6 Fixed Asset Adjustments

6.1 Description

This process refers to changes or adjustments to existing assets at the individual betterment level.

Adjustments to the Original Fixed Asset (FC)

· Most informational fields may be corrected using a Fixed Asset Modification document (FC).  The FC records changes or adjustments to existing assets at the individual betterment level.
· The accounting distribution cannot be changed with a FC transaction.  Likewise, the equity account cannot be changed with a FC transaction.
· The responsibility center information may not be changed through the FC document.  If the responsibility center needs to be changed, refer to the Fixed Asset Reorganization and Disposition processes.
· The tag number may not be changed within the asset type.
· If a FC is processed to update the asset value, a warning message “Update FFSR” will be issued.
· The FC document may be used to change a transfer price that was previously recorded on the FT document.
· The FC document may also be used to change a selling price that was previously recorded on the FD document.
· If an invoice is modified in PD, the fixed asset record will not be automatically updated.  A report will be generated based on the minor object, which will be used to manually correct the fixed asset record using a Fixed Asset Modification (FC) document.
Adjustments to the Original Fixed Asset (FA Cancellation)

· An asset’s tag number may be changed in MARS in limited circumstances.  This is accomplished by canceling a previously entered FA document.  As stated above, a FC document cannot be used to change a tag number.
· A FA cancellation can only be performed for one of the following reasons:
1. An asset’s tag number is incorrect in MARS due to a data entry error.

2. It is necessary to retag an asset with a different number due to a lost or stolen tag, which cannot be reproduced or duplicated.  (The original tag number of the asset must be known.)

· A FA cancellation will wipe out the previous FA document, but will not remove the information from the Fixed Assets History or the FCT1 Fixed Assets tables.  A new FA document must be created with the correct information.

Modifications to the Fixed Asset (FF)

· An FF document is required when asset values have been changed by an FC document.  The FF document redistributes the original funding source in order for the total funding to equal asset value.

· The information recorded on the FF document updates the Funding Source Inquiry Tables (FFSC and FFS1) but will not impact the General Ledger.

· The Reference Number field on the FF represents the Journal voucher document (JV) that is being processed to redistribute the funds prior to adjusting asset values on the FFSC table. The JV document should be followed by a FF document with a reference to the JV number.

· In order to change the funding source information or the PV number and PV line number, the record has to be decreased to zero and a new record added.  The old line will still display a zero dollar amount on FFSC table.  This will provide an audit trail of the records that were modified.  A Split Status field added on FFSC will further enhance the audit trail.  The Split Status on FFSC should be updated with a “Change (C)” action when the FF document is processed.  
· Once the FF document is edited, there will be logic to compute the asset values based on FFSC including the change on the FF document on the header. The asset value on the header of the FF document will be inferred from the Fixed Asset Betterment Inquiry (FBT1) once the document is edited.  An error message will be issued if the computed total asset value does not match the asset value inferred on the header of the FF document.  The FF will allow increases or decreases up to the total asset value.

Figure 5.  Adjustments
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6.2 Key Actors

Key Actors for these processes are follows:

· Any Commonwealth Employee 

· Fixed Asset Property Officer 

6.3 Procedure for Fixed Asset Adjustments – Modification to an original fixed asset (FC)

1. Notification of asset change.  A property officer is notified that there has been a change to the original asset such as location, asset custodian, any errors, etc.

2. Verify change is needed.  Validate that a change is needed before it is recorded in the system.

3. Complete FC document to record appropriate change.  Any changes should be recorded in a FC document.

4. Process completed form.  Process the form for any errors and updating of ledgers.  

6.4 Procedure for Fixed Asset Adjustments – Modification to an original fixed asset (FA Cancellation)

1. Verify change is needed.  Property officer determines that an asset’s tag number is incorrect in MARS or that an asset needs to be retagged with a new tag number due to error or lost or stolen tag, etc.

2. Complete FA cancellation.  The original tag number of the asset must be known.  The property officer should open a new FA document.  When given the options “New” or “Cancellation”, select “Cancellation” as the FA document type.  Complete document header information using information as it was previously recorded in the system.

3. Complete new FA document to record correct information.  Complete the new FA document with the accurate tag information.  Refer to section 1 for completing FA documents.

6.5 Summary of Key Policy and Procedure Changes for the Process

· The Fixed Asset Modification (FC) document captures detail information regarding adjustments.

· MARS facilitates the capability of recording multiple funding strips when acquiring the asset and accommodates the back-end funding split.

· The Fixed Asset Cancellation can only be used in limited circumstances.  A new FA document must be prepared to enter the correct information once the asset’s original FA document has been cancelled.

Appendix A

USEFUL LIFE TABLE

CAPITAL ASSETS' USEFUL LIFE






Asset Type
Examples
Useful Life



(In Years)

Machinery and Equipment



Furniture, Office Equipment
desks, tables, chairs, files, safes
8-15

Copier and Fax Machine
copier, fax machine
3-5



Computer Hardware
monitors, CPU, printer, scanners, laptops
3-7

Telephone Equipment 
central office switching and related equipment
5-10



Heavy Construction Equipment
backhoes, trucks, dozers, front end loaders, forklift
6-10

Engineering, Scientific Equipment
lab equipment
10-15

Police Special Equipment
weapons, radar detectors, scanners, detectors, breathalyzers, polygraph equipment
5-10

Medical Equipment
x-rays, monitors, lab equipment, beds
5-10

Traffic Control Equipment
stoplights
10-15

Air Transport
airplanes, helicopters
20-25

Radio, Communications Equipment
mobile, portable radios, TV, projector, video conference system, communication system
10-15

Library Books/ Collections
collections
5-7

Outdoor Equipment
playground equipment, scoreboards, bleachers
15-20

Custodial Equipment
floor scrubbers, vacuums, other


5-10

CAPITAL ASSETS' USEFUL LIFE






Asset Type
Examples
Useful Life





Machinery and Equipment, continued



Grounds Equipment
mowers, tractors, and attachments


10-15

Farm and Agriculture Equipment
tractors, farm machinery, hydraulic sprayer, portable octane analyzer, hay analyzer
5-10

Security System
security system, door lock system
5-10

Kitchen Equipment
dishwasher, oven, freezer, refrigerator, washer


5-15

Livestock
cattle, horses
7-10





Motor Vehicles:



Cars and Light Trucks

3-5

Buses and Vans

9-12





Buildings  



Buildings
office buildings

(building expansions)


45-60


storage barns, warehouses, temporary buildings 


20-35


portable buildings, trailers, shelters, gazebos
10-20





Building Improvements
major renovation
10-60


HVAC systems (air conditioning, heating, ventilation system), roofing, carpet replacement, electrical/plumbing


20-30



CAPITAL ASSETS' USEFUL LIFE






Asset Type
Examples
Useful Life





Works of Art and Historical Treasures



Artwork/ Historical Treasures
artifacts, sculptures, historical treasures, paintings, memorabilia
20-25





Land Improvements



Land Improvements - structure
parking lots, sidewalks bus ramps, fencing,
20-25

Land Improvements - ground work
golf course, ball field, park landscaping
20-25

Landfill Disposal Systems

20-25





Land



Land

not depreciable





Infrastructure



Drainage Systems

20-25

Dams
concrete, steel, sheetpile, earth embankment
25-50

Roads
paved, asphalt, non-paved
20-40





Intangibles



Easements

40

Software, Licenses

3-5

Software – Enterprise wide

5-10



Copyright, Patent

20-40

Appendix B

AGENCY TAG PREFIXES
MARS
AGENCY NAME



ALPHA

CAB\DEPT




PREFIX

10-005
LRC-Ethics



LE

10-005
LRC-Long Term Policy



LL

10-010
Legislative Research



LR

20-020
Judicial Retirement



JR

20-025
Judiciary-Office of Courts



OC

C30
Revenue



RV

GOV
Governor’s Office



GV

GOV
Lt Governor’s Office



LG

31-030
Unified Prosecutorial



UP

31-035
Agriculture



AR

31-040
Attorney General



AG

31-045
Auditor of Public Accounts



AP

31-066
Election Finance Registry



KE

31-074
Thomson-Hood Nursing Home



VC

31-074
Dept of VA



VA

31-074
KY Veterans Center



VK

31-074
Eastern KY Veterans Center



VE, EKVC

31-074
Western KY Veterans Center



VW, WKVC

31-074
Div of Fields Operations



VO

31-074
Benefit Branch



VB

31-074
Cemeteries Branch



VM

31-076
Commission-Military Affairs



CM

31-079
Finance-Telecommunications



DS

31-079
Finance-CIO, GOT



DS

31-082
KY Infrastructure Authority



IA

31-086
Small Business Advocacy



SB

31-095
Military Affairs



MA

31-112
Local Government



LC

31-120
Secretary of State



SS

21-125
State Treasurer



ST

31-150
Board of Accountancy



AC

31-155
Board of Auctioneers



AU

31-165
Board of Barbering



BR

31-170
Bd of Chiropractic Exam



CE

31-172
Bd of Prof Counselors



OP

31-173
Bd of C based Pastorial Coun



OP

31-174
Bd of Alcohol & Drug Abuse



OP

31-176
Bd of Interpreters for Deaf



OP

31-180
Board of Dentistry



BD

31-182
Dietitians/Nutritionists



OP

31-183
Educ Prof STDS BD



EP

31-185
Board of Elections



EL

31-187
Bd of Emergency, Medicaid Serv



EM

MARS
AGENCY NAME



ALPHA

  CAB\DEPT




PREFIX

31-190
Bd of Embalm & F H Dir



BF

31-200
Bd of Architects



BA

31-205
Bd of Landscape Architects



BL

31-210
Bd of Exam of Psychologists



OP

31-215
Bd of Exam of Social Workers



OP

31-225
Bd of Hairdressers



BH

31-230
Bd of Lic Hearing Aid Dealers



OP

31-240
Bd of Nursing Homes



OP

31-245
Bd of Medical Licensure



BM

31-250
Bd of Nursing



BN

31-255
Bd of Ophthalmic Disp



OP

31-260
Bd of Optometric Exam



BO

31-261
Bd of Prof Art Therapists



OP

31-262
Bd of Occupational Therapy



OP

31-263
Bd of Respiratory Care



OP

31-264
Bd of Cert Marriage &Family



OP

31-268
Personnel Board



PB

31-270
Bd of Pharmacy



PR

31-275
Bd of Physical Therapy



PT

31-280
Bd of Podiatry



PO

31-284
Real Estate Appraisers



RA

31-290
Bd of Reg Prof Engineer



BE

31-295
Bd of Speech Pathology



BP

31-310
Bd of Veterinary Exam



OP

31-315
Bd for Proprietary Education



OP

31-320
Bd of Private Investigators



OP

31-330
Athletics Commission



OP

31-345
Commission-School Facility



SF

31-354
Comm-Executive Branch Ethics



EE

31-370
Comm-Human Rights



HR

31-391
Board of Geologists



OP

31-395
Comm-Real Estate



RE

31-400
Comm-Women



CW

31-415
Council Postsecondary Educ



SE

31-765
Governor’s Off-Policy & Mgmt



PM

32-500
Justice-Office of Secretary



JO

32-520
Justice-State Police



SP

32-523
Juvenile Justice



JJ

32-523
Federal Property



JF

32-525
Justice-Criminal Justice



CJ

32-527
Justice-Corrections



CO

32-527
Federal Property



CF

32-527
Inmate Canteen



IC

33-340
Comm-Deaf & Hard of Hearing



DH

33-407
Council-Environmental



EO

MARS
AGENCY NAME



ALPHA

CAB\DEPT




PREFIX

33-410
Council-Ky Heritage



KH

33-529
E&H-Ky Arts Council



KA

33-530
E&H-Office of the Secretary



SO

33-540
E&H-Education



ED

33-545
E&H-KET



KT

33-550
E&H-Historical Society



HS

33-555
E&H-Libraries & Archives



LA

34-350
Environmental Quality Cont.



NR

34-375
KY Nature Preserves



NR

34-569
Office of Secretary



NR

34-590
Environmental Protection



NR

34-595
Dept For Natural Resources



NR

34-600
Dept For Surface Mining



NR

C35
Division of Equipment



TE

C35
Division of Fleet Management



TF

C35
Division of Drive Smart



TK

C35
Division of Motor Vehicle Enfor



TV

C35
Division of Property and Service



TP

C35
Division of Information Tech



TI

C35
Division of toll Facilities



TT

C35
Division of Materials



TM

C36
Economic Development



EC

37-175
Board-Crime Victim Comp



CV

37-300
Board-Tax Appeal



TA

37-374
Comm-Racing



RC

37-385
Comm-Public Service



PS

37-515
PP&R-Public Advocacy



PA

37-675
PP&R-Office of Secretary



RS

37-675
PP&R-Petroleum Storage Tank



RP

37-680
PP&R-Alcoholic Beverage



AB

37-681
PP&R-Charitable Gaming



RG

37-685
PP&R-Financial Institutions



RF

37-690
PP&R-Housing, Bldg & Const



RH

37-695
PP&R-Insurance



RI

37-705
PP&R-Mines & Minerals



RM

39-050
Capital Plaza Authority



CP

39-084
KY River Authority



FI

39-750
Office of the Secretary



FI

39-758
Comptroller



FI

39-775
Fin Administration



FD

39-775 
Finance-Printing



FP

39-780
GSC



FI

39-785
Finance-Historic Property



HC

39-785 
Finance-Facilities/Property Mgmt



FF

39-785
Mechanical Maintenance



MM

39-785
Building Services



BS

MARS
AGENCY NAME



ALPHA

CAB\DEPT




PREFIX

39-785
Facilities Management



FM

43-235
KY State Fair Board



FB

43-660
Tourism-Fish & Wildlife



FW

43-665
Tourism-KY Horse Park



HP

43-670
Tourism-Parks



PK

43-850
Tourism-Office of Secretary



TS

43-860
Tourism-Travel Development



TD

44-380
KY Occ Safety/Health Rev



KR

44-900
Labor-Office of Secretary



LB

44-920
Labor-Dept of Workforce Standards



LB

44-925
Labor-Dept of Workers Claims



LB

44-930
Labor-Workers’ Comp Funding Commission



WC

46-531
Office of the Secretary



WF OR WD

46-534
WFDC-Blind 



WB

46-536
Training and Reemployment



WJ OR WF

46-538
WFDC(DES)



WD OR WF

46-546
Dept for Technical Education



WF 

46-551
Dept for Voc Rehab



WF

C47
Personnel



PL

48-701
Administrative Services



FC

48-726
DDS



FC

48-736
Community Based Services



FC

48-766
Fam Res/Youth Service Center



FC

49-721
CHS (except Dept 767)



OPS

49-723
Inspector General



IG

49-728
Public Health



PH

49-729
Mental Health Central Off



MH

49-729
Hazelwood



HZ

49-729
Oakwood



OK

49-728
Central State



CS

49-729
Rolling Hills



RL

49-729
Western State



WS

49-729
KCPC



KC

49-729
Glasgow



GL

49-729
Outwood



OW

49-729
Eastern State



EA

49-729
 Pippa Pass



PP

49-746
Medicaid



MD

49-769
Aging



AN

49-767
Children W/Special Needs



CN

Appendix C

STATUTORY AND POLICY REGULATIONS

KRS 45A:
Kentucky Model Procurement Code 

KRS 45A.045:
Authority of Cabinet - Authority to Promulgate Administrative Regulations 



Budget and Financial Administration 

KRS 45.313
Inventories 

FAP 120-20-01 PERSONAL PROPERTY AND VEHICLE INVENTORIES

FAP 111-41-00
DELIVERY AND RECEIVING AT THE AGENCY

FAP 111-45-00
PAYMENT DOCUMENTS
FAP 111-54-00 
TRADE IN PURCHASES

FAP 118-11-00
LOST OR STOLEN PROPERTY

FAP 118-13-00
STATE OWNED SURPLUS PERSONAL PROPERTY, DECLARATION AND DISPOSAL

FAP 118-14-00
STATE OWNED SURPLUS PERSONAL PROPERTY, ELIGIBILITY AND RECEIPT
FAP 118-15-00
FEDERAL SURPLUS PROPERTY, ACQUISITIONS AND DISTRIBUTIONS
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