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ATTACHMENT E5: ASSET & PROPERTY MANAGEMENT PROCESS
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ASSET & PROPERTY MANAGEMENT PROCESS (Continued)


Asset Acquisition
Describe the process for recording assets acquired using E-rate discounts.  Include responses to the following questions in your process description:
· What is the process for identifying assets received as E-rate funded assets?

· How are the assets tagged?

· What information is collected and used to record the assets and in what system?

· Who records the information in the system?

· How are the assets identified as E-rate assets?

· How is the accuracy of the information recorded in the system assured?

· What process assures the information is recorded timely?

· What process is used to record changes to the asset records?  What process assures such changes are timely and accurately made?

· Where are assets purchased but not yet placed in service stored?  How is this location secured?

	


Asset Transfer
Describe the process for moving assets acquired using E-rate discounts.  Include the following aspects in your response

· How are the assets being moved documented as to the new location?

· What approvals are needed prior to assets being transferred?

· How is the asset transfer recorded in the system?

· Who records the asset transfer in the system?

· How is the accuracy of the information recorded assured?

· What process assures all transfers are captured and recorded timely?

· Are any periodic physical inventories taken of the equipment and if so, how often?

	


Asset Disposition
Describe the process for disposing of assets acquired using E-rate discounts.  Include the following aspects in your response:
· What information is captured upon the decision to dispose of E-rate funded assets?  What documentation is required of that decision?

· What information is captured upon the sale of such assets and on what form?
· What information is captured upon the trashing of such assets and on what form?
· Who records the information in the system?
· What process assures any assets intended to be discarded as trash are disposed of in that manner?
· What process assures all asset disposals are recorded and recorded timely?
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