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Our goal is to educate you on the
processes, procedures, and everyday

activities of the Reporting & Fixed
Assets Office
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Agenda

* What is a fixed asset and why is it important?

- How is a fixed asset acquired?

* How do you maintain and dispose of fixed assets?
(eForms)

* Annual Inventory

* Individual Responsibilities
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What is a Fixed Asset?

A fixed asset is defined as University
property such as land, buildings, and
equipment, with a total cost equal to or

greater than $5,000 and a useful life of
twoO Or more years.

EXCEPTION: s$100,000 or greater for software and other
intangible assets; $1,100,000 or greater for right-to-use

leased assets and useful life greater than 1 yr and grouped
assets



65
New for FY27 and Future

* The capitalization threshold will be increased to
$10,000.

What does this mean?

When entering requisitions, use a capital equipment account
if the total cost of the piece of equipment/asset is $10,000 or
greater

At this time (until 7/1/26), the $5,000 threshold will still be
used and the assets currently counted in inventory process
will remain regardless of cost

“**Throughout this presentation we will reference the current $5,000 threshold
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Expanded Definition

* Total Costs= purchase price + other costs incurred to
place the asset in its location and condition for use.

Shipping/delivery costs
Installation/set up fees

Interest costs, legal fees, etc. incurred during the
construction of an asset (i.e. buildings)

* DOES NOT APPLY:

Service contracts

Extended warranties



Maintenance Costs

Maintenance costs are expenses incurred to keep assets in
normal operating condition and to help maintain the original
use of the asset.

Maintenance costs do not extend the life of an asset beyond the
expected useful life.

Examples: repairs, replacement parts, painting, service
agreements, etc.

MAINTENANCE COSTSX FIXED ASSET



Capitalization & Depreciation

* A fixed asset becomes ‘capitalized’ when it is recorded
on the financial statements as an asset.

* A fixed asset is ‘depreciated’ by allocating the cost of
the asset over its useful life.

» Straight line method (total cost-salvage value/useful life)

« NOT depreciated: land, certain land improvements,
construction-in-progress, works of art/historical treasures



Example of Depreciation

e Asset Costs $12,000
e Useful Life 5 years

Depreciation: $12,000/5=$2,400 year expensed

Fiscal 2026 2027 2028 2029 2030
Year

Amount 2,400 2,400 2,400 2,400 2,400

If cost was $12,000 and useful life was 1 year, the amount of the item
would be expensed in full in the year purchased.

Amount 12,000




Charlotte Total Assets
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Fixed Assets Expenditures




Fixed Assets by Type




Facts and Figures

* Approximately 7422 capitalized fixed assets FY25

* As of June 30, 2025, total fixed assets were
$1,578,233,925 or approximately 66% of UNC
Charlotte’s total assets

» University fixed asset expenditures have increased by
05% in the last 14 years
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The Fixed Assets Office

* Implement and follow policies set by the Office of
the State Controller

* Follow Business Process Standards issued by UNC
System

* Ensures fixed assets are:
properly acquired
accounted for
maintained

disposed of



Policy Statement

601.15

CONTROL AND MANAGEMENT OF UNIVERSITY EQUIPMENT & OTHER PROPERTY

e Available at https://legal.charlotte.edu/policies/up-601.15

* Highlights:

Fixed assets definitions

Responsibilities for each level of staff involved with fixed assets

Obligated to comply with fixed assets procedures

* Supplemental Procedures to Policy #601.15 highlights:

Requirements during Annual Inventory
Process for lost and stolen assets


https://legal.charlotte.edu/policies/up-601.15
https://legal.charlotte.edu/policies/up-601.15
https://legal.charlotte.edu/policies/up-601.15
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Asset Retirement Obligations

* Asset Retirement Obligations (AROs) involve legally
enforceable costs to retire a tangible capital asset. Such
costs are legally enforceable if they are required by external
laws or regulations, a legally binding contract, or court
judgments. Some specific examples of AROs include:

Decommissioning of nuclear reactors

Removal and disposal of wind turbines in wind farms
Dismantling and removal of sewage treatment plants
Removal and disposal of X-ray machines

Removal and disposal of underground storage tanks



G
Pilferable Equipment

Pilferable equipment are items that have a ready resale value and
are subject to theft

These assets are typically not tagged or inventoried by the Fixed
Assets Office since their individual cost usually falls below the
$5,000 capitalization threshold

Department Heads and Unit Directors are required to control
electronic devices (i.e., computers, laptops, tablets, projectors,
and recording equipment (digital and video cameras)) less than
seven years old with an acquisition cost between $1,000 and
$5,000(a template has been prepared by the Fixed Asset team for
use)

Each department’s assets (including pilferable equipment) are
subject to inspection by the UNC Charlotte Internal Audit
Department during periodic internal audits



G
Grouped Assets

* Grouped Assets

Similar assets with a single objective that are purchased
together with a total cost of $120,000 or greater, but
individually below the $5,000 threshold, and an
estimated useful life of more than one year.

Ex. Dorm furniture, classroom/office furniture, pilferable
equipment
IDENTIFIED grouped assets WILL be capitalized but
WILL NOT be included on department’s inventory




How is a fixed asset acquired?

* Capital Improvement Projects (Budget Office)

Entering requisitions in 49erD

Note: If acquiring artwork, please contact the library as they have the
task of keeping track of all artwork on campus.
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How is an asset disposed?

* A Fixed Assets Disposition and Change eform (except
for artwork) must be completed

* An asset can't be given away or donated

e If transferring an asset to another department on
campus, a Fixed Assets Disposition and Change eform
must be completed

* If the asset is artwork, please contact Special
Collections in Atkins Library to pick up the art

* Asset disposal is discussed further in this presentation



Question # 1

The $3,000 repair of the heating element on the pretzel
cart is a fixed asset.

TRUE OR FALSE



Answer # 1

® The $3,000 repair of the heating element on the
pretzel cart FALSE, IT IS A REPAIR



Question # 2

The one year service contract that costs $22,000 for
tuning the concert piano is a fixed asset.

TRUE OR FALSE



Answer # 2

® The one year service contract that costs $22,000 for
tuning the concert piano FALSE, IT IS A SERVICE
CONTRACT



Question # 3

What is not included in the total cost of
a fixed asset?

A. Shipping
B. Installation
C. Extended Warranties
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Answer # 3

What is not included in the total cost of
a fixed asset?

A. Shipping
B. Installation
C. Extended Warranties
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Question # 4

Which one of these is a capitalized
fixed asset?
A. Equipment
B. Land
C. Art
D. Buildings
E. All of the Above



4
Answer # 4

Which one of these is a capitalized
fixed asset?
A. Equipment
B. Land
C. Art
D. Buildings
E. All of the Above



Any Questions




Fixed Asset Requisition Problems

* Problems with descriptions and quantity
® Problems with lack of information in Internal Notes

® Problems with account codes
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uisitions

Fund
117470

Accounting Codes

Organization

30650

VC Univ Relations & Community Affrs Univ Relations & Community Aff VC

Account

2945540

Motor Wehicles-Utility Cap Institutional Support

Program

17000

View'edit by line iterm...

Internal Notes and Attachments
Internal Note
Internal Attachments

External Notes and Attachments

Note to all Suppliers

Attachments for all suppliers

?

Hide line details

Supplier f Line Item Details

For selected line items [ Add To Favorites

Ilderton Dodge Chrysler Jeep mors= info...

Product Description
1 \v/ GEM e4 3? more info...

Contract

PO Number P1123753
Account Code

Pricing Code

Quote number

View/edit by line item...

Catalog Mo Size f Packaging Unit Price Quantity

na

Taxable 4
Capital Expense 4
Commodity Code 99-95-55-99

1/EA 18,235.00 1EA

Internal Note
Internal Attachments

External Note
Attachments for supplier

Supplier subtotal 18,235.00 USD

Ext. Price [
18,235.00 USD [

budget checking, and workflow approvals.

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, Subtotal

Total

18,235.00
18,235.00 USD




* Problem With Example 1:
Unclear Description (GEM e4)

» Solution:

Enter Layman’s Term Description in Internal Notes or
attach Internal Document providing information.
Example: Electric Vehicle

* Reason:

Informs Fixed Assets on what the asset is and assigns
an identifiable name for Inventory purposes.



draft carts | favorites | my requisitions

Internal Notes and : . or
. Attachments ¥ Attachment . Review

Assign Cart

1) Return to shopping cart  4) Continue Shopping

w You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: External Notes and Attachments. Go straight to the end: Final Review.

Requisition || PR Approvals || PO Preview || Comments || Attachments || History

Summary | Shipping | Billing | Accounting Codes | Supplier Info =
Hide value descriptions
Internal Notes and Attachments
These values apply to all lines unless specified by line item
Internal Note
Internal attachments

add attachmant...

Supplier f Line Item Details

For selected line itemns | Add Te Favorites
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Document Type: [0~ |Purchase Order

Document Number: [P0s11665

17-aPR-2008

[*] change Sequence Number:

vendor: Pfeiffer vacuum Inc Transaction Date: —r
Commodity List
Item Quantity Amount
[ Denpoaeas o sote oot brgpuma vy [ % [ ana
2 PM CO1 695 DCU 200 Display Control Unit w/ powsr 1 1,067.35
3PM 051 103-T 3M DC Cannection Cable, unshielded 1 39.65
4 PM 016 315 Splinter shield, DN 100 CF-F. 1 14235
5 P 4564 309 ZE Power Cable, 110V 1 2210
& PM 016 040 BT Water Cooling, TMH/U 261-521 1 76.70
7P D61 707 DUO 00SM Two Stage Rotary Vane 1 164177
6 PKR 251 Compact Full Range Pirani/Cold 1 943,90
9 PTR24 632 CMR 364 w/ DN 16 CF-F, 1.1 mbar version 1 1,372.70
10 PT 448 250 -T Measurement cable, Compact Gauge/ 3 20370
11 PT G28 280 TPG 262 Dual Gauge Total Pressure 1 1,262.80
12 PF 431003 AVC 016 54, manually operated angle 1 226,80
13 PF 131 210 X Flexible Metal Hose, 55, 1000mm 2 193.20
14 PF 545 212 -X Adaptor Piece, CF/ISO-KF, DN 40 1 7280
15 PF 126 216 X T-Piece, 55, DN 16 ISO-KF 2 109,20
16 PF 140 232 -X Reducing Piece, 55, DN 25-16 ISOKF 1 2100
Document Total : 15,602.22








xample 1 - Corrected

Fund

117470
VC Univ Relations & Community Affrs

Accounting Codes

COrganization

30650
Univ Relations & Community Aff VC

Motor Vehicles-Utility Cap

Account Program

546540 17000

Institutional Support

View/edit by line item

Internal Notes and Attachments ?

Internal Note

Internal Attachments
E Z Go (58k)

State Contract 070N Being delivered to Larry Lane
in Automotive Shop so he can register

Quote (58k)

Mote to all Suppliers

External Notes and Attachments

Deliver to Larry B. Lane, Automotive Shop. Notify
Cleo Widmaier when delivering. 704-687-8524,

orde... more...

Attachments for all suppliers

?

Hide line details

Supplier f Line Item Details

For selected line items | Add To Favorites

Ilderton Dodge Chrysler Jeep

Product Description

1 v GEMed4 B

mare infa...

moare info...

Cataleg Mo
na

X
x
99-99-93-99

Taxable
Capital Expense
Commodity Code

Contract
PO Number
Account Code

P1123753

Pricing Code
Quote number

View/edit by line item...

Ext. Price
18,235.00 USD

Size f Packaging Unit Price Quantity
1/EA 18,235.00 1 EA

Internal Mote

Internal Attachments
External Mote
Attachments for supplier

Supplier subtotal 18,235.00 USD

Shipping, Handling, and Tax charaes are calculated and charged by each supplier. The values shown here are for estimation purposes,

budget checking, and workflow approvals.

Subtotal
Total

18,235.00
18,235.00 USD




Example 1 - Corrected

Your GEM Vehicle:

Model: GEM e4
Type: 4-passenger
Base MSRE: $10,495.00
Destination & Handling: £045 00

Selected Options

Color: Evergreen Metallic S0.00

Windshield Washer Kit £100.00
rsterm $710.00

$75.00

$75.00

§455 00
£3.085.00
Maintenance-Free Gel
Batteries
7.0 HP Performance Package
Luxury Package

518,235.00



Example 2 -Server




Poor Requisitions

Accounting Codes

Fund Crganization Account Program

101519 21600 942730 10100
Freshman Learn COEN Student Dev B Success Server Equipment Cap Instruction

Jedit by line item...
Internal Notes and Attachments ? External Notes and Attachments ?
Internal Note Mate to all Suppliers

Internal Attachments Attachments for all suppliers

Supplier f Line Item Details

Hidl= a For selected lineitems | Add To Faverites

Hewlett Packard Company meome info

Wender Order2 - -
C/0 Sam Abundis, 8000 Foothills Blvd Ms 5634, Roseville, CA 95747 -6553 US PO Number PLZ18530
Account Code

Contract

Pricing Code

Quote number

Product Description Catalog Mo Size f Packaging Unit Price Quantity Ext. Price [
1 + Hardware per HP Quote # CNWY-79638-00 g info. ple e 4 1/EA 70,961.67 1EA 70,961.67 USD r

[l pccaunting Codes values have been overridden farthis line

Ta=able x Internal Mote
Capita| Expense x Internal Attachments
Commodity Code 959-39-99-39 External Mote

Attachments far supplier

2 " software: Per HP Quote # CNWY-79638-00 = info 1/EA 52,660.17 1EA 52,660.17 USD -

= Accounting Codes values hawve been overridden forthis line «

Taxzahle x Internal MNote

Capital Expense X Internal Attachments
Commaodity Code 959-35-35-393 External Note
Atrtachments for supplier




3y Support: Per HP Quote # CNWY-79633-00 U 1EA 38,004 .16 USD

& Accounting Codes values have been overridden forthis ling view/=dit

Taxable X Intzrnal Mote
Capital Expense X Internal Attachments
Commodity Code 33-35-33-33 External Note

Attachments for supplier

=

4 o Installation: Per HP Quote # CNWY-70638-00 g info... 1/EA 11,025.00 1EA 11,025.00 USD

& Accounting Codes values have been overridden forthis ling view/=ait

Taxable X Internal Mote
Capital Expense X Internal Attachments
Commedity Code 99-959-95-33 Esxternal Mote

Attachments for supplier

5 v Installation: Per HP Quote # CNWY-79638-00 3= irfz... 1/EA 12,250.00 1EA 12,250,00 USD

& Arcounting Codes values have been overridden forthis ling wview/

Taxable 4 Internal MNote
Capital Expense b 4 Internal Attachments

Commedity Code 53-33-33-33 External Mote

Attachments for supplier

Supplier subtotal 185,000.00 USD

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, Subtotal 185,000.00
budget checking, and workflow approvals. Total 185,000.00




* Problem With Example 2:
Assets are being purchased out of one account, when
multiple accounts should be used

» Solution:

When purchasing assets, be sure to purchase each
asset out of its proper account

* Reason:

When proper accounts are not used, expense accounts
are incorrect and financial statements will be
Inaccurate.



Example 2 - Corrected

Accounting Codes
E Accounting Codes values vary by line

View'edit by line item...
Internal Notes and Attachments ? External Motes and Attachments ?

Internal Note Line 1: all hardware on this quote will be assembled || MNote to all Suppliers PER E&I CONTRACT
to make one piece of capital SAN eguipment. Li...

MOreE..

Internal Attachments HF 3PAR T400 FINAL.p... (105k)

Attachments for all suppliers

HP 3PAR T400 FINALp... [109K) UNC Charlotte Payment Terms Elfmgeéhsanrlctte —

Supplier f Line Item Details

Hide line details For selected line iterns | Add To Favorites

Hewlett Packard Company more info...

Vendor Order 2 -
C/0 Sam Abundis, 8000 Foothills Blvd Ms 5634, Roseville, CA 95747-6553 US PO Number P1216580
Account Code

Pricing Code

Contract

Quote number

View/edit by line item...

Product Description Catalog No Size f Packaging Unit Price Quantity Ext. Price [
1 " Hardware per HP Quote # CNWY-79638-00 5 more info... 30X 1/EA 70,961.67 1EA 70,961.67 USD [

&) Accounting Codes values have been overridden for this line  view/ adit

Taxable 4 Internal Note
Capital Expense X Internal Attachments

Commodity Code 5G-99-95-99 External Note

Attachments for supplier

2 ' software: Per HP Quote # CNWY-79638-00 5  more info... 1/EA 52,669.17 1EA 52,669.17 USD [

&) Accounting Codes values have been overridden for this line  view/edit

Taxable X Internal Note
Capital Expense 4 Internal Attachments
Commodity Code 33-99-35-99

External Note




Example 2 - Corrected

Accounting Codes

These values apply to all lines unless specified by line item

&) Accounting Codes values vary by line

Supplier f Line Item Details

For selected line items | Add To Favorites v Go

Hewlett Packard Company mor= info...

Vendor Order 2
C/0 Sam Abundis, 8000 Foothills Blvd Ms 5634, Roseville, CA 95747-6553 US

Product Description Catalog No Size f Packaging Unit Price Quantity Ext. Price [
1 v Hardware per HP Quote # CNWY-79638-00 5  more info... 100X 1/EA 70,961.67 1EA 70,961.67 USD [

Accounting Codes
G values have been overridden for this line

Fund Organization Program

115700 24200 942730 15200
ITS Academic Support ITS CIO Server Equipment Cap General Academic Support

2 Software: Per HP Quote # CNWY-79638-00 5  more info... 52,669.17 1EA 52,669.17 USD [

Accounting Codes
G yalues have been overridden for this line

Fund Organization Program

115700 24200 942060 15200
ITS Academic Support ITS CID Software-Servers Non-Cap General Academic Support




Example 2 - Corrected

3 v Support: Per HP Quote # CNWY-79638-00 [  more info... 1/EA 38,094.16 1EA 38,094.16 USD [~

Accounting Codes
&) values have been overridden for this line

Fund Organization Account Program

115700 24200 5927350 15200
ITS Academic Support ITS CIO Maint Contract -Servars General Academic Support

v Installation: Per HP Quote # CNWY-79638-00 } mare infa... 11,025.00 1EA 11,025.00 US|

Accounting Codes
values have been overridden for this ling

Fund Organization Account Program

115700 24200 942730 15200
ITS Academic Support ITS CIO Server Equipment Cap General Academic Support

v Installation: Per HP Quote # CNWY-79638-00 [ more info... 12,250.00 1EA 12,250.00 US

Accounting Codes
&) values have been overridden for this line

Fund Organization Account Program

115700 24200 942060 15200
ITS Academic Support ITS CIO Software-Servers Non-Cap General Academic Support

Supplier subtotal 185,000.00 USD

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, Subtotal 185,000.00
budget checking, and workflow approvals. Total 185,000.00 USD




Example 3

Bioreactor




uisitions (Example

Accounting Codes

Fund Organization Account Program

101694 17200 944510 10100
IFLX Biology Biclogy Science Equip Cap 2-8 yr life Instruction

View/edit by line item...

Internal Notes and Attachments ? External Notes and Attachments ?

Internal Note Note to all Suppliers

Internal Attachments Attachments for all suppliers

Supplier / Line Item Details

Hide line details For selected line items | Add To Favorites

VWR International moreinfo... Contract

PO Number P1131159
Account Code
Pricing Code
Quaote number
Viewsedit by line item...

The item(=) in this group was retrieved from the supplier's website. What does thiz mean?
Meed to make changes? WIEW ITEMS  Item(s) was retrieved on: 4/7/2011 10:46:06 AM

Line(s): 1,2,3,4,5,6,7, 8
Product Description Catalog Mo Size f Packaging Unit Price Quantity Ext. Price [
1y #6Q03346444#BioFlo115 Basic Ferm HB Kit{)— more info.. 32721/8046386 EA 12,762.35 1EA 12,762.35 USD [

Manufacturer Part Number  M1369-1102 Taxable X Internal Mote
Supplier Part Auxiliary ID TZ3N=gqg9FAAAFUxe9D Capital Expenze X Internal Attachments

more info... Commodity Code 41-10-00-00 External Note

Attachments for supplier




uisitions (Example

v #6Q03346444#BioFlo 115 Adv Ferm HB I(it{)- mare infa...

Manufacturer Part Number  M1369-1122 Taxable
TZ3Nsggg3FAAAFUxeTD Capital Expense
Commodity Code

Supplier Part Auxiliary 1D
more infa...

v #6Q0334644#5PARE PARTS KIT, 1.3- 3 L{)— mare info..

Manufacturer Part Number  M1273-3951 Taxable
TZ3Nsgqg9FAAAFUxeTD Capital Expense
Commodity Code

Supplier Part Auxiliary 1D
more infg...

v #60Q03346442AIR REGULATOR KIT {)— mare infa...

Manufacturer Part Number  M1273-5002 Taxable
TZ3N=gqg9FAAAFUxeTD Capital Expense

Commodity Code

Supplier Part Auxiliary 1D
more info...

v #60Q0334644#WATER REGULATOR KIT {)— mare infa...

Manufacturer Part Number  M1273-5001 Taxable
TZ3Nsggg9FAAAFUxeTn Capital Expense
Commodity Code

Supplier Part Auxiliary 1D
more info..

32722/8046386

X
.4
41-10-00-00

32723/8046386

4
4
41-10-00-00

32724/8046386

4
4
41-10-00-00

32725/8046386

.4
b 4
41-10-00-00

EA 21,581.18

Internal MNote
Internal Attachments

External Note
Attachments for supplier

EA

Internal Note
Internal Attachments

External Mote
Attachments for supplier

EA 648.12

Internal Note
Internal Attachments

External Note
Attachments for supplier

EA §92.50

Internal Note
Internal Attachments

Ewternal Note

Attachments for supplier

21,581.18 USD

441.42 USD

648.12 USD

892.50 USD




uisitions

6 v #60Q0334644#BI0OCOMMAND BATCH CONTROL 'E)-

M1326-0010
TZ3N=gggSFAAAFUxeSD

Manufacturer Part Number
Supplier Part Auxiliary 1D
more info..

7y #600334644¢BI0COMMAND BATCH CONTROL '9-

M1326-0011
TZ3N=gggSFAAAFUxeSD

Manufacturer Part Number
Supplier Part Auxiliary 1D
more info...

8 1./#EQ0334544#INTERCDHHECTIHG CABLE-E)-

M1171-8010
TZ3MN=gqaSFAAAFUXeSD

Manufacturer Fart Number
Supplier Part Auxiliary 1D
mare info...

mare info..

Taxable
Capital Expensze
Commodity Code

more info...

Taxable
Capital Expense
Commodity Code

more info...

Taxable
Capital Expense
Commodity Code

32716/8046386

X
X
41-10-00-00

32727 /8046386

X
X
41-10-00-00

32728/8046386

X
X
41-10-00-00

Supplier subtotal

Attachments for supplier

EA 5,506.25 1EA 5,506.25 USD

Internal Note
Internal Attachments

External Note
Attachments for supplier

EA 964.38 1EA 984.38 USD

Internal Note
Internal Attachments

External Mote
Attachments for supplier

EA 165.17 1EA 165.17 USD

Internal Note
Internal Attachments

External Note
Attachments for supplier

42,981.37 USD

r

r

r

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes,

budget checking, and workflow approvals.

Subtotal 42,981.37

Total 42,981.37 UsD




* Problem With Example 3:

No reference to the related items included in the asset.
Non-capital items appear to be purchased out of the
Incorrect account.

» Solution:

Reference the items included in the asset.
Example: (Items 1-8 all make up one asset - Bioreactor)

* Reason:

Not referencing all items included in the asset allows
the asset to be capitalized below its true value.



- Corrected

Accounting Codes

Fund Organization Account Program

101694 17200 944510 10100
IFLX Biology Biclogy Science Equip Cap 2-8 yr life Instruction

View/edit by line item...

Internal Notes and Attachments 7 External Notes and Attachments

Internal Note These components are listed individually priced but || Mote to all Suppliers Quote 3947981
they are for one pc of equipment. This is a Bia...
MOre...

Internal Attachments VBQ3947981_20110406_... (57k)

Attachments for all suppliers

Supplier / Line Item Details

Hide line details

. : B - ted line items | Add To Favorites
These components are listed individually priced but =" ="
VWR International more|they are for one pc of equipment. This is a
Bioreactor for fermentation. P1131159

Close |

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? WIEW ITEMS  Item(s) was retrieved on: 4/7/2011 10:46:06 AM
Line(s): 1,2, 3,4,5,6,7,8

Product Description

View/edit by line item...

Catalog No Size f Packaging Unit Price Quantity Ext. Price [
1 #6Q0334644#BioFlo115 Basic Ferm HB Kit'e- mare info.. 32721/8046386 EA 12,762.35 1EA 12,762.35 USD [
Manufacturer Part Number  M1369-1102 Taxable X Internal Naote
Supplier Part Auxiliary ID TZ3Nsgqo9FARAAFUXeS Capital Expense X Internal Attachments

maore info... Commedity Code 41-10-00-00 External Mote

Attachments for supplier




Fixed Asset Account Codes

RentalLeass Accounts Maintenance ComractiService Agreement Accounts

Fixed Asset Acoourts

1;‘;:::;&' B s270s0 Rmnblewss-Land S2T440 Man! Cortrac-Suikings
PCAAOTKELENI VP irer 4220 227080 Renbiggse-Eul dngaomoss S2T 450 Manl ComractOther Structures
Laptons, Metbocks, Tablets G475 27 ERYOTD pesa-ner Facilbes EFEEF]] Mant Contract - PC/Printer Equip
Bl et e 1 Lot e Lhees oA I 9 i e R mene
AN ‘Wireiess Equspment GATZ13 nbLe ) — LAM Equipment
Server Equipment S47230 273 Renbiass={ aH Egupment 273 Marml Contract - Servers
Manframa Equipment 42240 Sa2740 RenblesseSarvarns EF Mar Contract - Manframe Comgubar
Wk OF Apment S47FZE0 BAZTHD 2 RenblLazse—Mainframe Equpmernil AZTIEO Marni Coniraci - Diher OF Egupment
IT Sacunty Equpmest SaF2G0 G 2 TG0 S2T100 RentLeasa-COther Comoutar Equpmaent [FRET] Marl C.ontract - Widea Transmit Egup
Othear DF Enupment HAZF2E0 BA3TI0 H2T 120 Renlaase=vidan T:a:w"m_s'son Edquip HITIIN Marl Cortract - PCIPrmler Softwane
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Account Codes (continued)

°* Maintenance Contracts/Service Agreements:
Contracts between the University and a vendor
specifying a level of ongoing support for a product or
piece of equipment. Maintenance agreements often
cover a one-year or longer time period.




Account Codes (continued)

* Support Services: Services purchased from
independent contractors or external organizations for
professional and consultative personal services. These
services are needed for maintenance and/or ongoing
operations and cannot be provided by the current
staff. Such services are normally procured when there
is no maintenance contract or service agreement to fall
back on. An example of this type of expense would be
payment for support services related to software when
there is no maintenance contract or service agreement
in place.




Account Codes (continued)

* Repair & Maintenance Services: A one-time or
short-term agreement between the University and a
vendor to remediate a problem with a product or piece
of equipment. Often the agreement rate is based upon
an hourly labor charge plus parts and supplies. Both
parts and labor are recorded in the same account.

Note that repairs are corrective and restorative
following wear and deterioration; maintenance is
preventive and anticipatory.




Account Codes (continued)

e Software Accounts:

- Purchased software is only capitalized if over $100,000.
Any software purchased under $100,000 is coded as
non-capital.

- Internally generated software is capitalized when the
value or cost is $1,000,000 or greater



Account Codes (continued)

e Software Accounts

- Software is only purchased out of a software account if it is
software that can be installed and operated on multiple
assets, including replacement assets, if the original
equipment fails.

- If an asset is purchased and software is purchased with the
asset that can only operate with the related asset, then the
software will be purchased out of the same account as the
equipment.



Account Codes (continued)
* Right-to-Use Assets (SBITA):

Right-to-use lease and subscription assets are recorded at the present value of
payments expected to be made during the specific term, plus any upfront
payments and ancillary charges paid to place asset into service

e RTU Leased Assets:

Cost of $1,100,000 or greater and an estimated useful life of more than one
year

® RTU Software Assets:

Cost of $250,000 or greater and an estimated useful life of more than one year



Capital Project Account Codes

| Account|  Description | [Account| Description
948020 Bldg Contingency Reserve - Cap 948520 Other Contingency Reserve - Cap
948030 Bldg Planning Expenses - Cap 948530 | Other Struct-Planning Expense - Cap

04 Bldg Design Contracts - Cap Other Struct-Design Cont - Cap
948050 Bldg Commissioning Agent - Cap 948610 Other Struct-General Cont - Cap
948110 Bldg General Contracts - Cap Other Struct-Electrical Cont - Cap
948120 Bldg Electrical Contracts - Cap 948630 | Other Struct-Plumbing Cont - Cap

948130 Bldg Plumbing Contracts - Cap 948640 Other Struct-Masonry Cont - Cap
948140 Bldg Masonry Contracts - Cap 948650 Other Struct-Roofing Cont - Cap
948150 Bldg Roofing Contracts - Cap 948660 | Other Struct-Erosion Control - Cap

948160 Bldg Erosion Control - Cap 948670 | Other Struct-Mechanical Cont - Cap
7 Bldg Mechanical Contracts - Cap 80 | Other Struct-Landscaping Cont - Cap
Bldg Landscaping - Cap 00 [ Other Struct-Grade/Fill/Clear - Cap
Bldg Grade/Fill/Clear - Cap 10 | Other Struct-Asbestos Removal - Cap
Bldg Asbestos Removal - Cap 20 Other Struct-HVAC Cont - Cap
220 Bldg HVAC Contracts - Cap 948730 | Other Struct-Refrigerate Cont - Cap
948230 | Bldg Refrigeration Contracts - Cap 40 Other Struct-Elevator Cont - Cap
948240 Bldg Elevator Contracts - Cap 948750 | Other Struct-Fire Protection - Cap

Other Struct-Testing/Boring - Cap

Other Struct-Legal/Advertising- Cap
948310 | Bldg Legal Fees/Advertising - Cap
320 | Bldg Construction Site Survey - Cap
3 Bldg Project Inspection Fees - Cap
Bldg Miscellaneous Costs - Cap 48910
Bldg Fixed Equipment - Cap
Bldg Acquisition Costs - Cap
Bldg Legal/Recording Fees - Cap 970

948370 Bldg Appraisal Fees - Cap
948380 University Contingency - Cap
948390 Construction Contingency - Cap
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		Account		Description				Account		Description

		948020		Bldg Contingency Reserve - Cap				948520		Other Contingency Reserve - Cap

		948030		Bldg Planning Expenses - Cap				948530		Other Struct-Planning Expense - Cap

		948040		Bldg Design Contracts - Cap				948540		Other Struct-Design Cont - Cap

		948050		Bldg Commissioning Agent - Cap				948610		Other Struct-General Cont - Cap

		948110		Bldg General Contracts - Cap				948620		Other Struct-Electrical Cont - Cap

		948120		Bldg Electrical Contracts - Cap				948630		Other Struct-Plumbing Cont - Cap

		948130		Bldg Plumbing Contracts - Cap				948640		Other Struct-Masonry Cont - Cap

		948140		Bldg Masonry Contracts - Cap				948650		Other Struct-Roofing Cont - Cap

		948150		Bldg Roofing Contracts - Cap				948660		Other Struct-Erosion Control - Cap

		948160		Bldg Erosion Control - Cap				948670		Other Struct-Mechanical Cont - Cap

		948170		Bldg Mechanical Contracts - Cap				948680		Other Struct-Landscaping Cont - Cap

		948180		Bldg Landscaping - Cap				948700		Other Struct-Grade/Fill/Clear - Cap

		948200		Bldg Grade/Fill/Clear - Cap				948710		Other Struct-Asbestos Removal - Cap

		948210		Bldg Asbestos Removal - Cap				948720		Other Struct-HVAC Cont - Cap

		948220		Bldg HVAC Contracts - Cap				948730		Other Struct-Refrigerate Cont - Cap

		948230		Bldg Refrigeration Contracts - Cap				948740		Other Struct-Elevator Cont - Cap

		948240		Bldg Elevator Contracts - Cap				948750		Other Struct-Fire Protection - Cap

		948250		Bldg Fire Protection Contracts-Cap				948770		Other Struct-Testing/Boring - Cap

		948260		Bldg Telecom Contracts - Cap				948810		Other Struct-Legal/Advertising- Cap

		948270		Bldg Testing/Boring - Cap				948820		Other Struct-Construct Survey - Cap

		948310		Bldg Legal Fees/Advertising - Cap				948830		Other Struct-Project Inspect - Cap

		948320		Bldg Construction Site Survey - Cap				948840		Other Struct-Miscellaneous - Cap

		948330		Bldg Project Inspection Fees - Cap				948850		Other Struct-Telecom - Cap

		948340		Bldg Miscellaneous Costs - Cap				948910		Land Acquistion Costs - Cap

		948341		Bldg Fixed Equipment - Cap				948950		Land Improvements - Cap

		948350		Bldg Acquisition Costs - Cap				948960		Land Legal/Record Fee - Cap

		948360		Bldg Legal/Recording Fees - Cap				948970		Land Appraisal Fees - Cap

		948370		Bldg Appraisal Fees - Cap

		948380		University Contingency - Cap

		948390		Construction Contingency - Cap
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Requisition Reminders!

* Enter an understandable asset description
e Use the correct account codes for each line item

e Utilize Internal Notes to communicate all important
asset related information.



Question # 1

You just purchased a microscope for $6,200. Which
account code will you use?

942220 PC/Workstation/Printer Non-Capital

044540 Science Equipment > 8 year life Capital
940501 Office/Reception Capital

o N w >

944010 Science Equipment Non-Capital



Answer # 1

You just purchased a microscope for $6,200. Which
account code will you use?

A. 942220 PC/Workstation/Printer Non-Capital
B. 944540 Science Equipment > 8 year life Capital
C. 940501 Office/Reception Capital

D. 944010 Science Equipment Non-Capital



Question # 2

You just purchased software for an i-Security Server that
costs $8,600 and the software can operate on multiple
servers. Which account should you use?

042560 Software—Servers Capital
042060 Software-Servers Non-Capital
927340 Maint Contract-Server Software

o N wp

942040 Software-Mainframe Non-Capital



Answer # 2

You just purchased software for an i-Security Server that

o O

costs $8,600. Which account should you use?

042560 Software—Servers Capital

942060 Software-Servers Non-Capital
927340 Maint Contract-Server Software
942040 Software-Mainframe Non-Capital



Question # 3

You are purchasing a server. Along with this server, you

o N wp

are purchasing a 1 year support agreement for $7,000 to
address any complications. Which account code
should you use for the support agreement?

028320 Repairs/Maint-Servers

920300 Consult Fee Server Support Services
942230 Server Equipment Non-Capital
927350 Maint Contracts-Servers



Answer # 3

You are purchasing a server. Along with this server, you

onNw >

are purchasing a 1 year support agreement to address
any complication for $7,000. Which account code
should you use for the support agreement?

028320 Repairs/Maint-Servers

920300 Consult Fee Server Support Services
942230 Server Equipment Non-Capital
927350 Maint Contracts-Servers
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Question # 4

The printer you purchased previously is not functioning
correctly now. A service agreement was never
purchased for this equipment. Today you called the
vendor for technical assistance and were charged $250.
What account code should you use?

028320 Repairs/Maint-Servers
920250 Consult Fee PC/Printer Support Services
942230 Server Equipment Non-Capital

o N wp

927350 Maint Contracts-Servers



Answer # 4

The printer you purchased previously is not functioning

o N wp

correctly now. A service agreement was never
purchased for this equipment. Today you called the
vendor for technical assistance and were charged $250.
What account code should you use?

028320 Repairs/Maint-Servers

920250 Consult Fee PC/Printer Support Services
942230 Server Equipment Non-Capital

927350 Maint Contracts-Servers



Any Questions




Fixed Asset eForms

Fixed Assets Disposition and Change

Fabricated Equipment
Oft-Campus Equipment Use

. Building and Infrastructure Disposition



] FA eForms

e Change and Disposition Form

Surplus; Cannibalism; Lost/Missing; Stolen; Change Location or Custodian; Trade-
In; Transfer to Another Dept or Outside Agency; Return to Vendor (do not use; this
eForm will be removed in the future by ITS and will not be processed. Please use the
form provided by the Purchasing Office)

e Off-Campus

To be used when an asset is located off campus

e Risk Mgmt. signature only required if department obtains insurance
Examples:
Equipment used at the NC Research Campus in Kannapolis

Backup servers located in another state

e Fabricated Equipment

To be completed when a department begins to build an asset that will be fabricated.

e Building and Infrastructure (FM use ONLY)



https://imagenow-test.uncc.edu/imagenowforms/webform/5bae770d-0669-4b42-858e-5f530b52908b/
https://imagenow-test.uncc.edu/imagenowforms/webform/5bae770d-0669-4b42-858e-5f530b52908b/
https://imagenow-test.uncc.edu/imagenowforms/webform/66d00e60-53ad-4065-b2b0-ef607dc64164/
https://imagenow-test.uncc.edu/imagenowforms/webform/66d00e60-53ad-4065-b2b0-ef607dc64164/
https://imagenow-test.uncc.edu/imagenowforms/webform/66d00e60-53ad-4065-b2b0-ef607dc64164/
https://imagenow-test.uncc.edu/imagenowforms/webform/66d00e60-53ad-4065-b2b0-ef607dc64164/
https://imagenow-test.uncc.edu/imagenowforms/webform/ca604603-9a33-4b0c-8911-0dd26913f603/
https://imagenow-test.uncc.edu/imagenowforms/webform/ca604603-9a33-4b0c-8911-0dd26913f603/
https://imagenow-test.uncc.edu/imagenowforms/webform/c79fd67d-25cf-48c2-88c0-6667ab9fe59b/
https://imagenow-test.uncc.edu/imagenowforms/webform/c79fd67d-25cf-48c2-88c0-6667ab9fe59b/

Fixed Assets Disposition & Change eForm

* Use this eForm to surplus assets; report assets that are
lost, stolen, or cannibalized for parts; trade-in assets;
transfer an asset to another UNC Charlotte
Department; transfer an asset between agencies;
return product to vendor (do not use); change the
name of the custodian or location of an asset within
your department.

For location changes, do not use “Other-Location Not
Listed”

This option is to be removed. If selected, the eForm will not be
processed by our department

If the location is not listed, contact the Fixed Assets
Accounting Technician
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Fixed Assets Disposition & Change eForm

Asset Disposition and Change Form

¢
\1 f, Reporting and Fixed Assets
W
UNC CHARLOTTE

Preparer. 39 Worthy, Karen Dept:  Controlle

*Authorized Approver. “Action: | Surplus Asset

Assets That Require Action: Surplus Asset

an original cost greater than $5,000 or software greater than $100,000), f you enter the corect Asset Tag #, the comresponding
populate, and vice versa. If any of the assets listed are computers, servers, or other equipment containing a digital storage| (
printers or copiers), the electronic data on the hard drive must be permanently removed in compliance with the [TS "Guid
Media Disposal". These guidelines can be found on the TS website. For additional questions on how to securely dispose
hard drives, please contact the [TS Helpdesk,

Not Fixed Asset * Asset Tag # *Serial # *Model Description




Fixed Assets Disposi

uﬂ > Tasks » By Assign To (Enter NinerNet ID)\321Z7C3_078EWDJ4KOOOE7E

- H “- +

RFA Authorized
Approver
Approval

W Return...

Comments

i

[=

=T~ I =

M Skip

Asset_Disposition_RecDept_Form

Asset Transfer - Receiving Department Form

Provide New Custodian and Location For Each Asset Listed Below
Asset # Asset Description New Custodian ID

| 000085847 | [2018 Nissan Frontier | FoPs

New Location

) - New Fac Mgmt

v

tion & Change eForm

DOCUMENT PROPERTIES

NAME

321Z7C3_078EWDJ4K000ETE

DRA

RFA Reporting and Fixed Assets

Asset Disposition Dept Transfer

FIELD2

3_078ESC|4CO00MSN

32127C3_078EWD)4KOO0E7

t_Disposition_RecDept_F
CUSTOM PROPERTIES
NOTES

Vehicle PP3478 is driven by tect

an Hanner
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Capital Fabricated Equipment

Fabricated Equipment is defined as
tangible property that is built or
assembled from individual parts that
have a combined cost of $5,000 or more
and a useful life of 2 or more years.



4
Grant Property

Grant property that costs over $5,000 is bar coded and accounted for by the
Fixed Assets Office

Purchases of equipment from grant funds must be made under established
purchasing policies AND follow the terms and conditions of the grant

If a grant has additional requirements related to its fixed assets, contact the
Office of Grants & Contracts, to ensure all obligations are met

Under no circumstances can grant property be transferred without the
approval of the Vice Chancellor of Business Affairs

See Policy# 601.12 for more information:
https://legal.charlotte.edu/policies/up-601.12



https://legal.charlotte.edu/policies/up-601.12
https://legal.charlotte.edu/policies/up-601.12
https://legal.charlotte.edu/policies/up-601.12

G
FFIPROC: Fixed Assets Query

* This form is used to initiate a query to obtain an asset
number. You will be able to query based on the
Purchase Order, Description (as entered in the
system), Serial Number, etc.

Access given to Inventory Coordinators



x Fixed Asset Procurement Query FFIPROC 9.0 (BANPROD) ADD BB RETRIEVE JLRELATED 4§ TOOLS ,Q‘

+ FIXED ASSET PROCUREMENT QUERY L3 Settings
Basic Filter  Advanced Filter 0
Origination Tag @ Permanent Tag @  Location @ Description @  Serial Number/VIN (-]
[Add Another Field ... v|
Add Another Field ...
Purchase Order B
Invoice
Origination Tag Permanent Tag Location | Description Serial Number/VIN Cost Purchase Order Invoice Organization | Asset Type  Vendor i Fl?al\or Cance
Asset Type
Vendor
Receiver

Origination Tag Cancel Date 1 of 1
Other Sources
Type

Submission Num

©2000 - 2024. Ellucian. All rights reserved. ellucian.




x Fixed Asset Procurement Query FFIPROC 9.0 (BANPROD) ADD B RETREVE JLRELATED f¥Tools M

1
~ FIXED ASSET PROCUREMENT QUERY £ Settings

Basic Filter  Advanced Filter

Origination Tag @ Permanent Tag @  Location @ Description @  Serial Number/VIN @
Purchase Order @
P2200992| | Add Another Field ... v
e | o
Origination Tag Permanent Tag Location Description Serial Number/VIN Cost Purchase Order Invoice Organization Asset Type Vendor Receiver Origination Tag Cance|

Record 1 of 1

a e

EDIT Record: 1/1 FFBMASTFFBMAST_OTAG_CODE [1] ©2000 - 2024. Ellucian. Al rights reserved. ellucian.



X Fixed Asset Procurement Query FFIPROC 9.0 (BANPROD) B reEREVE M REIATED HtToois A
+ FIXED ASSET PROCUREMENT QUERY £ Settings ¥, Filter

| roirpgain B

Active filters: Purchase Order: P2200992 @ ' Clear All

Qrigination Tag Permanent Tag Location Description Serial Number/VIN Cost Purchase Order Invoice Organization Asset Type  Vendor Receiver origination Tag Cance|
C9400-LC-48H-Cisco Catalyst.. 3,564.17 P2200992 20494612 800739718
T00134232 C9400-LGC-48H-Cisco Catalyst.. 3,564.17 P2200992 70494612 800739718
T00134233 C9400-LGC-48H-Cisco Catalyst.. 3,564.17 P2200992 70494612 800739718
T00134253 000087099 HS303  CISCO CATALYST 9400 CHA... FXS2521Q05Z 21,385.04 P2200992 70505272 24200 DC 800739718
T00134254 000087100 ED3528  CISCO CATALYST 9400 CHA... FXS2521Q0RS 21,385.04 P2200992 70505272 24200 DC 800739718
T00134255 000087101 CT255  CISCO CATALYST 9400 CHA... FXS2520Q1ZT 21,385.04 P2200992 70505272 24200 DC 800739718
T00134256 000087102 HS208  CISCO CATALYST 9400 CHA... FXS2521Q0RQ 21,385.04 P2200992 70505272 24200 DC 800739718
T00134257 000087103 CT002  CISCO CATALYST 9400 CHA . FXS2520Q1Z7 21,385.04 P2200992 70505272 24200 DC 800739718
T00134258 000087104 BI410 CISCO CATALYST 9400 CHA . FXS2520Q12V 24 157 17 P2200992 70505272 24200 DC 800739718
T00134259 000087105 CT453  CISCO CATALYST 9400 CHA . FXS25210Q04T 24 157 17 P2200992 70505272 24200 DC 800739718
T00134260 000087106 ED150  CISCO CATALYST 9400 CHA . FXS2520Q22F 24 157 17 P2200992 70505272 24200 DC 800739718
T00134261 000087107 ED320A  CISCO CATALYST 9400 CHA . FXS2520Q17D 24 157 17 P2200992 70505272 24200 DC 800739718
T00134262 000087108 CTB57  CISCO CATALYST 9400 CHA . FXS2521Q05R 24 157 17 P2200992 70505272 24200 DC 800739718
T00134263 000087109 CT453  CISCO CATALYST 9400 CHA... FXS2521Q0MJ 24157.17 P2200992 20505272 24200 DC 800739718
T00134264 000087110 CT754  CISCO CATALYST 9400 CHA... FXS2520Q265 24157.17 P2200992 20505272 24200 DC 800739718
T00134265 000087111 ED352B  CISCO CATALYST 9400 CHA... FSX2521Q060 24157.17 P2200992 20505272 24200 DC 800739718
T00134268 QSFP-40/100-SRBD=-100G a.. 890.25 P2200992 20505272 800739718
T00134267 QSFP-40/100-SRBD=-100G a.. 890.25 P2200992 20505272 800739718
T00134268 QSFP-40/100-SRBD=-100G a.. 890.25 P2200992 20505272 800739718
T00134269 QSFP-40/100-SRBD=-100G a.. 890.25 P2200992 20505272 800739718
M4 2of23p M Per Page Record 21 of 456

a | X

Record: 21/456 FFBMASTFFBMAST OTAG CODE [21] ©2000 - 2024. Ellucian. All rights reserved. ellucian.
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FFIMAST: Fixed Assets Master Query

* This form is used when you have the asset number and
wish to obtain additional information about an asset

such as the Asset Cost, Net Book Value (NBV),
Custodian, In-Service Date, etc.



X Fixed Asset Master Query FFIMAST 9.3.16 (BANPROD)

Asset Tag: 000085268

~ MASTER INFORMATION

Origination Tag
Permanent Tag

Primary Tag

Subordinate Type

Origination Tag Date

Asset Description
Commodity

Unit of Measure

Insurance Value

Market Value

Cost

Total Cost

Record: 1/1

T00073698

000085268

03/01/2018

INCUBATOR

Capitalization Indicator

Asset Text Exists

FFBMAST.FFBMAST_OTAG_CODE [1]

ADD B RETRIEVE  d& RELATED

Permanent Tag Date ~ 03/26/2018
Last Adjustment Date  06/30/2023

Origination Tag

Cancel Date

System Status Code Invoiced

Asset Type 944540-Science Equip >12 yr life

User Status Code

Replacement Value

Book Value

Tag In Use

Gift Indicator

Net Book Value 4,171.49

Total Net Book Value 4,171.49

©2000 - 2024. Ellucian. All rights reserved.

f¢Toos A

( Start Over \|

Y, Filter

ellucian.




X  Fixed Asset Master Query FFIMAST 9.3.16 (BANPROD) ADD B RETRIEVE ML REIATED % TOOLS

Asset Tag: 000085268 [ statover

J

v PROCUREMENT INFORMATION Y. Filter

Origination Tag

Vendor Code
Purchase Order
Purchase ltem
Receiver
Receiver Date
Invoice

Invoice Date

Other Source Data

Document
Type
Sequence

Transfer Data

Date
COA
Organization

Location

READ Record: 1/1

T00073698

800000432 Fisher Scientific Co LLC
P1818909

1

20307793

03/01/2018

1 UNC Charlotte

17200 Biological Sciences

TE366C 0056- 03-366C - Woodward Hall

FFBMAST.FFBMAST_COAS_CODE_RESP...

Permanent Tag

Submission Number
Invoice Item
Cancel Date
Credit Memo
Instaliments

Recurring

Document Tag Date

Source Submission

Grant
Custodian ID

Equipment Manager

©2000 - 2024. Ellucian. All nghts reserved.

Chakrabarti, Kausik



]
Gift Property

* Gift property that costs over $5,000 is bar coded and
accounted for by the Fixed Assets Office

* Acceptance of gifts should be coordinated with the Vice
Chancellor for Development

* Always view the equipment before accepting it

* See Policy# 602.2 for more information:
https://legal.charlotte.edu/policies/up-602.2



https://legal.charlotte.edu/policies/up-602.2
https://legal.charlotte.edu/policies/up-602.2
https://legal.charlotte.edu/policies/up-602.2

G
Tagoin

* Tag hasa bar code and six digit
number

Per UNC-System Standards, assets
must be tagged within 6o days of
invoice payment date

e All fixed assets are physically tagged
except for buildings, infrastructure,
land, and mainframe software.

Model No.




Annual Inventory

* Inventory is conducted from August to June

* Department liaisons will receive email notification
from our office with established deadlines

e Inventory Control will no longer verity 100% of physical
inventory



Annual Inventory (cont.)

Fixed Assets will determine which departments/assets will be
verified by Inventory Control

If your department is selected to have asset(s) verified by Inventory
Control, the process will be the same as prior years.

[f your department is not selected, Inventory Control will NOT verify
your asset(s). Your department will (1) verify assets , (2) input
eForms to reflect changes needed (i.e. custodian change, location
change, missing, etc.), and (3) submit signed reports to Fixed Assets

e If applicable, Check your assets listed before Inventory
Control comes to verify them and make respective
changes via the respective eForm (i.e. location change,
custodian change)



Annual Inventory (cont.)

* The custodian is responsible for making all assets
available during inventory

* After physical inventory, we will send you an updated list
for your Department Head to sign and return to us within
10 business days.




Department Inventory Report

A B c

2023-2024 Inventory

H

Printed name of Inventory Clerk:

ORG Code: 17300

Department Name: Greenhouse

Department Contac Amy Mcintosh / Jeff Gillman
Phone Number: 704-687-0719

Printed name of Department Contact: Amy Mcintosh / Jeff Gillman Inventory Key:

F = Found
By Signing, | confirm that there are no changes to the listed assets other than those noted on this form NF = Not Found
Signature of Department Contact: S = Surplus

Required to be obtained by Inventory Control prior to leaving the department ST =Stolen (requ
# of Assets: Total Inventory Valu

Result of CORRECTIONS Noted Below (when applicable) Information Currently in Fixed Asset System

- informationCurently inFixedAssetSystem |

Physical Other Changes as Noted

Inventor | Location (Including Clearer Description)...

y (seekey | SPoUld | Custodian Name should | [For example: "MFIR s/b Kawasaki & Acquisition | Acquisition Custodian

attoprigny | be.. be... serial # s/b QB0744-832] Asset # Description Custodian Name status | Title To

00008368< MMO000 2014 Carryall 500 Golf Cart CLUB CAR ME1449521126 (G-30) 6/9/2014 $9,508.22 Davis, Edward N.

EMPLOYEE UN

00008369C MMO0O000 2014 Carryall 500 Golf Cart CLUB CAR ME11449521130 (G-31) 6/9/2014 $9,508.21 Davis, Edward N. EMPLOYEE UN

000087365 MMO000 CLUB CAR CARRYALL CLUB CAR EE: 449582 CARRYALL 1 Frazer, Shawn EMPLOYEE UN




DocuSign Envelope ID: 3472C760-7TAED-4DAF-A38B-4BFEF4CB4233

FINAL UPDATED FIXED ASSETS 2023-2024 INVENTORY REPORT - ORGANIZATION 17300 - Greenhouse

Academic Affairs (Div)
Run Date: 02/19/24

LO-
ASSET# CATION DESCRIPTION MFGR SERIAL # MODEL

0000836889 MMOOOD 2014 Carryall 500 Golf Ca  CLUB CAR ME1448521126 (G-30)
000083680 MMOOOD 2014 Carryall 500 Golf Ca  CLUB CAR ME11449521130  (G-31)
000087365 MMO000  CLUB CAR CARRYALL CLUB CAR EE2335-440532  CARRYALL

TOTAL 17300

| have reviewed the following inventory and accept it as being correct.

. Jeff Gillman
Print Name

DocuSigned by:
@fp Ellman
Signature! .

Date 02/22/2024 | 10:32 AM EST

ACQ ACQ CUST TITLED
DATE COST CUSTODIAN STAT TO
2014/06/09 950822 Davis, Edward N. EMPLOYEE UN
2014/06/09 9.508.21 Davis, Edward N. EMPLOYEE UN
2022/06/30 13,822.61  Frazer, Shawn EMPLOYEE UN

32,839.04

CNT



Department Inventoryv Repor

DocuSign Envelope ID: 44DAC370-65C4-4F11-AT1B-0372FDEC1DF4
2023-2024 Inve ntDry Printed name of Inventory Clerk: Alan Yehoshua-Coffman

ORG Code: 26500 Round: Printed name of Department Contact: Sherry Washington Inventory Key:
2

Department Name:  International Programs F = Found
Department Contact:  Sherry Washington
Phone Number: 704-687-7745 [ 704-687-7755 Signature of Department Contact:

swashi31@charlotte, edu Required to be obtained by mwntmﬂmm{ prior to leaving e department
# of Assats: ‘Total Inventory Value: $20,818.00

CORRECTIONS Noted Below (when licable)
Other Changes as Noted (Including

Clearer Description)...
Inventory

fsee key st Location Custodian Name should | [For example: "MFKR 5/b Kawasaki & serial #
top right) |Should be... be... s/b 0B0744-832] Asset# | Location Description Serial #

By Signing, | confirm that there are no changes to the listad assats mnew those poted on this form| INF = Not Found
e § = Surplus [requires Disposition Form)

ST = Stolen [requires Disposition Farm
and Police Report)

Information Currently in Fixed Asset System

Result of
Physical
Acquisition | Acquisition Custodian
Model Date Cost Custodian Name | Status Title To

West Deck  Sherry Washingten 000083065 WDO000 2013 - Dodge Caravan 4RDGBGIDR506453  (PP-1727) 10/4/2012 $20,818.00 Gallegos, Joel A EMPLOYEE UN

C\Users\swashi31\Downloads\ 26500 - International Frograms




Final Inventory Report (needs si

DocuSign Envelope ID: B84CB06F-A3FF-4D86-84FD-5923D4065ATC

FINAL UPDATED FIXED ASSETS 2023-2024 INVENTORY REPORT - ORGANIZATION 26500 - International Programs
Academic Affairs (Div)
Run Date: 11/10/23

0- ACQ ACQ CUST TITLED
ASSET# CATION DESCRIPTION MFGR  SERIAL # MODEL DATE COST CUSTODIAN STAT TO CNT

000083065 WDOOOD 2013 - Dodge Caravan DODGE 4RDGBGYDRS0B453  (PP-1727)  2012M10/04 20,818.00 Washington, Shemy L. EMPLOYEE UN 1

TOTAL 26500
20,818.00

I have reviewed the following inventory and accept it as being correct.

sherry washington
Print Name

DocuSigned by:
(SWW Wasleinsfon. 11/10/2023 | 11:15 Am EST

Signature Date




4
Missing Assets

A missing asset list is compiled during the Annual Inventory

The Fixed Asset Office will email departments a list of assets that
were missing to be confirmed by departments (those identified by
department or Inventory Control)

Inventory Control re-verifies any assets that have since been found

Final missing assets are forwarded to the Vice Chancellor of
Business Affairs, the respective Vice Chancellor over the impacted
department, Department Heads, Chancellor, and Internal Audit.
They are also included on the State Bureau of Investigation Report

Campus departments are responsible for safeguarding their assets
and documenting the procedures in place to do so. This applies to
not only capital equipment, but also to non-capital equipment that
is sensitive to theft or misappropriation (such as computers).



Pilferable Equipment Template

2026 List of Pilferable Equipment
povsed /e c CHARLOTTE

ORG Code:

The purpose of this template is to provide an example of important information to maintain regarding pilferable equipment. Examples of pilferable equipment that
Department Name: shall be maintained by each department includes:

Department Contact: Laptops
Phone Number: Tablets

Projectors

Recording Equipment (Digital and Video Cameras)
Other Pilferable Equipment Costing Between $1,000 and $5,000

I : Total Value: $0.00

Comp/Equip Type| Description Location facturer | Serial # | Acquisition Date |Acquisi‘l'ion Cost| Purchase Reference # | Responsible Employee | Date of Surplus/T i i Other Notes

Laptops -

In accordance with University Policy 601.15, "Department Heads and Unit Directors are required to control electronic devices (i.e., computers, laptops, tablets, projectors, and recording equipment (digital and video cameras)) less than seven years old with an acquisition cost between
1,000 and $5,000. Departments are strongly encouraged to control all other pilferable assets. Departments may maintain their own databases or spreadsheets of assets to track equipment locations, serial numbers, and other pertinent information. The Fixed Assets Office can provide
assistance in setting up deparimental inventory processes. Each department is also subject to internal and external audit verifications on a sample of all assets.”

By signing, | attest this listing includes all pilferable assets and all information on this form is correct

Signature of Department Contact:

Date:

This template contains helpful information to identify pilferable equipment
within your department. It is recommended that departments verify
pilferable equipment at least annually




Department Head Responsibilities

Take adequate precautions to ensure that arson, damage, theft,
embezzlement, or misuse of any asset is prevented.

Comply with University, State, and Federal Policies and
Guidelines regarding inventory verification, inventory disposal,
and reporting lost or stolen inventory.

If stolen/missing asset(s) contains sensitive data such as
personal identifying information, contact is also made with the
responsible oversight office over the investigation and reporting
of loss of sensitive data (Legal Office, ITS, Internal Audit).

Upon a change in management, conduct an internal review and
account for all assets (Recommended by UNC-System Standards
as a “Best Practice”).



Property Liaison Responsibilities

* Assist with tagging of assets and Annual Inventory

* Locate department assets and complete verification. ***
This is especially important to complete before Inventory
Control comes to verity if your department is selected.

* Provide the condition of grant-funded assets (good, fair,
poor) annually

* Initiate appropriate eForm to update assets (i.e. — stolen,
lost, location change, missing/defaced tag, transfers,
surplus, traded in)



Accountability

Fixed Assets have become more scrutinized in recent
years during state audits and the Chancellor

!

Not following correct policies and procedures leads to
audit findings

{

Could lead to restrictions on how we spend state funds!



Question # 1

[f you have equipment you no longer need and use, you
can give it away to another department or state agency
for their use by sending them an email to tell them to
come pick it up?

* TRUE

* FALSE



Answer # 1

[f you have equipment you no longer need and use, can
you give it away to another department or state agency
for their use by sending them an email to tell them to
come pick it up?

* TRUE

* FALSE



4
Question # 2

A Fixed Asset Equipment Disposition / Transfer Form
(“eForms”) should be completed when you:

A. No longer need or can use equipment

B. Want to transfer equipment or supplies to another
department

C. An asset cannot be located during annual inventory
process

D. You want to loan equipment to another institution,
agency, etc.

> E. All of the above



Answer # 2

* A Fixed Asset Equipment Disposition / Transfer Form
should be completed when you:

A. No longer need or can use equipment

B. Want to transfer equipment or supplies to another
department

C. An asset cannot be located during annual inventory
process

D. You want to loan equipment to another institution,
agency, etc.

E. All of the above
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Question # 3

During the Inventory process the department liaison

should:

A. Know the location of every asset listed on their
department’s report

B. Accompany Inventory Control as they verity the list
of assets (if applicable)

C. Make any corrections or additions to the inventory
list by entering the respective eForm

D. All of the above



4
Answer # 3

During the Inventory process the department liaison

should:

A. Know the location of every asset listed on their
department’s report

B. Accompany Inventory Control as they verity the list
of assets (if applicable)

C. Make any corrections or additions to the inventory
list by entering the respective eForm

D. All of the above
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Question # 4

[f more than one purchase order is being used to build
one asset that will total $5,000.00 or greater you must

complete a form before fiscal year
end.

Asset Disposition and Change eForm
Oft-Campus Equipment Use eForm
Fabricated Equipment Form

o N wp

Building and Infrastructure Disposition eForm



Answer # 4

[f more than one purchase order is being used to build

o N %>

one asset that will total $5,000.00 or greater you must

complete a form and forward to Fixed
Assets before fiscal year end.

Asset Disposition and Change eForm
Oft-Campus Equipment Use eForm
Fabricated Equipment Form

Building and Infrastructure Disposition eForm



Important Takeaways

All employees are responsible for protecting the University’s property

Use correct account codes and give full descriptions of assets for
requisitions in the internal notes section in 49er Mart

-~ Assets must be tagged within 6o days of invoice payment date
-~ When applicable, complete the correct Fixed Assets Forms
Prepare for your Annual Inventory

Visit our website:

https://finance.charlotte.edu/about-us/offices/controllers-office/reporting-
fixed-assets




G
Fraud and Misuse: Duty to Report

» State Employees have a responsibility to report fraud,
theft, and misuse.

University Policy 8o04: Standards of Conduct
University Policy 803: Whistleblower Protection

e If asset misuse, theft, or fraud is suspected, report it to
the fraud hotline (link can be found on the website for
Internal Audit).



4
Reporting & Fixed Assets Office

Department Email:

Amy Hisler

Controller

FixedAssets@charlotte.edu

Melissa Roberts Kim Seamans

This email is to be used for Assistant Controller-Financial Semtiom B ial R i

. - t
Fixed Assets Forms and/or Reporting O eourtant
General Fixed Assets Inquiries (704) 687-5755 (704) 687-5752

* Kendra Williams Wardell Kerson Caroline Allen
Fixed Assets Manager Senior Financial Reporting

(704) 687-5780 Accountant Accountant
(704) 687-5785 (704) 687-5756

Veronica Harvey * David Bailey

Plant Fund & Reporting
Accountant

(704) 687-6065

Fixed Assets Accounting Tech.
(704) 687-5754


mailto:FixedAssets@uncc.edu

Inventory Control Personnel

Scott Brechtel

Director of Materials
Management

Xavier Richardson

Warehouse Manager

(704) 687-7112

John Cashion

Stock Supervisor

(704) 687-0374

Sarah Love
Stock Clerk

Jeffery Williams
Stock Clerk




Questions?

iy
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