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Presentation Notes
[From Intro of Manual:] 
“A responsibility of the Department of General Services (DGS) is to prescribe [determine and maintain] standards for controlling inventories of materials, supplies and fixed assets and to establish the means for the State to determine the total values of these inventories.”

[Themes of Consistence, Continuity, Cooperation and Coordination]
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(410)767-1039
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Deputy Director
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(410) 767-4664
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DGS Property Officer
(410) 767-5531
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Statewide Disposal Manager
(410) 767-4381

Kurt Butler
Statewide Fuel Manager
(410) 767-4310

Katie Crawford
Administrative Aide
(410) 767-8443
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Presentation Notes
[HANDOUT includes contact info]

Inventory Standards Division can assist Maryland State Agencies with:
Inventory Questions (Fixed Assets, Materials & Supplies, Missing or Stolen Items, etc.)
Excess Property through processing Excess Property Disposals (EPDs) including Vehicle Disposals.
(Re-)purpose Surplus Property through the Excess Property Bulletin.

GovDeals questions (Account setup, payments, buyer issues, etc.) are handled by the Surplus Property Division at
dgs.maryland.gov/Pages/SurplusProperty/index.aspx


dgs.maryland.gov/Pages/ISSSD/index.aspx
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HOME PROCUREMENT BUSINESS OPPORTUNITIES REAL ESTATE ENERGY FUEL MANAGEMENT

General Info DGS Newsroom
Admin Workspace
About DGS

Meet the Secretary
Executive Staff
Employee of the Month
Caught DGS

Annual Reports
Employment

Capital Granis

10/1/2019 - State of Maryland Announces
Reorganization of the State’s
Procurement Process

’| DGS in the News (more...)
i

9/24/2019 - Maryland Department of
General Services Announces Completion
of Maryland State House Cleaning

For State Agencies
Announcements (more...)
Green Purchasing
Green Building

Green Operations
Inventory Forms
Records Management
DGS State Facilities
Design and Construction

9/11/2019 - U S. & Maryland Flag Flow
Half-Staff, Wednesday, September 11,
2019

8/28/2019 - Fuel Site 71 (300 West
Preston Street, Baltimore) Reopened
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DGS website @ dgs.Maryland.gov
Inventory Forms in left hand column

https://dgs.maryland.gov/Pages/ISSSD/index.aspx

HOME PROCUREMENT BUSINESS OPPORTUNITIES REAL ESTATE ENERGY FUEL MANAGEMENT
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= nventory .ontro danua
i Support Services
About DGS . Complete Manual
Meet the Secretary Invem?ry _Stan-dards and Support Serwceg oversees_
Exagiive St statewide inventory managemer.wt of materials, sfu pplies, Form Updates
Employee of the Month and St_ate p_ersonal property_ This program provides
Caught DGS agencies with technical automated inventory control DGS-950-1
Annual Reports assistance, establishes procedures, and auditing
4 programs to assure compliance with State regulations and Annual Report of State Property-
Empoynent : : - Materials & Supplies
Capital Grants control standards. The program is the disposal authority pp
for disposition of excess and surplus personal property. DGS-950-8
. This Unit is responsible for the Department’s Fleet
For State Agencies \ P _ P -
Vianagement Program, Fixed Asset Program and the Missing & Stolen State Property
e Statewide Automated Fuel Dispensing and Management

EEn Pumflasmg System with over 100 refueling stations located in DGS-950-2
e E‘“"d'“?’ Baltimore City and every Maryland County. .
Green Operations = Excess Property Declaration (EPD)
Inventory Forms L. = EPD Instructions
Records Management Property Officer Training Calendar
DGS State Faciliies and Presentations Sanalure Famms

Design and Construction « Property Officer

« Alternate Propenty Officer
+ Fleet Manager

» Property Officer Training

« Calendar

Exhibit 2

Annual Report of Fixed Assets
(Right click to save file)

Exhibit 8

Annual Report of Missing or Stolen
Personal State Property
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Right Hand Column includes
Note: The EPD files and 3 Signature Authorization forms have been updated recently
Statewide Inventory Control Manual 
Forms for Excess Property Disposal and Missing or Stolen items
Forms for Annual Reports (which get updated yearly)
Signature Authorization forms


Agency Signature Authorization Form - Property Officer

Part A

Agency Head / Designee

Agency Signature Authorization Form - Alternate Property Officer

Part A Agency Head / Designee
Date: Agency Budget Code: Date: Agency Budget Code:
Agency Name: Agency Name:
Accountable For: Accountable For:
Sub-Unit Name(s): Sub-Unit Name(s):
Agency Address: Agency Address:
City/County- City/County- Zip:
Agency Head/ Agency Head/
Designee’s Name: Designee’s Name:
Agency Head/ Agency Head/
Designee Signature: Designee Signature:
Title: Title:
Phone Number: ——— Ext.: Phone Mumber: Ext.
Fax Number: E-Mail: Fax Number: E-Mail:
Part B Property Offcer Part B Alternate Property Officer
Date: Agency Budget Code: Date: Agency Budget Code:
Agency Name: Agency Name:
Accountable For: Accountable For:
Sub Unit Name(s): Sub Unit Name(s):
Agency Address: Agency Address:
City/County: CityfCounty: Zip:
Property Officer's Name: Property Officer's Name:
Property Officer's Signature: Property Officer's Signature:
Title: Title:
PhoneMumber:___ Ext: Phone NMumber: Ext.
Fax Number: E-Mail: Fax Number: E-Mail:
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Presentation Notes
Signature Authorization Forms for Property Officer and Alternate Property Officer.
DGS requests State Agencies update these as personnel changes frequently.
This is a primary source of contact information for DGS.

The top half of these forms are for the Agency Head / Designee to complete
Agency Name
Sub-Unit special cases = DPSCS & subsidiaries, MDOT & Transportation Business Unit (TBUs)

The bottom half is for the Property Officer to complete
Sub-Units can sometimes be IT or non-IT


Duties of the Property Officer

Summary of
Section [I1 01 A
Duties of
Property Officers

Inventory Control Procedures
Maintain Inventory Records
Excess Property Disposals (EPD’s)
Report Missing or Stolen Items
Physical Inventory

Test Counts

Certify Complete Inventory
Reconciliation of Records

Annual Reports

Attend Property Officer Training


Presenter
Presentation Notes
This slide is a bullet point summary of the 11 parts of the Property Officer section of 
Section III. 01 Delegation of Property Management Responsibilities in the DGS Inventory Control Manual

More details on many of these items with the exception of Procedures and Inventory Records.



Duties of Accountable Officers

Summary of
Section |I101 B
Duties of
Accountable
Officers

Tag property

Collect, maintain and forward documentation
Working knowledge of inventory item locations
Conduct physical inventory + certify results
Excess Property Disposal process

Report Missing or Stolen


Presenter
Presentation Notes
This slide is a bullet point summary of the 11 parts of the Alternate Property Officer section of 
Section III. 01 Delegation of Property Management Responsibilities in the DGS Inventory Control Manual

Cooperation of Accountable Officers is a recurring issue at many agencies. 
Property Officers need strong Accountable Officers to help them manage Agency inventory. 

Accountable Officer Training – Conduct periodically for changes in personnel and to reinforce policies and procedures. 
This should not only be for new Accountable Officers as veteran Accountable Officers sometimes need a refresher.
As is the case with most of us, inventory is not our only job. So reminders and reinforcement are helpful and useful.  


Separation of Duties

“The duties of inventory record
keeping, inventory custody and
physical inventory taking shall be
segregated whenever practical or
economically feasible.”


Presenter
Presentation Notes
As per the Inventory Control manual, the duties of inventory recordkeeping, inventory custody and physical inventory taking shall be segregated whenever practical or economically feasible.”

Sometimes segregation of duties can be difficult. For instance, if you are a small agency, or have vacant positions, we can figure out some ways to put some controls in place and make it work within your Agency.
If you are unsure whether or not your inventory duties are properly segregated, contact DGS.


Agency Head /
Designee

A

Standard '
Hierarchy for
Inventory

Management

Alternate

Property Officer Property
Officer

Accountable Accountable
Officer Officer

Accountable
Officer
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This is the typical Org Chart for most State Agencies (according to the DGS Manual).

The Agency Head / Designee’s role varies by agency but often oversees inventory matters, signs EPD’s, etc.

The Property Officer is the primary individual responsible for Inventory Management.
An Alternate Property Officer is designated for continuity and/or assistance purposes.
The Accountable Officers are the eyes and ears for the Property Officer in the field / sub-units who interact directly with Agency personnel.


Agency Head /

Designee
Internal
Fiscal / Accounting ] o, .
J Procurement ¥ Additional

A

Communication,

AN { ey o B
/Manager, i Coo pe ration an d

Coordination
Required in

Officer
Inventory

______________ Management
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Additional communication and coordination with additional personnel may be required:

Fiscal / Accounting reviews purchases and often handles the Inventory Control Account (which will be discussed later).

Fleet Manager purchases and disposes of vehicles and heavy equipment which should be included in inventory.

IT conducts installations, servicing and removal of equipment. Their priority is fixing the problem, not inventory.
Items may be added, replaced, etc. without notification of Accountable and/or Property Officers. Communicate.

In some Agencies, an Internal Auditor also plays a role in oversight and compliance.



Questions?

Comments Agency Personnel

Discussion



Physical Inventories

Frequency of Physical Inventories:

Sensitive Items = Yearly
Non-Sensitive Items = Every 3 Years

Sensitive vs Non-Sensitive?


Presenter
Presentation Notes
As a Property Officer, you are responsible for initiating and coordinating physical inventories.  

While the manual dictates different frequencies for the physical inventory of sensitive vs. non-sensitive items, some agencies find it easier and less confusing to inventory all items annually. This is your call, and you can certainly do whatever works best for you and your agency, as long as you meet the minimum frequency required by the Inventory Control Manual.
Quick discussion on Sensitive vs Non-Sensitive.



Physical Inventory Steps
Initiate the Physical Inventory
Locate Items and Record Findings
Research Missing Items
Test Sampling
Reconciliation to Detail Inventory Records
Complete DGS-950-8 for ALL Missing Items
Compile and Retain Documentation

Certify Completion of the Physical Inventory


Presenter
Presentation Notes
Here are the steps involved in the physical inventory process. 
Not necessarily in this order, and may vary slightly depending on each Agencies needs.
However, these are the basics that will help you to properly complete the physical inventory.  
Once you determine your particular procedures, document it, and put in your written Internal Inventory Procedures Manual.

Many times, inventories are initiated and most of the work is done, but the process is not fully completed.  
Unless ALL the steps are done, it is not recognized by DGS or OLA as a valid Physical Inventory.


Initiate the Physical Inventory

m Email Notification

m Printed Copy of Inventoried Items
(Count sheets or checklists)

m Distribute Scanners

m Establish Expectations

(Time Frames and Milestones)
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Your procedure to initiate the inventory will vary depending on how you perform your inventory.  
Some agencies do a manual inventory (with count sheets, pen and paper) and others use hand scanners. We have some agencies who have selected RFID [DJS, MDH, WCC, PSC, SDAT].

For manual inventory, print a count sheet or checklist for each Accountable Officers. I’d attach to an email telling them the time frame, expectations, and maybe reference the procedures in our Internal Inventory Control Procedures.
If your agency uses scanners, distribute to Accountable Officers to start their area. Again, I would attach an email or memo with guidance.
If I have a small agency, I might take the hand scanner and start scanning myself.

Notes: Blind inventory may lead to unnecessary, duplicate effort.
Accountable Officers should maintain an inventory list throughout the year


Locate Items and Record Findings

m Physically Locate Items

Count Sheets or Check Lists / Scan Items

m Add New Items

m Make Notes of Any Changes in Location/Assignment

m Include items in the field (laptops, vehicles, etc.):
Request pictures of item AND barcode or serial number

m Note: Any Excess Items? Do Items Need Labels / Tags?

m Update and Ensure Accuracy of Detail Inventory Records
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Now you are going to start the fun part. 
If your agency relies on hard copy count sheets or checklists, AO’s should mark items as they are found.
Update any changes (Location, Accountable Officer, etc.) 
Add found items that are not on the list (Note model # and serial # if applicable).
If you are using a scanner, you would start scanning.

If you have items that are assigned (vehicles, laptops, phones, etc.), and out in the field, you could do several things: 
You could ask the person to bring the item in to be verified, you could go to them to verify, OR you can request they send you a picture of item AND the Barcode Tag or Serial Number.

As stated earlier when I talked about Separation of Duties, an inventory should not be taken by the person who is ultimately responsible for the equipment. 

It helps to have a plan of attack.  Start with the perimeter of the room, go all the way around then do the middle.  Do the entire left side of a hall of offices, then move to the right. Start high in the room, then move low… You get the point!  Having a system and staying consistent makes the job easier.

Another thing I would suggest is the first time an item is inventoried, verify that the information on the Inventory Records is correct.  Takes a minute, but will save you time in the long run.  

Physical inventory is a great time to check the accuracy of the information in your Detail Inventory Record and make any corrections.  

Another task you can accomplish during physical inventory is determining excess equipment.  If you have a room where there are four chairs piled in the corner, or you see a table with the fourth leg being held on by zip ties, an EPD should be done.

Finally, label items that are not labeled.  Maybe something that was purchased and slipped through without being inventoried, or non-capital items, which should have a PROPERTY OF THE STATE OF MARYLAND tag.

A lot can be accomplished with a thorough physical inventory.



Research Missing Items

ltems may be found in another location

Ask Accountable Officers and Agency Personnel
Questions and Follow-up. Don’t Delay

Establish, educate and enforce policies and
procedures on receiving new items, moving items and
disposing of excess items.

Complete a Report of Missing or Stolen for items not
found during inventory.
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Presentation Notes
Normally, many items that cannot be found during the first round of inventory turn up in other locations. 
Items often get moved without notification to Accountable Officers and/or Property Officers.

Once discovered, promptly ask the Accountable Officer and/or Agency Personnel of the last known details.
Preventative measures will help you and save you time in the long run.
Make sure your Agency’s Policy and Procedures are clear, and distributed to everyone. Keep reminding them!!

Once all reasonable efforts have been made, file a Report of Missing or Stolen for items not found during inventory.



Reconciliation to Detail Inventory Records

m As results from the Physical Inventories come in,
update the Detail Inventory Records

m Update and correct as necessary

Don’t forget to update the “Last Inventoried Date”
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Now it’s time to start making your changes in the Detail Inventory Records.  
Adjust locations, assignment, Accountable Officer fields, correct any typos you find. If serial numbers and model info is missing, add it, etc.
And update the last inventoried field. OLA will look for that, as will DGS Auditors.
An inventory is not considered complete until records reflect the last inventoried date.



Test Sampling

m A frequent Audit Finding
m Determine ltems to Test Sample

m Maintain and Retain Documents
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The purpose of test sampling is to ensure that you are getting accurate information from Accountable Officers, or others taking the physical inventory.  


DEPARTMENT OF GENERAL SERVICES
INVENTORY STANDARDS AND SUPPORT SERVICES DIVISION

DOCUMENTATION OF TEST SAMPLING DURING PHYSICAL INVENTORY

Initial Inventory Date: _06/01/2017 Initial Inventory Taken by: _Aarica Dupres
Test Sample Date: 06/30/2017 Test Sample Taken by: _Cathe Anderson
Total ltems Inventoried: 92

# of Test Samples: 5

ltems Sampled:

Barcode # Description Location Verified?
0ovye392 Desk Room 101 Yies
0078392 Chair Room 1018 Yes
0079928 Printer Room 102 Yies
0020990 Blackberry Room 102 Yes
Do74352 Display Board Conference Room Yes

signature of Person Taking Test Samples
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Presentation Notes
As stated in the manual, “a reasonable number of items” should be sampled. The number you choose is up to you. It may depend on your overall agency, specific units, etc.

As you can see, the items sampled are varied. 
Don’t sample 5 CPUs, or 5 stacking chairs. Pick different types of items in various locations, etc. 

Retain this test sampling as part of your physical inventory documentation.


Certify Completion of the Physical
Inventory

m Completion Certification by the Property Officer.
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One of the Property Officer’s duties is to certify, in writing, the completeness and accuracy of the agency’s physical inventories.  This can be done however you would like. Some agencies have each Accountable Officer certify completion for their areas, then once all those are compiled, complete a final certification, some smaller agencies use the printed working copies of the Inventory Records, showing the check marks and changes, and write a certification statement and sign right on there.

The most important part of the certification is that the inventory is completed in its entirety. That means that if any item in your inventory (and I don’t care if you have 250,000+ items) should have a last inventoried date which falls in the range of your physical inventory period OR a related Missing or Stolen form.

A complete physical inventory is one of the necessary steps in order to request an increase to your threshold, which will ultimately, make your job easier.



Track Progress

Physical Inventory Progress FY19
Date # of # of Test #tof  Missingor DGS Date

Accountable Inventory  Items Items  Sample Items Stolen  Control Inventory

Officer Unit Started Expected Found Done  Missing Form filed i Completed
Marci Office of the Secretary  5/1/2019 43 41 Yes 3 Yes 193030 5/29/2019
Madeem Fiscal Services 5/1/2019 53 52 Yes 2 Yes 193030 5/23/2019
Toni Information Technology 5/1/2019 120 117 Yes 5 Yes pending 6/15/2019
Tammy Personnel 5/1/2019 28 28 Yes 1] Yes 193030 5/21/2019
Dan Maintenance 5/1/2019 58 57 Yes 1 Yes 193033 &/1/2019

302 295 11
% Items Found  98% 4% .% Missing

| certify that a complete the physical inventory was completed on  mm/dd/yyyy
The inventory included 8 sensitive items
# non-sensitive items

Property Officer Date
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A helpful tool during the inventory process would be a spreadsheet / Google Sheet which tracks inventory progress.

Here is an example of a spreadsheet you could create to track the progress of your inventory.  
This is very helpful and can give an up-to-date status on your inventory for those who may ask.  
Also note that, with the inclusion of a signature line, this document can serve as a Certification of Completion.


Compile and Retain Documentation

Manual Worksheets
Scan Reports

Documentation Supporting Investigation of Missing Items (emails,
memos, etc.)

Documentation of Test Sampling
Copies of Missing or Stolen forms.
Certification of Inventory Completion


Presenter
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It’s very important to retain your physical inventory documentation. 
If you are doing a manual inventory, keep all of the lists with notes on what was found, and what was not.
If you are using a scanner, reports are often generated after upload (Items not found, change in location, etc.). 

Keep any info showing that you investigated missing items.
Keep the documentation of your test sampling.
Keep applicable Missing or Stolen forms.
Keep your certification that the inventory was completed.
These should be retained according to retention schedules / between audits (3-4 years)


Questions?

Comments Physical Inventory

Discussion



Excess Property Declarations (EPDs)

According to the DGS Inventory Control Manual:
When items are no longer needed, they are to be
declared to ISSSD as excess property. They should
not be placed in storage, cannibalized, scrapped,
junked, sold, transferred outside the agency or
donated without ISSSD approval.



This includ
that have

es usable and unusable items
oeen replaced or that have

become o

osolete. It also includes property

that is in excess of current requirements of
the custodial agency, or is damaged,
inoperable or not economical for the

custodial agency to repair and maintain.
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Excess Property
Read it


roperly Completing an EPD

EXCESS PROPERTY DECLARATION N 10f1
STATE OF MARYLAND Retorio Désposal Procesures In Department
DEPARTMENT OF GENERAL SERVICES jof Genarml Services Invantony Control Mamsl, DES Controi Mo
301 W. PRESTON STREET, ROOM 1514
BALTIMORE, MARYLAND 21201 oy staewidapropertydispos als@maryland gov
A10-TET-05ET
Agency. Forwarded By:
SubHUni Property Officer:
Sub-Unit Code:
Aditiress: Signature: Date
Cityrstiedp: E-mall ASIEES:
Contact Parsor Agency Hea
E-mall Agarees:
Phone No Cate: Signature: Dl
Ita'rsL'ﬂEdbelmaEﬂerﬁﬁadbnmhmdeWSnm.mmmd&mMEmmﬂadmmw.
Froperty Description Acquisition @ |z c N ]
Cry. Tag No. {Make, Model and Serial Mumber] Tt Moy, ) g !‘ Description Of Needed Repairs/Comments

TOTAL:

Revised §-23-2016 UAEEEEDNT@ining - PO+ DGS ACTIEning Materasinduded EPD[Foom_Exce] xis
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Make sure you are using the latest Excess Property Declaration (EPD) form which is available on our website.
Old versions you may have saved awhile back don’t include revisions such as a line for City-State-Zip, Auto-calculation of Quantity and Acquisition Cost and Comments.
It is in Excel spreadsheet format, so it can be completed and submitted electronically.

DGS also suggests putting like items on the same EPD
2 broken chairs. 10 chairs getting replaced. 3 laptops. 3 old CRT monitors hiding in the corner.
That one EPD would likely have 4 disposal methods (Junk / Transfer / GovDeals / Securis) and closing out could get complicated.



Agency:
Sub-Unit:
Sub-Unit Code:
Address:
CityiStatesZip:

Contact Person:

E-mail Address:

Phone Mo.:

Department of General Semnvices

Inventory Standards and Support Semvices

280801

301 W Preston Street

Baltimore, MD 21201

Mitish Singh

nitish.singh@maryland.gov

410-767-4664

Date: 10/24/2019



Presenter
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The upper left-hand corner of the form should typically be completed by the Accountable Officer.
Make sure to put your sub-unit code. This is the six digit RSTARS code which is available on the Comptroller’s website.

Include the complete address, including city, state and zip. 
Contact person is typically the Accountable Officer. However, it could also be someone else with custody of the Property. In a very small agency, it might be the Property Officer.


Forwarded By:
Property Officer:

=ignature:

E-mail Address:
Agency Head:

signature:

Janae Savage

Date:

|anae_savage@maryland.gov

K.athryn Wilson

Date:
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Presentation Notes
While the left side doesn’t require signatures, the upper right-hand part requires 2.  
“Forwarded by” could be the Accountable Officer or the Property Officer.

The Property Officer and Agency Head / Designee should match the names on the Signature Authorization Form.
Of course, remember the signatures and dates before submitting to DGS.


ltems Listed below are certified to be in excess ofthis agency’s needs. The Department of General Services is hereby requested to arrange disposal.

Item

Property
Tag No.

Description
(Make, Model and Serial Number)

Acquisition

Cost

Molyr.

poog

neq

-
=]
Q
o]

=
wn
A
<

Description Of Needed RepairsiComments

TOTAL:
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Here is the body of the form.
“Certified to be in excess of agency Needs” = Internal Wish List within your Agency.

Make sure to fill this form completely:
Item #, Quantity, Tag No, Description, Acquisition Cost and Date, Condition.
The final column should be utilized to provide further details and/or comments. 

If you are directed to post item(s) to a GovDeals auction, ideally, ALL the information for that listing should be available on this EPD form.


1. Item Number - Number items on each declaration consecutively starting from Number 1.
2. Quantity - List the number of items under a single description (i.e. classroom chairs) that do not have individual equipment |. D_ #"s.
3. Property Tag Number -List the property identification number that identifies that paricular piece of property.

4. Description - Provide as much descriptive information for each item as necessary for positive identification, such as color, size, type of
material, unit of measure if other than each, etc. For equipment, also include the year, make, model and serial number.

5. Acquisition Cost and Date - List the total purchase cost of all units and month and year acquired.

6. Condition - Check the column marked "Good”, "Fair’, or "Poor’ to indicate that an tem can be used "as is" without repairs or refurbishing
even though it may be old, worn or obsolete, "Good” means an item is serviceable and hoth appearance and operation are completely
satisfactory. "Fair’ means an item is senviceable and the appearance or operation does not show signs of abuse or hard wear. "Poor”
means an item is serviceable but abuse or hard wear is obvious in the appearance or operation. Check the column marked
“Unserviceahle” to indicate that an item Is inoperable, will not operate in a satisfactory manner or is not functional without repairs ar
refurbishing.

7. Description of needed repairs - If the unserviceable column is checked, describe repairs necessary to restore to "Good" condition.

8. Trade-In ltems - Refer to the Excess Property Disposal procedures in the DGS Inventory Control Manual.

9. Location of Property — If the property is located somewhere different then indicated on the Excess Property Declaration it should he
noted on the paperwork.

10. Motor Vehicles - Refer to the Appendix 1 - Stale Motor Vehicle Disposition in the DGS Inventory Control Manual.

11. Email Completed Form(s) to the DGS Statewide Property Disposal Mailox: dgs.statewidepropertydisposals@maryland.gov


Presenter
Presentation Notes
There is a handout for instructions for completing an EPD. These are also available on the DGS website for you to read.

Item Number in case of a split EPDO / EPDO that has multiple disposal methods
Description should include Make, Model and Serial Number as this can determine GovDeals vs Securis and impact bids on GovDeals.
Condition – be as descriptive as possible. “Broken” is not particularly helpful. Yet again, these details can determine the disposition and GovDeals bids.
Not included, but we suggest pictures - and not bad pictures - to help in disposition method and GovDeals listings.




Send all EPD paperwork
electronically to:

The DGS Statewide Property Disposal mailbox:
dgs.statewidepropertydisposals@maryland.gov
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Most of you use our EPD mailbox, but for those of you who don’t, here is the email address.  
Please send all EPDs and documentation to close EPDs to this e-mail address.  
This allows other ISSSD personnel to access the documents in the event that Jim Bertocchio is out.


EXCESS PROPERTY DISPOSAL ORDER INSTRUCTIONS:
STATE OF MARYLAND

DEPARTMENT OF GEMERAL SERVICES SECTION A: Completed by Cusiodial Agency and
INVENTORY STANDARDS AND SUPPORT SERVICES DIVISION refurned b Invaniory Standerds and
301 WEST PRESTON STREET, ROOM 1574 Suppon Services Division

BALTIMORE, MARYLAND 271201
410-TE7-0587 SECTION B: Compléted by DGS and relumed

ey Ay for recard retantion,

oes controwvo, 200578

Department ar Agancy; 280301 DGS
Sub-Linit: APB&G
Praperty OMicen JANAE SAVAGE
The followineg instractions pertain to your Excess Property Declaration dated: 5/31/2018

Lins # To be entared info the template on GOVDEALS NET State of Marytand Clisnt Server to be placed an HOLD for
@ auction. Pisase ensune phatos are uploaded io your template. Aftar the ilem has been sold and plckad up, sgn
" Sechicn A and refum to ISSSD along with a copy of the gigned payment confirmation and the buyeriagent’s

T 11 identification,

Lira # Pleass e-mail Hugh McLausin at hmolaisingsecuris com upan raceipt of this EPDC fo maie arrangements for pck-

) 1zp of the ibemis), Afer pick-up, sign Saction A and retwn to 5350 along with a copy of the Securis receipl.
18 8 The Securis Invoice will be forwarded to you For payment.

WEE e [T

Line &

= Dispose of as junk or scrap, Afer disposal, sign Section A and return to ISS50,

1-2, 9-10

0 Uned o sfer a5 requested. Afier iransfer, sign Sectic A 8d return 1o ISSSD along with signed recsipt from
recipbant.
£ L Trads in 66 rmequested, ARer trade-in, sign Seclion A& and retum 5o 12530 along with 8 signed receipt from the:

company accepting trade,

P im Bertocekiv Dae  @20/2019
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Once your EPD is processed, Jim Bertocchio issues an Excess Property Disposal Order (EPDO), designating items for the various dispositions:
Place on auction through GovDeals
Recycle with our current electronics recycler Securis
Junk / Scrap
Transfer to another State agency.  
Each disposal method on the EPDO provides instructions, including the documentation required.
Once you get your EPDO, act on it. The sooner you take care of disposing of the items the better.
That pile of stuff that supposed to list on GovDeals or picked-up by Securis for recycling can get thrown away by mistake. Then, that would require a Report of Missing or Stolen.

Once you have completed the disposition action, sign the EPDO and submit back to the EPD mailbox with the required documentation. Jim will review and reconcile the documentation, and sign off so you can officially remove those items from your inventory. 
If you have any problems disposing of items in accordance with the instructions provided by Inventory Standards, please reach out to us and we can assist.


Excess Property Bulletin

gl



Presenter
Presentation Notes
DGS has helped place nearly 1200 items valued at over $400,000 which were considered excess by one State Agency with another State Agency through inter-agency transfer.
That’s significant cost avoidance / savings for the State of Maryland. 

While there have been some specialty listings for electric carts (DJS) and Smart Boards, the most common items are furniture since these take up quite a bit of space, tend to be difficult to sell on GovDeals and there is often a need at other State Agencies.
120+ chairs from DORS DDS / Over 100+ chairs from QACHD / 80 chairs + 20 tables from Carroll County HD / 25 Conference Room Tables + Chairs from MCCR / 750 chairs from Ravens Stadium by MDSTAD.
A surprising number of file cabinets too.



Agency Signature Authorization Form - Fleet Manager

Part A Agency Head / Designee

Agency Name:

Date: Agency Budget Code:

Accountable For:

Sub-Unit Name(s):

Vehicle

Agency Head/
Designee’s Name:

Agency Head/
Designee Signature:

Fax Number: E-Mail:

Disposals

Part B Fleet Manager

Jimmie “J.B.” Brown T

Accountable For:

410-767-1039

City/County: Zip:

Fleet Manager's Name:

Fleet Manager's Signature:

Title:

Phone Number: Ext.
Fax Number: E-Mail:



Presenter
Presentation Notes
Vehicle Disposals (and Heavy Equipment) require DBM approval before being forwarded to DGS.  
Any questions regarding vehicle disposals can be referred to Jimmie J.B. Brown @ 410-767-1039

If applicable, your Agency should complete / update the Fleet Manager Signature Authorization Form which is available on the DGS website.


Questions?

Excess Property
Disposal

Comments

Discussion



Missing or Stolen
State Property

Stolen property, regardless of value, shall
be reported immediately upon discovery
to the local police department or to an
agency’s internal security force.



Presenter
Presentation Notes
Missing or Stolen State Property. No one likes this subject….
But, it’s necessary in order to keep physical inventories accurate and manageable


To whom was
the item
assigned?

Who else had
access to it?

How do you
know it
wasn’t
stolen?

Who used it
last?

Where was it
kept when
not in use?

Did you
report it to
the police?

When?

What steps
have been
taken to
find/recover
the
property?
Where was it
used last?

Was the item
locked up?


Presenter
Presentation Notes
When an item goes missing, or is stolen, the individual who was in possession of the item should provide a written statement.
The sooner the better, while the details are fresh in their minds!
At DGS, we have a list of questions to help with the written statement.
A complete and detailed written statement makes completing the Missing or Stolen form much easier.  


[EE R ST

REPORT OF MISSING OR
STOLENW PERS0OMAL STATE PROPERTY
STATE OF MARYLAMD
DEPARTMENT OF GENERAL SERVICES

301 W, Preston Sireet. Room 1514
Bakirmone, Mandand 21201

HETRUCTIONS

1. Mail Original i
Depanirman of Ceneral Sereoes
Ireeniory Etandands & Suppor Senvices Division
301 W. Preston Steet, Room 1514
Balirone, MO 21201

B Dhiatribag ot i cu ity P Linics

2 FOR MISSING PROPERTY OMLY:

a Dot 088 was Soin

B Data of s physical vaniory

. Enphain hosy (e ikl MEGe Nines cocumag

(410§ TET-05ET I Alach Police Rapodt for Sioeksn Propeimy
1 Feeferio R Frocedure for Siokenflissi

D65 Copmnirnd Mo Fropaty I I DOE ivaniory Com Manus
AgEnLy
Sub-Unit Property Oficer
AR

Signalung Durle
Abargss I
Cigy__ Siaw Bip Codia Dapanirasnil Sicralany
Acrountabie Offioer

Sighalune [s511
Tehispacared DCiate

Baluct
mam Pregarty | Purchase | Punchass
Mo, | Siokes | Missing Db el i T Mz Dl Pricu
TOTAL 40 00
i. FOR BOTH STOLEM AND MiBS0 STATE PROPERTY:
& s bdenified i Slake progerly with parmarnen! typs labeding o engraving? 1) ves (2 Mo

Doseritss Maasures Takan o Prewanl Fulure Decumancs

FOR DOS USE ONLY



Presenter
Presentation Notes
This form is available on the Inventory Forms page of the DGS website.
It’s supposed to be used in the event of stolen item(s).
In addition it is used to report items not found during the physical inventory process.

Measures being taken to prevent future occurrences are subject to audit and shall be explained in detail. 
If newly written procedures are being implemented, a copy of those procedures shall be submitted with the form.  
All sections of the form will need to be completed, or it will be sent back.



Missing and Stolen forms shall be
forwarded to DGS within 10 working
days of discovery of loss.


Presenter
Presentation Notes
All Missing or Stolen forms are to be submitted with original signatures, and signed by the Agency Head or Department Secretary. Include all pertinent backup documentation, including any statements from those involved or responsible, and a police report, if applicable.

Common Issues: 
Reasons for delay = Missing / incomplete info. 
Incorrect signature - The Agency Secretary / Agency Head / Designee’s signature is required
Must be an original copy mailed to DGS - not a photocopy or scanned copy.


MISSING AND STOLEN STATE PROPERTY INSTRUCTIONS:
WRITE-OFF AUTHORIZATION

STATE OF MARYLAND
DEPARTMEMNT OF GENERAL SERVICES |sEcTion A: Complated by Custodial Agency and
INVENTORY STANDARDS AND SUPPORT SERVICES DIVISION returned to Inventory Standards and
301 WEST PRESTOMN STREET, ROOM 703 Support Services Division,
BALTIMORE, MARYLAND 21201
410-767-0587

pas controLno. 181493

Department or Agency: 280201 DGS
Sub-Unit: MARYLAND CAPITOL POLICE
Property Officer: NICHOLAS MATULA

The following instructions pertain to your Report of Missing or Stolen State Property dated: 11/9/2017

Authorization is given to remove from inventory records ltems No. 1

$0.00
Flease sign Section "A" and return to ISSSD.
Upcen receipl of the signed copy, the write-off authorization will be considered complete,

NOTE: To help prevent fulure occurrences, it is essential that your agency establish precautionary measures in
accordance with the procedures outlined in the DGS Inventory Control Manual.

Per: i Bertocekio Date:  11/17/2017



Presenter
Presentation Notes
After submitted a Missing or Stolen Form, you will receive a Missing and Stolen State Property Write-Off Authorization from Jim Bertocchio with a DGS Control No assigned.
At this time, you can remove the item from your Inventory Records.  
Please be sure to sign Section A and return to the Statewide Disposal mailbox so that we can finalize the document on our end.

Note: If items are found afterwards, bring them back into live inventory and notify DGS.


Questions?
Missing or
Stolen Items

Comments

Discussion



Inventory Control Account

A summarized history of acquisitions and disposals
maintained for each category of capitalized
equipment in either an automated or manual system

CODES - ACH: ACH Payment | ATM: Cash Withdrawal | BP: Bill Payment | DC: Debit Card | DD: Direct Deposit | SF: Senvice Fee | WT: Wire Transfer

CHECK @ (+]
NUMBERY DATE TRANSACTION DESCRIPTION PAYMENT/ DEPOSIT/ BALANCE
CODE DEBIT DEBIT
s/\/1s | Starding Balance | 4o oo
314 s5/\/ 15 | XYZ Elecdric Cmfaq»y $O 00 -50 00
| | [ | eoloo
2D s/\/1s | ABC Eaplayer L,500|00 +is00 00
| 4,560 00
3ls 5/3/1s Jane Doe 30 00 -30 |00
. || 4530 00
B2 s/5/1s | Nl 10 00 -0 00
| | 1| [ws=0l00
DHC 5/6/15 123 Grocery Store g5 00 -§5 |00

| L1435 |00



Presenter
Presentation Notes
Checkbook Register analogy
A log of transactions (payments, deposits, withdrawals, etc.) to keep track of your balance.
In this analogy, deposits are like additions to inventory while withdrawals are like disposals.


Inventory Control Account should be
independent of Detail Inventory Records

The duty of maintaining the Detail Inventory Records
and the Inventory Control Account should not be
shared by the same person.

Different source data should be used to update both
the Detail Inventory Records and the Inventory
Control Account.


Presenter
Presentation Notes
A Control Account should be maintained independently of the Detail Inventory Records.
This means two things:

1. Must be separation of duties between the Detail Inventory Records and the Inventory Control Account. One person should not have access to both. Maintenance of a Control Account is more of a financial duty, and in many agencies, is handled by Fiscal Personnel.

2. The source data used for updating both the Detail Inventory Records and Inventory Control Accounts should be separate and distinct. The information should not be coming from the same documents and/or reports (eg. DAFRT100s)


Reconciliation of Records

Frequency: Inventory records for capital
equipment shall be reconciled with the inventory
control account at least quarterly for
computerized systems and at least twice annually
for manual systems.

Adjustments: If there is a difference, the
transactions recorded during the reconciliation
period shall be analyzed and the necessary
adjustments made to the inventory records or to
the control account as appropriate.


Presenter
Presentation Notes
An Inventory Control Account should be regularly reconciled to the Detail Inventory Records.
For larger / more active agencies, DGS recommends monthly reconciliation.

As noted, Additions can be purchase, transfers, donations, etc.
Disposals are typically EPDs.
2 common Adjustments are data entry errors or timing of billing / entry to inventory.


Completion of Reconciliation

® Approval of Adjustments
® Certification of Reconciliation

® Records Retention



Presenter
Presentation Notes
The final steps for Reconciliation

“Adjustments to a control account balance or to the inventory records shall be approved by someone in authority not below the level of Chief Administrative Officer (or designee) of an institution or major unit within a department or independent agency.”

“The final control account reconciliation shall be certified in writing by someone in authority not below the level of Chief Administrative Officer (or designee) of an institution or major unit within a department or independent agency.”

The person approving adjustments, and certifying completion of the reconciliation varies amongst agencies. 
[It may be the person who signs the top of the Signature Authorization Form as the Agency Head / Designee.]
In any case, the position designated to certify reconciliation should be noted in your Internal Inventory Policies and Procedures.

Finally, “[r]econciliation data and the certification shall be kept on file in the organization for reference and audit purposes and as prescribed by the agency’s record retention schedule.”

[These are frequent Audit Findings.]




Sample ICA to DIR Reconciliation

Inventory Control Account (ICA) vs. Detail Inventory Records (DIR) Reconciliation
For Peniod of: July 1, 2016 to September 30, 2016

Inventory Control Detail Inventory
Account Balance Record Balance Difference
Balance as of September 30, 2016] § 45,255.00 Balance as of September 30, 2016] § 47,965.00 5 (2,710.00)
Reconcilin Typo when entering two chairs into DIR.
Adi d Acquisition cost entered as $250.00 each,
ljustment should be $200.00 each. 5 (100.00)
Reconciing Timing D'rlfereqce: Tractor received and
: placed on DIR in September, payment not
Adjustment made until October 3rd
i 5 2610.00
Corrected Balance| § 47,865.00 Corrected Balance| § 47,865.00 $ -

| approve the reconciling adjustment(s) noted above to the Inventory Control Account and the Detail Inventory Records, and certify the completion of this reconciliation for the penod of:
July 1, 2016 to September 30, 2016.

Chief Administrative Officer (or Designee)

Date



Presenter
Presentation Notes
This is where reconciliation between the ICA and DIR comes into play…

The July DAFRT100 indicates 2 chairs were purchased for $200 each while a cross-check with the DIR reveals a typo which overstated the DIR by $100. That can and should be corrected in the DIR.
Similarly, a late September purchase of a tractor did not hit the September DAFRT100 and would be expected in the October DAFRT100 report.

This is a simple example for illustration purposes. 
Many agencies may have more reconciling adjustments than pictured here. 


Questions?

Inventory
Control Account

Comments

Discussion
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Inventory Forms
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Inventory Standards And
Support Services

Inventory Standards and Support Services oversees
statewide inventory management of materials, supplies,
and Siate personal property. This program provides
agencies with fechnical automated inventory confrol
assistance, establishes proceduras, and auditing
programs to assure compliance with Stale regulations and
confrol standards. The program is the disposal authority
for dispesifion of excess and surplug personal property.
This Unit is responsible for the Department's Fleet
Management Pregram, Fized Asset Program and the
Statewide Automated Fuel Dispensing and Management
System with over 100 refueling stations located in
Baltimore City and every Maryland County

Property Officer Training Calendar
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= Property Officer Training
« Calendar

ENERGY
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FUEL MANAGEMENT

Inventory Control Manual
Complete Manual

Form Updates

D55-950-1

Annual Report of State Propery-
Materials & Supplies

DG3-950-8
Missing & Stolen State Property
DGS-950-9

= Excess Property Declaration (EPD)
» EPD Instructions

Signature Forms

= Property Officer
= Altemate Property Officer
= Fleet Manager

Exhibit 2

Annual Report of Fixed Asszeis
(Right click to save file)

Exhibit &

Annual Report of Missing or Stolen
Personal State Property



Presenter
Presentation Notes
There are 3 Annual Reports which must be submitted by State Agencies to DGS every year.
Make sure to use the most current forms from the website as changes may be made.

The forms available on the website are fillable PDFs.
Sometimes in haste, the fillable form is submitted directly without the signature. Make sure to include the signature.



Annual Report of Missing or Stolen
Personal State Property

m Due August 15,

m Include any Missing or Stolen forms assigned
a DGS Control # within the Fiscal Year.

m If any DGS Control #'s are missing, or show
incorrect information, the form will be returned
for revision.



Presenter
Presentation Notes
The Annual Report of Missing or Stolen Personal State Property is due by August 15th.

Only include forms which have been assigned a DGS Control # within the reportable Fiscal Year.
So for FY20, that would be any DGS Control #’s starting with “20”

If you have submitted a Missing or Stolen and have NOT received a DGS Control Number back from DGS, it should not be included.


DEPARTMENT OF GEMERAL SERVICES
INVENTORY STANDARDS AND SUPPORT SERVICES DIVISION FY2019
301 W. PRESTON STREET, ROOM 1514

BALTIMORE, MD 21201

[410) 767-0587

ANNUAL REPORT OF MISSING OR STOLEN PERSONAL STATE PROPERTY

This form is for reporting missing or stolen personal State property which has already been reported to DGS during the period of FY "19 (7/1/2018-6/30/2019)

Agency Code: Agency Name: Date:
Mame (please print) Authorized Signature Tithe
Address Email Address Telephone Number
DS CONTROL NUMBER(Z) FOR DOLLAR AMOUNT FOR REPORT OF
"E'mm TO% Hl.unﬁslimmsmmﬂi NUMEER OF MISSING ITEMS NUMBER OF STOLEN ITEMS 101{1{ "‘:f:‘ OF "E}"“ MISSING OR STOLEN PERSOMAL STATE
o stulen PROPERTY AS REPORTED ON DGS 950-8
REPORTED ON DGS-950-8
TOTAL DOLLAR AMODUNT FOR ALL
PLEASE USE ADDITIOMAL FORMS IF TOTAL NUMBER OF ITEMS MISSING OR STOLEN PERSOMAL
YOU HAVE MORE CONTROL NUMBERs | 10 - NUMBER OF MISSING [TEMS | TOTAL NUMBER OF STOLEN ITEMS {missing and stolen) STATE PROPERTY A5 REPORTED ON
11 DES 950-8 FORMS
S
Forward ELECTRONICALLY TO DGS.ANNUALREPORTS@MARYLAND.GOV on or before August 15, 2019
Exhibit 9

Undated 5/31/45


Presenter
Presentation Notes
Make sure to have the most recent form from the DGS Inventory Forms website: 
FY19 form added a Title field.

Frequent errors: 
The timing of your submission and issuance of DGS Control Number can be an issue.
Include values from the submitted and approved Report of Missing or Stolen forms.
Any mismatches (DGS Control #, # of Items, Total $) could prompt a revision request.
If you find items later, those items can be brought back into live inventory and you can notify DGS.


Annual Report of Materials and
Supplies

m Due September 15t

m Materials and Supplies inventory should
be taken within 90 days of the Fiscal
Year end.

m Does my Agency have to complete this
form even if we don’t have a central
storeroom? YES!


Presenter
Presentation Notes
Annual Report of State Property, Materials and Supplies is due September 15th.
The physical inventory that you use to compile this report should be completed within 90 days of the Fiscal Year’s end.

The question: “Does my agency have to fill out this report if we don’t have a central storeroom?”
Even if you are a small office that orders supplies as needed and they are immediately issued to staff, you should still complete the report and report $0. This is very rare.

Do you have supplies on hand that have not been issued to staff? 
Items like routine office supplies, printer ink or copy paper, pre-printed materials, promotional supplies, cleaning supplies, maintenance supplies, repair parts, etc.

So to answer the question, “Do I have to complete this report.”
Yes!

Some agencies have automated inventory tracking systems for their materials and supplies. Other agencies don’t have that type of volume, and their materials and supplies are tracked manually.





DEPARTMENT OF GEMERAL SERVICES
INVENTORY STANDARDS AND SUPPORT SERVICES DIVISION FYZU]-Q
301 'W. PRESTOM STREET, ROOM 1514

BALTIMORE, MD 21201

{410) 767-0587
ANNUAL REPORT OF STATE PROPERTY
MATERIALS AND SUPPLIES
A5 OF 6/30/19

Program Name Desciption vatoe|imveotcey] Recors
[pietary Services Food ooo| [] 1
fpietary services Other 0.00] [] [ ]
koictary services Donable Foods poo| || L]

DIETARY TOTAL § u.u:l_

#*% AlL OTHER MATERIALS & SUPPLIES — REQUIRED BY ALL AGENCIES ***

000
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
TOTAL MATERIALS AND SUPPLIES $ 0ua0

GRAND TOTAL § 0.00

Place 3 check mark in the space sdjzcent to the itemns valued indicating that values were excbliched through phyzical imentory
at the end of the fiscl yesr or through values supported by inventory reconds verified by physical inventory within ninety (30) days.

] o A g ey
DDI:II:IEIDDEII:II

Date: Apency Code:
certified By: Agency Name:
Signature: Title:
Email: Telephone:

Forward ELECTRONICALLY with BACK-UP DOCUMENTATION FOR EACH APPLICABLE CATEGDRY to
DGS5.ANNUALREPORTS@MARYLAND.GOV on or before September 15, 2019.

Print Form
Updiated 3/22/19 DiE5-550-1


Presenter
Presentation Notes
Notes from review of FY19: 
Make sure to include itemized listings for each line item. Make sure the #s match
Itemized listings should include quantity on hand and dollar amounts 
(Converting this listing to a spreadsheet could serve as a count sheet)
If your agency has readily available reports (ADPICS, Maximo, etc.), no need to re-categorize / re-calculate.
Indicate whether these figures and listings are from physical inventory or inventory records.
Often overlooked items: pre-printed forms from MCE, promotional items, etc.
In health locations, Narcan is an expensive item in large quantities


Annual Report of Fixed Assets

Due September 15,

Verify that your beginning balances match your ending
balances from the previous year.

- If they do not match, the discrepancy must be explained and
documented.

Use negative numbers when subtracting.

Transfers to and from other State agencies should be itemized
on an attachment.

Complete the entire form.


Presenter
Presentation Notes
The Annual Report of Fixed Assets is due by September 15th.

Verify that your beginning balances match your ending balances from the previous year.
If they do not match, the discrepancy must be explained and documented. If it is not, expect a follow-up from us.

This form is also a fillable PDF, and the totals are calculated automatically.
However, as stated on the form, when subtracting, you should enter negative numbers.
Those field are Transfers TO other State agencies, and Disposals.

Transfers to and from other State agencies should be itemized.

Complete the entire form. Indicate whether or not the equipment was inventoried, and give the date of your last physical inventory for both sensitive and non-sensitive items.



DEPARTMENT OF GEMERAL SERVICES

INVENTORY STANDARDS AND SUPPORT SERVICES DIVISION F?zulg
301 W. PRESTON STREET, ROOM 1514
BALTIMORE, MD 21201
(410} 767-0587
The following amounts should be recorded for the vanious fixed assets of this agency for the fiscal year ending June 30, 2019.
Agency Code: Agency Mame: Date:
Mame (please print) Authorized Signature Title
Address Email Address Telephone Mumber
Lanid snd Buildings snd R Construction in | Art & Historical
ANNUAL SUMMARY INFORMATION = Equiprment: T Infrastructures TOTALS
|Batances, July 1. 2018 50.00 50,00 §0.00 50.00 $0.00 $0.00 50.00
NOTE: Use [-] Minus Sign/Negative Number When Subtracting - ex -5.00
Additions a) 50.00 $0.00 $0.00 $0.00 $0.00 50.00 50,00
Tramsfers from Construction in Progress (2} 50.00 %000 50.00 50.00 %0.00 %0.00 50.00
Transfers from other State Azencies [a), [b) 50.00 $0.00 50.00 $0.00 $0.00 $0.00 50.00
Transfers to other State Agencies [a), [b) - 50.00 $0.00 50.00 $0.00 $0.00 $0.00 50.00
|Dispasals (2} - 50.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00
[Batances, june 30, 2018 | | $0.00 | $0.00 | $0.00 50.00 | 50.00 | 50.00] 50.00 |
#0.00

{a) The amouwnts shown in the columns of this section miest represent actuzl cost as recorded on the agency's reconds.
(k] List the amounts for esch agency reflected in these amounts and sttach to this form.

Equipment has besn inventoried in aooordanoe with instructions in the Imentory Control Manual issued by the Department of General Services? Yes O Mo O

Date of last physicl inventory for sensitive items

Date of last physical invemtory for non-sensitive items:

Forward ELECTROMICALLY with BACK-UP DOCUMENTATION FOR EACH APPLICABLE CATEGORY to DGS.ANNUALREPORTS&MARYLAND.GOV
on or before September 15, 2019,

PRINT FORM

EXHIBIT 2


Presenter
Presentation Notes
Just like the Report of Materials and Supplies, the required documentation for the Annual Report of Fixed Assets is “an itemized inventory listing with dollar amount.”

That means, itemized listing documentation for the figures in each of the columns… Land & Improvements, Buildings & Improvements, Equipment, Construction in Progress, Art & Historical Treasurers and Infrastructures.
Don’t just send a list of your additions and your disposals. 
The number that you need to support is the Balance at the bottom of each column.

Reports for Itemized Listings: 
DAFR8220 (Fixed Assets by Class and Location) for LBI, Equipment, etc.
DAFR8191 (Detailed Schedule of Changes…) for LBI & CIP 
DAFR8360 (Fixed Assets by Location)
DAFQA010 (Statewide T-Code Listing by G/L Account)



Department of General Services
Annual Property Officer Training
2019

Questions?
Comments

Discussion
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