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Foreword

Purpose

This manual contains instructions for maintaining accurate inventory records in the
Minor Capital inventory system in accordance with state regulations and policies.

The Minor Capital inventory system:  (1) provides control and accountability over
capital assets and non-capitalized small and attractive assets; and (2) provides
information needed for the preparation of financial statements.

Changes will be issued as required to improve the guidance and to keep this manual
current.

Definitions

CAPITAL ASSETS - are assets that meet the state’s capitalization policy such as
land, improvements to land, easements, buildings, leasehold improvements,
vehicles, machinery, equipment, works of art and historical treasures,
infrastructure, and all other tangible or intangible assets that are used in state
operations and that have initial useful lives extending beyond one year. Capital
assets do not include depletable resources such a minerals or timber.

Capitalized assets - are items with a unit cost (including ancillary costs) of $5,000
or greater and a life expectancy of one year or more.  See Appendix 4 of this
manual for the list of commodity code numbers and their descriptions.

Small and attractive assets - are items WSDOT has identified to be particularly
vulnerable to loss with a unit cost of $300.00 to $4,999.99 and a life expectancy of
one year or more.  See Appendix 4 of this manual for the list of commodity code
numbers and their descriptions.

References

RCW 43.19.1917 – Requires state agencies to account to the Office of Financial
Management (OFM) state owned equipment, upon request, and to maintain records
as OFM deems necessary for proper accountability.  The term “state equipment”
means all items of machines, tools, furniture, or furnishings other than expendable
supplies and materials as defined by OFM.

State Administrative and Accounting Manual (Office of Financial Management),
Chapter 30 – Capital assets.

This manual informs WSDOT employees of the requirements to identify and
protect assets that are particularly vulnerable to loss per OFM 30.40.20.
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Other Capitalized Assets

Procedures for other capitalized assets and asset inventory systems are the
responsibility of the following offices and are covered in separate manuals, as
follows:

· Real Estate Information System (REIS) for real estate – Contact
Environmental and Engineering Programs, Real Estate Services office.

· Capital Facilities Inventory System (CFIS) for buildings and related site
improvements – Contact the Maintenance and Operations Programs,
Facilities office.

· Information technology equipment (Netman inventory system) for
computer equipment – Contact the Finance and Administration Division,
Information Technology office.

· Rolling Stock such as vehicles, heavy equipment, etc. Fleet and
Equipment Management System (FEMS).
– Contact the Maintenance and Operations Programs, Equipment
Administration office.

· Transportation Assets Reporting and Tracking System (TARTS) – Contact
the Finance and Administration Division, Accounting Services office.

· WSF maintains an inventory of their vessels and terminals on an Excel
spreadsheet.

Ethics

WSDOT ethics standards and good business practices require all state property be
used for official business only.

____________________________________

Assistant Secretary,
Finance and Administration Division
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Goals and Responsibilities
Goals

Goals of WSDOT in the management of capital assets inventory include:

1. Efficient utilization of and accountability for all capital assets inventory owned
and controlled by the department.

2. Standardization of inventory control methods throughout the department.

3. Disposition of inventory which has been determined to be in excess to the
department’s needs.

Responsibilities
The responsibility for proper management of inventory is inherent for all
managers and supervisors.

All WSDOT employees using capital assets inventory items are required to
safeguard property in their care, to use the inventory items in a proper manner,
and to report the loss or damage of any item to their supervisor.

Assistant Secretary, Finance and Administration

Overall responsibility for capital assets.

Executives and Managers

1. Manage, control, and safeguard property under their jurisdiction.

2. Exercise line responsibility for thorough and successful implementation of
the procedures and intent contained herein.

Manager, Administrative Services

Exercise overall staff responsibility for maintaining polices and intent of
this manual.

Manager, Purchasing and Materials Management

1. Exercise department-wide staff responsibility, under the direction of the
Manager, Administrative Services, for the implementation and maintenance
of the Minor Capital Inventory System and other programs as discussed in
this manual.

2. Under the direction of the Manager, Administrative Services, serves as the
department’s materials manager.

3. Maintain an effective field survey/review program to increase system
efficiency and effectiveness, provide training as needed, and increase top
management visibility.
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Chief, Accounting Services

Maintain accurate reporting and balancing of accounting records affecting inventory
values, vendor payments, and moneys received from disposal action in accordance
with the intent of this manual and the OFM State Administrative & Accounting
Manual (SAAM).

Chief, Office of Information Technology

1. Provide data processing support for all capital assets inventory systems
to include:

a. Producing accurate, on time reports,

b. Maintaining accurate system calculations, and,

c. solving problems and implementing repairs to the system.

2. Redevelop programs for system enhancement at the request of the
appropriate program manager.

2:P65:DP/FAIM
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Manual Improvement Suggestion Form

PURCHASING AND MATERIALS MANAGEMENT

There are several ways that you, our customer, can assist us in our efforts to continuously
improve service to you. If you have recommendations to improve the processes in this
manual you may:

1. Photocopy specific pages and make your recommended changes on those page,

2. E-mail us with any recommended changes, OR

3. Photocopy this form and fill out the appropriate blocks and send to the address indicated
below.

We will respond to your recommendation within 30 days of receiving it in this office.
Thank You.

Purchasing and Materials Manager
PO Box 47415
Olympia, WA 98504-7415

(360) 570-6711

Name and title:

DATE:

MAIL TO:

FROM:

PHONE:

PHONE:

ADDRESS:

MANUAL:

RECOMMENDATION FOR IMPROVEMENT:

SECTION: PAGE:

ACTION TAKEN:

 IMPROVEMENT SUGGESTION FORM
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Organization of Manual

This manual is divided into the following parts.

Part I Narrative

The narrative gives the reader a procedural overview of how various Minor Capital
functions are accomplished and tied to each other. A camera is used as the vehicle
to explain how the ordering, receiving, transfer, and disposal processes work.
Appendices are used to expand on the narrative and provide the necessary detail
that allows this section to stand on its own.

Part II Forms

Provides the reader with a list of all forms used in the Minor Capital Equipment
System.

Part III The Computer System

This section briefly discusses the computer system, its capabilities, and operations
available to the user.

Part IV User Procedures

This is a detailed discussion of how the various forms are filled out, how the infor-
mation is entered into the computer via the terminal, and how to maintain the
system.

Part V Reports

This section provides instructions on how to produce weekly/monthly activity
reports and how to on request reports. It also gives detailed information such as: the
report number, description, purpose, sequence, frequency, distribution, and volume
of each report.

3:P65:DP/FAIM
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Part I Narrative

A. Introduction

The legislature mandates through RCW 43.19.1917 (Appendix 1) that every state
agency be held accountable for its personal property. Personal property is the term
used for the agency’s capital assets other than real estate.

The WSDOT Minor Capital Inventory System has been designed to meet this
legislative requirement. It also allows the user to make special inquiries and write
his own reports.

B. Foundation

The Commodity Code Catalog and the Facility Control Record (Appendix 2),
form the foundation on which the Minor Capital Inventory System rests. Every
minor capital item has to be assigned a commodity code (using the Commodity
Code Catalog) and a physical location code (using the Facility Control Record).

A complete physical inventory of all Minor Capital equipment within your
organization is required every two years. All the necessary information to
successfully conduct the Minor Capital Physical Inventory is contained in
Appendix 2.

Once this task is accomplished, maintaining the inventory is a relatively simple
process if procedures in this manual are followed.

C. Programming for Procurement
I am sure you know as well as I do that nothing happens within state government
without a plan. Minor Capital equipment purchases are no exception to this rule.
You just don’t run out and buy a camera whenever the mood strikes you. Instead,
you make your supervisor aware of your need. If he feels your request has merit
and is justifiable, he will see to it that the camera you want is included in the
expenditure plan.

Before going through the ordering process, your supervisor may request you
inquire if another region or agency has surplused the type of camera that would
fill your need. If this turns out to be the case, it is a relatively simple matter to
arrange a transfer.
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One source that can assist you in locating surplus items is the Washington State
Department of Transportation (WSDOT) Surplus Intranet System. The
procedures for using this system is in Appendix 3.

All requisitions for Minor Capital equipment will be checked against the Surplus
Inquiry. This will prevent the department from purchasing equipment which is
surplus somewhere else within the agency.
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D. Ordering
For the sake of this discussion, let’s assume that the Surplus Intranet Inquiry did not
list a camera that would fulfill your requirements. Consequently, it will be necessary
to order the camera through the appropriate procurement process as outlined in the
Purchasing Manual (M 72-80).

D.1 Purchase Requisition and Field Order
Your supervisor, in conjunction with the program manager, will confirm that suffi-
cient funds are available for the proposed purchase. Then either a Purchase
Requisition or a Field Order is initiated.

Note: You may sometimes be able to use the WSDOT Purchasing Card for the
purchase of Minor Capital items.

If you experience any difficulty in filling in the fields, contact your Supply
Officer for assistance. Your office (the originating office) should retain a copy
of the requisition.
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The five copies of the Field Order are distributed according to the following sched-
ule:

Vendor’s Copy — To Camera World

Accounting Copy — File Copy
These copies are

Agency Copy — File Copy returned to you —
the originating office.

Receiving Report Copy 1 — Becomes Pay Document

Receiving Report Copy 2 — File Copy

Note: If an item is acquired with federal funds, you must have prior approval of the
appropriate federal agency to purchase/acquire the item(s), i.e., Federal Highway
Administration, Federal Aviation Administration, etc.
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E. Receiving
Hopefully, you will receive your camera in the not too distant future. In any event,
your Administrative Officer or Supply Officer will call your office and notify you
that the camera has been received and is ready for pick up.

Note: To determine if your purchased item(s) is minor capital equipment, see
Minor Capital Property Definition (Appendix 4).

Once the camera is in your possession, your first brush with the Minor Capital
Inventory System is over. Now that wasn’t all that bad, was it? Naturally, it is
your responsibility as the user, to safeguard the camera as well as all Minor Capital
Equipment under your control. As a matter of fact, this safeguarding is a Property
Management Function (Appendix 5) visible at all levels of management.

Upon close examination, you will notice that your camera has been given
a tag number (Appendix 6) and permanently stamped with Washington State
identifier. Tag number placement (Appendix 7) should be in the vicinity of the
left side toward the back of the camera.

The steps involved in receiving your camera are as follows. These steps are usually
performed by the Regional Supply Officer. However, the responsibility may be
delegated to the Organization Code Supervisor.

1. The camera is received from the vendor along with the accompanying
documentation (packing slip, receiving report, and invoice).

2. The camera is unpacked and a comparison made as to what was received
against what was ordered.

3. The Washington State marking is applied and a tag number is assigned to
the camera and entered into the region’s log. A Bar Code Tag is applied to
the camera.
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E.1 Minor Capital Add/Change Form

4. The Minor Capital Add/Change Form (DOT 721-001) is to be completed.
It is a two-part form, and the white is sent to the Organization Code
Supervisor to which the camera is assigned. The yellow copy is sent to
Regional Accounting with the Vendor Payment document.

This form is available in electronic forms under window application
FileMaker Pro.

The completed form shown below is sent by the Supply Officer to their
Regional Accounting. The Accounting Office completes the voucher, warrant
register, and date paid fields (circled on sample), and initiates payment.
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At this point, the item may be entered into the system via the terminal
if you take steps to ensure the voucher number, warrant register, and date
paid are entered into the system as soon as they are received from the
Accounting Office.

5. Regional Accounting processes the vendor billing documents for payment
and completes the accounting fields (voucher, warrant register, and date paid)
on the Minor Capital Add/Change Form.

IF THE ITEM IS OVER $5,000 AND WAS PURCHASED WITH
FEDERAL DOLLARS, the percent of federal participation must be entered
in the participation field which is in the square. Additional accompanying
documents your Supply Office sends to Accounting are:

a. The Vendor’s Invoice, and

b. Receiving Report Copy 1 (one of the Field Order copies).

Upon receipt of the form, your Supply Officer will add the item to the
inventory file via the terminal.

Note: The voucher, warrant register numbers, and date paid are required on
the form before Supply Officer enters item.

Note: If the WSDOT Purchasing Card was used for the purchase,
insert “PURCARD” in the field labeled Order on the Minor Capital
Add/Change Form.

6. Once payment is initiated, the Regional Accounting Office sends the
completed form back to the Supply Officer.
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E.2 Adding New Items to the Master File

7. The completed Minor Capital Add/Change Form is received and the new item
is added to the Master File via the terminal.

If the item has been entered earlier, then the voucher number, warrant register
number, and date paid are to be entered into the system now.

A copy of the report shown below will be your confirmation that the camera
has been added to your inventory. The report is self-explanatory. Should you
discover any errors, contact your Supply Officer immediately, so that he can
make the necessary corrections.

When your region needs to know what Minor Capital items they purchased
with federal dollars and the percent of federal participation, call Headquarters
Purchasing and Materias (570-6720) and the report will be sent to you the
following day (see Reports Section).

8. The inventory system will automatically issue an Additions and Inventory
Action Costs (R23040-BA) activity report that lists all the additions to inven-
tory that were processed during the previous week. THE REPORT IS TO BE
VERIFIED THAT NO KEYPUNCH ERRORS HAVE TAKEN PLACE.

8
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E.3 Changing and Correcting Items on the Master File

If the Additions and Inventory Action Costs activity report reveals that a
keypunch error has crept in, it will be necessary to change or correct items on
the inventory file.

If you discover that some of the information regarding the camera is in error or
that some information needs updating, notify your Supply Officer immediately.
More than likely, he will require that you fill out a Minor Capital Add/Change
Form (shown below).

The fields you will have to code are as follows:

1. The tag number field,

2. The field or fields that required the updating, and

3. The Action Code field (Enter “C”).

Sign or have the form signed and submit to your Supply Officer, he will see to it
that the indicated corrections are made.

Note: The Supply Officer must use the transfer screen to change the following:

• organization code

• agency

• fund

• program

• site

• equipment number
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F. Repairs
Your camera takes beautiful pictures. Such an improvement over trying to sketch.
However, the film advance is faulty. At least two or more attempts must be made
before the film will advance. Something is wrong and the camera should be repaired.

To make the repair arrangments, you should contact the Supply Officer in your
region. They can advise you as to vendor selection and if there is a contract for
repair for your camera. They can also make repair arrangements for you, if desired.

When the item has been repaired and returned to you, notify the Regional Supply
Officer of the repair cost amount. They will enter this amount into the Minor
Capital Inventory System as repair cost for that item.

G. Biennial Physical Inventory
Every two years, the department is required to conduct a physical inventory of
all its Minor Capital equipment.

The steps for conducting the physical Inventory are quite simple and
straightforward.

1. The Minor Capital Equipment Manager, in conjunction with Headquarters, will
set the dates when the inventory count is to be conducted.

All the necessary information to successfully conduct the Minor Capital
Physical Inventory is contained in Appendix 2).

2. A listing of equipment assigned to your area will be made available to your
supervisor. He or she will designate one or more disinterested individuals to
conduct the Minor Capital Equipment Inventory for your organization code,
sections, or unit.

A disinterested individual is a person who is neither directly responsible for the
assets nor supervised by the person responsible.

G.1 Compiling Physical Inventory Data

3. The required information is not difficult to obtain and consists of the inventory
taker’s name, organization code, region, site number to which the items are
assigned, and the date that the inventory was taken.

Naturally, your repaired camera was inventoried and found to be in
good condition.

4. Once the counted items have been entered into Minor Capital Inventory
System, you and your supervisor will be made aware of any discrepancies
such as missing items (you forgot to count the camera in Mr. Jones’ car) or
items new to your location (you “borrowed” Charlie’s typewriter and forgot
to fill out the transfer form) that will have to be resolved.

G.2 Found Items During Physical Inventory

Items “found” during inventory that are not on your list are to be added
to the system via the Minor Capital Add/Change Form during physical
inventory. If you encounter any difficulties with the Physical Inventory,
contact your Supply Officer immediately. He or she can give you direction
and clear up any problems.
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This is the completed form used to add an item to the system that was “found”
during the physical inventory. The Voucher, Warrant Register, Acquisition
Cost, and Date Received fields must be filled in:

a. PHY in the Voucher field.

b. INV in the Warrant Register field.

c. The Acquisition Cost is to be the average acquisition cost of like items
already in the system. If no others exist in the system, an estimated fair
market value is to be entered.

d. The Receipt Date and the Date Paid is the date the item was inventoried.

e. Supply Officer will assign tag number.
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G.3 Possible Reasons for Missing Items (Appendix 9)

5. Finding out what happened to a missing item may not be as simple as this
part may lead you to believe. In fact, it can be downright frustrating and time
consuming. It will require the active involvement of the Supply Officer and the
affected Organization Code Supervisor to either find the item, come up with a
valid reason why the item is missing, or after all the nooks and crannies have
been searched, presume the item lost or stolen.

Lost or stolen items and what to do about them is discussed in Part I, Section I,
of this manual.

G.4 Equipment By Organization By Location Report

6. Once the status of all missing items has been resolved, each six-digit
Organization Code Supervisor will receive a listing of all Minor Capital
equipment under his or her control. Actually, the Organization Code Supervisor
will receive three copies of the Equipment By Organization By Location
Report. The Organization Code Supervisor signs all three copies of the report;
retains one copy for his or her records, the second copy is routed to the
Regional Supply Officer; the signed original is returned to Headquarters
Purchasing and Materials.

When a change of six-digit Organization Code Supervisor occurs, the Regional
Administrative Officer is to request an Equipment By Organization By
Location Report for that organization code from Headquarters Purchasing and
Materials.The report is then sent to the departing Organization Code Supervisor
advising him to certify the listing is correct. He should be made aware this may
involve taking an inventory.

The Regional Administrative Officer will notify the incoming Organization
Code Supervisor of his responsibility and to verify the report by signing
below the departing supervisor’s signature.

If Headquarters Purchasing and Materials has not received the signed report
within 30 days of the incoming supervisor’s starting date, the last signed copy
of the report will be considered correct and the incoming supervisor will
assume responsibility for items listed.

G.5 Summary of Lost and Missing Items Report

7. Headquarters Materials Management will also review this listing and if a
trend is noted, will ask Regional Administrator/Assistant Secretary
for an explanation. If their response is not satisfactory, Internal Audit will be
requested to investigate.
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H. Transfers
Well, the inventory is behind you; at least for this year, and your supervisor has
given you a new temporary job assignment.

Looks like you won’t be needing your camera for a month or two. The fellow
across the hall has expressed an interest in using it until you need it again.

H.1 Minor Capital Property Transfer (Within Region)
In order to accommodate him, you must go through your Supply Officer.
Your Supply Officer will have both parties involved complete a Minor Capital
Property Transfer Form shown below.

Fill out all the fields that you have information for. Both Organization Code
Supervisors must sign the responsible supervisor fields; otherwise, the transfer will
not be made. Route the completed form to your Supply Officer; he will update the
master file on the computer. In addition, he will send a transfer report to the
respective “Responsible Supervisors.” All parties involved should keep a copy of
the transfer form for their records.
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Once this is accomplished, your Supply Officer will initiate the necessary computer
changes that will relieve you from being accountable and place the accountability
burden on the camera recipient. To make sure the transfer has actually taken place,
both your supervisor and his supervisor will receive a Transfer Report showing
that the transfer has been completed.

If you had wanted to transfer your camera to another region or agency, the same
procedure would apply with only minor differences.

3/5/98

3/5/98
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H.2 Minor Capital Property Transfer (to Different Region) 
1. Notify your Supply Officer that you are contemplating transferring the camera

from your region, Northwest Region to North Central Region.

2. Your Supply Officer will contact his counterpart in the North Central Region
and make the necessary arrangements.

3. The sending region or agency would fill out the “Transfer Form” fields on the
Minor Capital Property Transfer Form shown below. The “Responsible
Supervisor” field would be signed by the Supply Officer and the camera could
be shipped to the receiving region or agency.

4. The receiving region would complete the “Transfer To” portion of the transfer
form and would be responsible for changing and updating the inventory file.
All parties involved should keep a copy for their records.

5. Once again, a Transfer Report would be issued to both parties showing that
the transfer has taken place. The receiving region is responsible for changing
the master file.

All transfers between funds requires the completion of an S.F. 267-A and the
approval/signature of the Approving Authority for each fund involved.
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I. Lost or Stolen Property
As time progresses, the camera is transferred back to you; following the procedures
outlined earlier. Once it is again in your possession, you are, of course, accountable
for its safekeeping. Consequently, when it turns up missing, you are concerned.
Naturally, you would first ask your coworkers if they had borrowed it. If their
answer is negative, you are required to take the following course of action:

1. Notify your supervisor that the camera is missing and presumed stolen.

2. Notify the Audit Office, Headquarters (705-7003), and report the camera stolen
as stated in Instructional Letter IL 18-10, Loss of Public Funds or Property
— Notification Requirements (Appendix 10). Complete the paperwork required
and send copies to:

a. WSDOT Headquarters Materials Manager.

b. Your Regional Administrative Officer or Agency Minor Capital
Equipment Manager.

c. Your immediate supervisor.

Note: All Property Disposal Request Forms, S.F. 267-A, submitted as a direct
result of the annual physical inventory, must be signed by the Regional
Administrator/Assistant Secretary.

4. At this point, your involvement with the stolen item ends.
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J. Disposal of Surplus Equipment
Of course, this scenario could have ended differently. More than likely, the camera
would, eventually, become surplus to your needs. Once you determine that you
don’t need the camera anymore, proceed as follows in order to be relieved from
accountability.

1. Submit a completed Minor Capital Add/Change Form to your Supply
Officer.

2. Submit a completed Property Disposal Request Form S.F. 267-A to your
Supply Officer. The item will be disposed of properly by your Supply Officer.

Note: For complete disposal procedures, consult Disposal of Personal Property
Manual, M 72-91.
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Appendix 1 References

WSDOT’s Minor Capital non-expendable property will be managed with the
following authorities:

RCW 43.19.1917
Records of equipment owned by state — Inspection — “State equipment”
defined.All state agencies, including educational institutions, shall maintain a
perpetual record of ownership of state owned equipment, which shall be available
for the inspection and check of those officers who are charged by law with the
responsibility for auditing the records and accounts of the state organizations
owning the equipment, or to such other special investigators and others as the
governor may direct. In addition, these records shall be made available to members
of the legislature, the legislative committees, and legislative staff on request. All
state agencies, including educational institutions, shall account to the office of
financial management upon request for state equipment owned by, assigned to, or
otherwise possessed by them and maintain such records as the office of financial
management deems necessary for proper accountability therefore. The office of
financial management shall publish a procedural directive for compliance by all
state agencies, including educational institutions, which establishes a standard
method of maintaining records for state owned equipment, including the use of
standard state forms. This published directive also shall include instructions for
reporting to the division of purchasing all state equipment which is excess to the
needs of state organizations owning such equipment. The term “state equipment”
means all items of machines, tools, furniture, or furnishings other than expendable
supplies and materials as defined by the office of financial management.

OFM 30.10.20.a
The Office of Financial Management (OFM) is required by the Budget and
Accounting Act (RCW 43.88.160 (1) to establish a Generally Accepted Accounting
Principles (GAAP) based accounting system and procedures to ensure the state’s
assets, including capital assets, are properly accounted for.

OFM 30.10.20.b
RCW 43.19.1917 requires OFM to develop a standard method of maintaining
records for state owned equipment that state agencies must follow.

OFM 30.10.20.c
RCW 43.41.150 requires OFM to provide for the maintenance of an inventory of
state owned or controlled land resources by state agencies.

OFM 30.40.20
Each agency should perform a risk assessment (both financial and operational) on
the agency’s assets to identify those assets that are particularly at risk or vulnerable
to loss.  Assets so identified that fall below the state’s capitalization policy are
considered small and attractive assets.  Each agency should develop written internal
policies for managing small and attractive assets.The agency should implement
specific measures to control small and attractive assets in order to minimize
identified risks.  Periodically, the agency should perform a follow up risk
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assessment to determine if the additional controls implemented are effective in
managing the identified risks.Agencies must include as small and attractive assets
all items in the commodity class code major group 10XX – Weapons, Firearms,
Signal Guns, and Accessories.  Otherwise, agencies have discretion in setting their
definition of small and attractive assets.

OFM 30.40.40
Upon receipt and acceptance of an inventoriable asset, the agency inventory officer
is responsible for supervising the addition of the asset to the inventory system.
This includes assigning tagging responsibilities to specific individuals as well as
developing and implementing procedures to ensure that the necessary information
is entered into the agency’s capital asset inventory system.

WSDOT’s Risk Assessment of Non-Capitalized Assets Vulnerable to Loss (Appendix 4)
Informs WSDOT employees of the requirements to identify and protect assets that
are particularly vulnerable to loss in accordance with the OFM’s State
Administrative and Accounting Manual 30.40.20.
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Minor Capital Physical
Appendix 2 Inventory Procedures (Self-Contained)

This section is self-contained. It includes all the necessary information to
successfully conduct the Minor Capital Equipment Inventory.

Prior to actually taking the inventory count, call your Regional Inventory
Manager/Supply Officer to arrange for a training session for your inventory takers.

Introduction
Every two years, the department is required by OFM to conduct a physical
inventory of all its Minor Capital equipment. Also, it gives the department an
opportunity to validate and update files, by revealing any loss of control.

The minor capital physical inventory will take place in the winter or spring of
the second year of the biennium. The inventory is to be completed and all
discrepancies reconciled prior to the end of the biennium.

Each six-digit Organization Code Supervisor is responsible for Minor Capital
equipment assigned to him/her. The Regional Supply Officer/Inventory Manager
will act as coordinator of the physical inventory. He/she will supply Organization
Code Supervisors with instructions and reports. It will also be their responsibility
to see that the inventory is completed within the time allotted for MVF (DOH)
minor capital. For TEF minor capital, this is the responsibility of the Regional
TEF Accountant.

There are two options for taking Minor Capital physical inventory. The first option
is to complete form 721-006 Minor Capital Property Physical Inventory and
manually key in the collected data into the Minor Capital mainframe system.

The second option is to use a bar code reader (scanner). On December 1, 1986, the
Minor Capital Inventory System converted to Bar Coding. This made the biennial
physical count easier, quicker, and more accurate.

Bar code readers are available for each region, Washington State Ferries, Aviation
Division, and Headquarters.

Note: The on-line system is only a way of accounting for and keeping track of
items. People make the decisions and people make the system a useful tool or
an expensive set of useless procedures and pieces of equipment.

Anytime anything happens to a piece of equipment — if it is purchased,
repaired, loaned, becomes obsolete, stolen, or transferred, notify the system.
If this is done, data will be current and correct — and the physical inventory
will be smooth, with a minimum of problems. However, if the system is not
notified, your reports and data will be outdated and incorrect and physical
inventory will be difficult and time consuming.
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The following is preliminary information needed before starting the physical count.

1. Definition: Items acquired by the department through donation, gift, purchase,
or self-construction with a life expectancy of one year or more, a unit cost of
$5,000 or more, and not permanently attached to a structure (see Appendix 4.)

Exceptions: Attractive items costing less than $5,000 and $300 or more are
considered sensitive and require control.

The quickest and easiest way to determine if an item is Minor Capital
property is to check the Minor Capital Property Commodity Code Catalog.
This listing is available upon request in either alpha or numeric sequence.

2. Commodity Codes: Commodity codes are seven-digit numbers assigned to
Minor Capital equipment to identify it. The first four digits are based on the
Federal Supply System’s numbering scheme. These four digits are called
the group and class of the item. For instance, 7435 designates word
processing equipment.

The trailing three digits are called the identifier. Thus, 6730-000 identifies a
35mm projector, 6730-002 is an overhead projector.

The commodity codes are assigned by Headquarters Purchasing and Inventory.
A list (catalog) of those commodity code numbers is available upon request.

3. Tag Numbers: Tag numbers are simply equipment identification numbers
that the various agencies within WSDOT assign to their Minor Capital
property. The numbers are printed on bar code tags and consist of two parts:

a. The agency prefix consists of three alpha characters indicating the fund
from which the item was purchased. They are:

DOH — Motor Vehicle Fund (108)
TEF — Transportation Equipment Fund (410)
WSF — Washington State Ferries (519)
AER — Aviation Division (039)

Note: Items with an X in the prefix indicate it is a capital leased item.

b. A six-digit number.

(For example, DOH 201534 identifies the agency as being the Department
of Transportation, i.e., the Motor Vehicle Fund. The “2” designates the
North Central Region — the region where the item was originally
purchased and tagged. The 01534 portion simply indicates that the
equipment in question was the 1534th item to be numbered.

If an item is transferred from one region to another, the tag number is not
changed. Consequently, it is entirely possible that the equipment bearing tag
number DOH 201534 is properly located in the Eastern Region.

Although the tags are bar coded, the number is written in script as well. This is in
case the reader is unable to register a number.

Note: Items with yellow tags were purchased with federal funds.

Same equipment should be tagged in like places (see Appendix 7).
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For example: Office Machines, Appliances, Power Hand Tools, etc., near
manufacturer’s name plate.

However, this is not always the case. The bar code tag number can be located
anywhere on an item. Also, due to their configuration, it is not feasible to attach
a bar code tag to some items. In this case, the bar code tag is attached to a picture
of the item. THE LOCATION AND CONDITION OF THESE ITEMS MUST
BE VERIFIED BEFORE THEY ARE INVENTORIED.

4. Reports and forms that will be used.

a. Reports:

(1) R23065 and R23063 — Commodity Code Catalog (TAB A)
A listing of minor capital commodity codes (alpha and numeric)
and their description.

(2) R23066MF — Facility Control Record (TAB B)
A listing of sites and their description.

(3) R23020BA — Inventory Monitoring Report (TAB C)
A detailed list of all items assigned to a particular organization code.

(4) R23040FA — Items New to Location (TAB D)
This report is generated after the physical inventory has been entered
into the system. It lists the tag numbers that are in error, either not in
the system or in the “wrong” location.

(5) R23020CA — Missing Items (TAB E)
A listing of items that are in the system, but not found during
inventory.

(6) R23070 — Equipment By Organization By Location (TAB F)
This report lists by commodity code and site all items assigned to an
organization code. It is generated after Missing Items report has been
reconciled and is the signed acknowledgment of the Organization
Code Supervisor that the items listed are under his/her control.

b. Forms:

(1) 721-006 — Minor Capital Property Physical Inventory (TAB G)
This is the form used when a bar code reader is unavailable. It is used
primarily when “inventorying” after errors on Items New to Location
Report have been corrected.

(2) 721-001 — Minor Capital Add/Change (TAB H)
Use this form to add a new or ‘found’ item to the system, and to
change information, such as commodity code (an item listed as a
bookcase is actually a chair) or when an item is loaned, fill in the
‘on loan to’ area.

(3) 721-007 — Minor Capital Property Transfer (TAB I)
This form is used when an item is transferred from one organization to
another. It is the recipient’s responsibility to see the transfer is entered
into the system.
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(4) S.F. 267-A — Property Disposal Request (TAB J)
This form is used when an item is to be deleted from the system.
If the item is missing and can’t be found, it’s assumed lost or stolen.
If the item is obsolete, broken, or surplus to your needs, the appropriate
box is checked. Also, this form is the vehicle used to transfer between
funds — DOH to TEF, DOH, etc.

The basic steps for conducting the inventory are:

1. Training.

2. Taking physical inventory and transmitting count to system.

3. Items new to location report generated.

4. Make corrections.

5. Enter physical count for corrected items.

6. Missing Items Report generated.

7. Search for missing items: submit forms.

8. Equipment By Organization By Location Report generated.

Inventory Taking Procedures
The following steps and procedures will be observed in taking the Annual Minor
Capital Inventory Count:

Approximately two weeks before the inventory, the Minor Capital Equipment
Manager will provide training for the Inventory Takers in their region. The
definition of Minor Capital equipment is found in Appendix 4.

Note: Although no position is specifically designated as Minor Capital
Equipment Manager, the term identifies that individual which has been given
the responsibility to manage the Minor Capital Equipment Inventory System
within a region.

The Inventory Taker will need to choose which method or option he/she wishes
to use to conduct physical inventory. The first option is to complete Form
721-006 and manually key in the collected data into the Minor Capital system.
The second options is to use a bar code reader and up load the collected data to
the mainframe. The latter requires appropriate computer access and software.

After the training, the Minor Capital Equipment Manager will supply the
Inventory Taker for each organization code in their region a listing of
equipment assigned to their section/area and a schedule of when they are to
have a bar code reader. The Inventory Taker should also be provided a
Commodity Code Catalog and a Facility Control Record.
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Option 1 — Procedures for Form 721-006 Minor Capital Property Physical
Inventory

1. Form 721-006 Minor Capital Property Physical Inventory is an alternative to
using a bar code reader. Obtain a supply of this form or use the electronic form
version. In the appropriate fields, enter the site and floor/wing location, org
code location, tag prefix, date, tag number, description, location, and name of
the inventory taker.

2. Log onto the mainframe Minor Capital Property system.

3. At the Minor Capital Property Main Menu, select Option 4-Physical Inventory
Update.

4. Input the data from the Form 721-006 into the system. Press the Enter key to
continue or “E” to end.

5. Log off mainframe when done.
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Option 2 — Procedures for Bar Code Reader (Model Symbol PDT 3100)
Before an inventory taker uses a bar code reader to take physical inventory, the
OSC Minor Capital Manager will verify that the reader’s memory is empty before
loaning it to them.

When the inventory taker receives the bar code reader(s), he/she may start the
inventory process. If the Inventory Taker has collected practice data before
beginning their physical inventory, contact the OSC Minor Capital Manager for
instructions on how to clear these items from the reader’s memory. The term
“practice data” refers to a tag number that was read but is not in the org code
location for which physical inventory is being taken. A tag number that was read
but already deleted in the Minor Capital system will have no impact on the physical
inventory. However, it will show up on the Inventory Monitoring Report as deleted
(still, no impact to you).

Step 1 through 6 should be completed before beginning physical inventory.

1. To turn the reader on: Press the Power key or, either side key on the reader.
Note: The readers require a 9-volt battery.

2. At the Main Menu, press the down arrow to Option 3-Administration and press
the Enter key.

3. To test if the reader is working: At the Administration Menu, select
Option 1-Scan Test and press the Enter key. Choose a bar code tag number
and scan it with the reader by pressing the side button. The reader will give a
“beep” sound and a green light will come on indicating the reader has accepted
the tag number. Press the Enter key when done. Note: The top portion of the
reader may be lifted and turned 180 degrees for left handed users.

4. To set the Time and Date: At the Administration Menu, arrow down to
Option 4-Set Time and press the Enter key. At the Set Date/Time prompt,
select “Y” for Yes or “N” for No. Press the Enter key when done. Note: If a
mistake is keyed in, press the backspace key to clear the mistake and then key
in the correct data.

5. To set the Reader Number: At the Administration Menu, arrow down to
Option 5-Set Reader# and press the Enter key. Key in the appropriate Reader
Number and press the Enter key when done. The Reader Number is the serial
number on the back of the reader (example, s/n: 497024).

6. Press the Clear key to go back to the Main Menu.

7. To start collecting physical inventory data:

• At the Main Menu, select Option 1-Collect Data and press the Enter key.
The reader will beep a few times. You may have a message that says “Data
transferred but not erased ERASE NOW? Yes/No. Select “Y” for Yes or
“N” for No. Note: If yes is selected, all collected data in the memory will
be erased. If no is selected, the data to be collected will be added to the
data already in stored in the memory, up to the memory capacity of 36K
or 1,500 tag numbers for one org code location. The reader will
accommodate TEF, DOH, and MIS equipment tag numbers for those org
code locations that may have items of all three types.
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• Press the Alpha key and key in the operator name (this is the Inventory
Taker’s name) and press the Enter key. The date will automatically
display on the reader screen.

• Press the Enter key to bring up the Reader Number’s serial number.
Press the Enter key again.

• Key in the Region, County, Site Type, Building, Floor/Wing (see the
Facility Control Record). Press the Enter key after each entry. The “region”
field is already programmed numeric and the “site” field is programmed
alpha.

• Key in the appropriate org code location number and press the Enter key.

• Read (scan) the bar code tag number to be inventoried. If the reader won’t
accept the tag number after a few tries, enter the number manually. You
must enter the complete number, including the prefix and six numbers. If a
number is read more than once, the last reading will override the previous
one. Note: A tag number not in the org code location that inventory is
being taken for will need to be reconciled on the error report, Items New
to Location (i.e., you will need to add/transfer the tag number in the Minor
Capital system or, returned the item to the correct location).

• The scanner will automatically enter in a “G” for the Condition Code.
Note: The “condition” code is always “G” (for Good). The pretense here
being, if the item was in fair or poor condition it would have surplused.

• Press the Enter key each time a bar code tag number is read.

• Go on to read the next tag number.

8. When done collecting physical inventory data, press the Clear key twice to go
back to the Main Menu.

Steps 9 through 10 assumes the inventory taker is logged onto the LAN (Local
Area Network), has appropriate mainframe access, and has the Krmit application
loaded on their personal computer (PC).

9. To transmit collected data to the PC:

• On the PC, under the Krmit /Minor Capital Bar Code application, select the
Reader to PC option.

• At the Main Menu on the reader, down arrow to Option 2-Transfer to PC.
Place the reader in the docking station and press the Enter key.

• The message on the reader will say “Do you want to transfer inv. data to
PC? Yes/No”. If ready, select “Y” for Yes. This action transfers the data
from the reader to the PC. The message on the reader should now say
“data transferred items: __ Press Any Key”. Press the Enter key.

• The dialogue box on the PC screen will indicate the “Number of Packets
and Packet Length” that updated. Note: A second upload to the PC will
overwrite the previous data.

• The message on the reader will say “delete file ? Yes/No”. Make your
selection and the reader will return to the Main Menu.
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10. To transmit data from the PC to the Mainframe:

• On the PC, under the Krmit /Minor Capital Bar Code application, select the
PC to Mainframe option. This action transfers the data from the computer
to the mainframe. A screen will pop up and then disappear. Note: The
Mainframe will update when the Minor Capital Manager generates the
Weekly/Monthly Activity Reports and indicates “yes” there is a bar code
date for physical inventory. During physical inventory, this report may be
generated more often than once a week.

11. To turn the reader off: Press the Power key. Leaving the reader in the docking
station recharges it. Take the battery out of the reader when storing.

Procedures for Report Reconciliation

1. The Items New to Location Report is one of the “Weekly Activity Reports”
printed at the regions each Monday. It is an “error” report and lists the tag
numbers that the system would not accept. There are two reasons a tag number
would not be accepted. They are:

a. The tag number does not exist in the system. This is probably a new piece
of equipment and the tag number has not been added as yet.

b. The location or organization is incorrect. The item has “moved” and the
system has not been notified. The report will list the location and
organization code, according to the system.
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To correct items listed on Items New to Location Report:

a. Tag Number Doesn’t Exist. In this instance, prepare and submit Minor
Capital Add/Change Form, DOT 721-001, to add item to the system.
If you have previously submitted a form, check with Supply personnel
to verify they received it and entered it.

b. Item is in Different Location. A Transfer Form, DOT 721-007, is prepared
and submitted.

c. Reinstate item as per instructions in Appendix 12.

It is important to enter into the system as “inventoried” the corrected tag
numbers. If this is not done, the tag numbers will appear on the Missing
Items Report.

If a reader is not available, list tag numbers on Physical Inventory Form,
DOT 721-006, and process via the terminal.

As soon as the count has been entered for the corrected items, notify Regional
Supply personnel. Regional Supply personnel will run a Missing Items Report.
As soon as the items on the Missing Items Report have been reconciled,
Regional Supply Personnel will notify OSC Materials Management.

2. The Missing Items Report can be run at any time, but usually is not run until
the inventory is complete for the whole region, including corrections of Items
New to Location reports. The report lists all items by organization code that
are in the system but not found during inventory. The Supply Officer sends
the reports to the Organization Code Supervisor to find the items or prepare
and submit a Property Disposal Request.
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Every effort should be made to locate the items listed. If the items are found and
a reader is unavailable, prepare a Physical Inventory Form and enter tag
numbers into system. If the item cannot be found, a Property Disposal Request,
SF267-A, is prepared and submitted. AN EXPLANATION OF WHAT
HAPPENED TO THE ITEM(S) IS TO BE MADE — WHO, WHEN, AND
WHERE ITEM WAS LAST SEEN. The Lost or Stolen box is checked and
the Regional Administrator/Assistant Secretary’s signature is required.

Regional Supply personnel are to accumulate the Disposal Requests for their
region and forward to Headquarters Inventory in one package. This ensures a
quick turnaround, thereby enabling the deletions to be made before Equipment
By Organization Code By Location Report is run.

3. The Equipment By Organization By Location Report is generated and lists
all the items by commodity code and site assigned to a six-digit organization.
The six-digit Organization Code Supervisor signs this three-part report,
acknowledging the items are under his/her control. The original is returned
to Headquarters Purchasing and Materials  The six-digit Organization Code
Supervisor keeps a copy for his/her file and the third copy goes to the
individual maintaining Minor Capital property records for that region
or section.
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The physical inventory of Minor Capital equipment has now been completed until
next biennium.

Remember, if you notify the system of everything that happens to a piece of
Minor Capital equipment during the year, the physical inventory will be easy,
with very few problems.

Also, the Commodity Code Catalog, the Inventory Monitoring report, and
Equipment By Organization Code By Location Report are not sent automatically.
However, they will be sent upon request.

If you want a report or have a question, call Headquarters Purchasing and
Materials: at (360) 570-6720 or write:

Transportation Building
Olympia, WA 98504-7415
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Tab A Commodity Code Catalog — Report R23065UD-AA and
Report R23063UD-AA

The Commodity Code Catalog is issued when requested. It lists the minor capital
commodity codes and their descriptions.

There are two versions of the Commodity Code Catalog available to you:

1. The alphabetical version which lists all items by alphabetical sequence, and

2. The numeric sequence which lists all items in commodity code sequence.

Furthermore, you will notice that both versions contain a “Useful Life” column.
This column was added to meet an Office of Financial Management (OFM)
requirement and does not require any action on your part. The useful life of an
item is tied to the commodity code and the computer will track and make any
necessary adjustments.

However, a word should be said about the commodity codes themselves:

The first four digits of the code number are based on the Federal Supply
System’s numbering scheme.

Thus, 6730 designates Photographic Projection Equipment.

The first four digits are called the group and class of an item. The trailing
three digits are called the identifier. Thus, 7730-000 identifies a black-and-
white television, whereas 7730-002 identifies a color television.
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Alphabetic
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Numeric
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Tab B Facility Control Record — Report R23066-MF
This is a list of site descriptions. It supplies site information needed to prepare
the Minor Capital Property Physical Inventory Form.

The site code consisting of region, county, site type, and building is used
throughout the Minor Capital Inventory System. Consequently, any errors,
omissions, or discrepancies in the aforementioned fields or the address field
must be brought to the attention of the Minor Capital Equipment Manager
(Administrative Officer) immediately.

HWY-R23066-MF
WASHINGTON STATE

DEPARTMENT OF TRANSPORTATION
FACILITY CONTROL RECORD

SITE RENT LOCATION DESCRIPTION SUB FACILITY
A CO TYPE BLDG NO AND ADDRESS PRG CODE

5  4 02 DA 00 CLARKSTON MTCE. YARD SITESF
SR 12, MP 432.6 SOUTHSIDE,
SP-AN-5409-009B  I.C.5-02-00018
FORMERLY SP-AN-5406-019B

5  4 02 DA 01 CLARKSTON MAINTENANCE BLDG SF
SR 12, MP 432.6 SOUTHSIDE,

5  4 02 DA 02 CLARKSTON STORAGE BUILDING STORVEH
SR 12, MP 432.6 SOUTHSIDE,

5  4 02 DA 04 CLARKSTON CREW ROOM & OFFI OFFICE
(28 FT X 64 FT MOBILE HOME)
SR 12, MP 432.6, SOUTHSIDE

5  4 02 DB 00 ANATONE MTCE. YARD SITESF
SR 129, MP 17.4, WESTSIDE
SP-AN-5426-026B  I.C. 5-02-00006
FORMERLY ICP # 071B

5  4 02 DB 01 ANATONE MAINTENANCE BUILDI SF
SR 129, MP 17.4, WESTSIDE

5  4 02 DB 02 ANATONE SAND/SALT STORAGE
SR 129, MP 17.4, WESTSIDE

5  4 02 RA 00 LEWISTON RIDGE RADIO SITE SITERAD
WSP BUILDING
NORTH OF CLARKSTON
PRIVATE DRIVE OFF SR 195, MP 0

5  4 02 RA 01 UK LEWISTON RIDGE BASE STATIO BLDRAD
WSP BUILDING
NORTH OF CLARKSTON
(ONE RACK SPACE ONLY)
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Tab C Inventory and Monitoring — Report R23020-BA
This is a detailed list of items, in tag number sequence, assigned to an organization
code. It is run when requested and during a physical inventory.
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Tab D Items New to Location — Report R23040-FA
This report lists all items found at a location during the physical inventory, but
shown on the Master as being in different location or not on Master File at all.
The report is generated automatically each Friday night. It is received in the
Olympia Service Center and regions the following Monday. Action required:
transfer to correct location or add tag number to Master File. Then inventory
again in the corrected location.

8
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Tab E Missing Items — Report R23020-CA
This report is run annually after the inventory for a region has been entered. It lists
all the items not found during the physical inventory, but shown on Master File.
Action required: thorough search for item, but if unable to locate, prepare Property
Disposal Request. See Exhibit K. Property Disposal Requests for missing items as
a result of the physical inventory must be signed by the Regional Administrator/
Assistant Secretary.

8
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Tab F Equipment By Organization By Location — Report R23070
This report is run annually, at the conclusion of the minor capital physical
inventory. It is run for each site within each organization code and in
commodity code sequence. It is the signed acknowledgment by the
Organization Code Supervisor that the items listed are under his/her control.

5:P65:DP/FAIM
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Tab G Minor Capital Property Physical Inventory — Form DOT 721-006
2

3
4

5
1

6
7

8
9

10
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1. Site
Consists of region, county code, building type, building number, i.e., 0 34 AF 01
is Olympia Service Center Transportation Building. The site designation number is
obtained from the Facility Control Record (R340066MF).

2. Floor/Wing
This pertains to buildings that have this entered as part of their site. The
Transportation Building primarily, and Eastern Region main building.

3. Org. Code
This is the six-digit organization code of section/area taking the inventory.

4. Prefix
This is the three-digit alpha agency prefix indicating which fund item was
purchased from. They are:

DOH — Motor Vehicle Fund (108)

TEF — Transportation Equipment Fund (410)

WSF — Washington State Ferries (108 — Constructions)

WSF — Washington State Ferries (109 — Maintenance)

AER — Aviation Division (039)

5. Date
This is the date the inventory is taken.

6. Tag Number
Consists of six-digit number on the item. No alpha characters or dashes allowed.

7. Condition Code
The condition of the item is noted here. The Condition Codes are:

G — Good
P — Poor
U — Unserviceable or obsolete

8. Description

A short description of item is entered.

9. Location
This can be a room number, initials, or name of person using item, or other way of
identifying where within the building item is located.

Note: Description and location are shaded, indicating this information does not go
into system.

10. Inventory Taker
Individual taking the inventory signs here when form is completed.
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Tab H Minor Capital Add/Change — Form DOT 721-001
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1. Tag Number
Consists of prefix DOH, TEF AER, or WSF and six-digit number. First digit
indicates region who purchased and tagged the item. The Tag Number Prefix for
leased equipment includes an “X” (example, DOX ________). The number is
assigned by regional Supply personnel. TEF numbers are assigned by regional
TEF Accountants.

2. Description
Record a brief description, i.e., wood side chair.

3. Commodity Code
Enter seven-digit number identifying item. Found in Commodity Code Catalog.

4. Useful Life
Leave blank when adding new tag number. This is computed by the system from
a table. Proprietary fund (410) can do a “change” if required.

5. Equipment Number
Used when item is “assigned” to a piece of equipment, i.e., odometer to a car
or pickup.

6. Site
Must be entered. Identifies location (building) of item. Consists of region, county
code number, type of building (Alpha), and building number. Found in Facility
Control Record.

7. Floor/Wing
Enter if applicable. Used primarily in Transportation Building. Identifies floor and
wing of building (no room numbers) where item is located.

8. On Loan To
Enter if applicable. Used when item is loaned to another. Can be a person’s name,
or name of section or org. code, or location or combination as long as kept within
15 spaces.

9. On Loan From
Enter if applicable. Used when item is loaned. Identifies individual lending item.
Can be name of section or person or building or org. code or combination.

10. Organization Code
Must be entered. Identifies area to which item is assigned.

11. Agency
Enter the Agency number. WSDOT is agency 405. (See Chart of Accounts.)

12. Fund
Enter Fund from which item was paid. DOH-108, TEF-410, WSF-109.

13. Prog.
Enter subprogram from which dollars are expended.
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14. Requisition
Enter number of requisition item was requested on, if requisition was used.

15. Order
Enter purchase order or field order number. If item is leased, the purchase contract
or lease agreement is to be entered here. If the WSDOT Purchasing Card was used,
insert “PURCARD” in this field.

16. Date Received
Enter date item was received.

17. Voucher
Enter voucher number used to initiate payment for the item. Assigned by Regional
Accounting. If item is “found” during inventory, PHY is entered here. However,
system will not accept unless the warrant register number and date paid are entered
as well.

18. Warrant Register
Enter warrant register number assigned by Olympia Service Center Accounting
when warrant is issued. If item is “found” during inventory, INV is entered here.
If item is a Lease, Purchase LSE is entered here. However, the system will not
accept the warrant register number unless the voucher number and date paid are
entered as well. Using “LSE” in the Warrant Register field, when applicable,
provides the capability to run a report of all leased equipment, so it must be
filled in.

19. Date Paid
Enter the date paid assigned by Olympia Service Center Accounting when
warrant is issued. This is the date the depreciation is computed from. However,
the system will reject unless voucher and warrant register are entered as well.

20. Status
Enter purchase status. G = Gift or donation. L = Loan from government agency. E =
Error, originally not thought to be Minor Capital equipment. Blank = Normal
purchase.

21. Participation
Enter percent of funding participation if other than WSDOT funds are involved.
This will be used to reimburse said agency should item be deemed surplus and sold.
Primarily for items purchased with federal funds.

22. Vendor
Enter name of vendor from whom the item was purchased.

23. Make
Enter manufacturer’s name. If not known, enter “unknown.”
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24. Cost
Enter how much item cost. Includes tax and freight. If unknown, the average of
like items in the system is to be used. A cost must be entered when adding new
tag number.

25. Residual Value
OFM no longer makes a distinction between governmental and proprietary funds
when it comes to residual value of assets because they are now both reported on the
full accrual basis at the statewide level. What this means is that we can set a policy
that is not dependant on fund type. If we rarely get any income from the sale of
salvage capital assets then we can say in the manual to set the residual value to zero
for everything. On the other hand if we do routinely get some income from the sale
of salvage then we may want to sell it at 5% or 10% of the purchase amount.

26. Model
Enter model number, if applicable.

27. Serial
Enter serial number, if applicable.

28. Repair Cost
Enter amount paid when item is repaired.

29. Usage Hrs.
Not applicable for new purchase. Used in conjunction with repair costs to justify
purchase of certain brand or type of equipment.

30. Cond.
Not applicable for new purchase. Condition Code of an item. G = good,
F = fair, P = poor, O = obsolete or unserviceable. This field is updated during
physical inventory.

31. Srpls.
“S” entered when item is deemed to be surplus to your needs.

32. Action Code
Enter “A” for add, “C” for change, or “D” for delete.

33. Submitted By
Signed by six-digit Organization Code Supervisor or their designee.

34. Date
Date form is prepared.

35. Delete
Reason code/agency authority number/G. A. authority number are entered from
previously approved Property Disposal Request.
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Tab I Minor Capital Property Transfer — Form DOT 721-007

2
3

4

1

5

6

7

8
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1. Tag Number
This is the tag number of item being transferred. Be sure the prefix is correct and all
six digits of the number is entered.

2. Item Description
This should be a short description of the item. Enter serial number if applicable or if
it is known. Also, commodity code if known. This is informational only —
not mandatory.

3. Sender
This is a name of section the item is being transferred from, i.e., Purchasing and
Materials Management. Address: is address of section, i.e., Transportation Building,
Olympia.

4. Responsible Supervisor
The six-digit Organization Code Supervisor or his designee that is transferring the
item signs here.

5. Transfer From
These fields should be filled out with the information that pertained to where the
item is being transferred from. If just one field of information is being changed, you
should still fill out these fields, as it gives the person entering this information in the
Master File a means to double check.*

*It is the responsibility of the recipient to enter transfer into system.

6. Transfer To
The receiving region should complete these fields with the new information and
route it to have the information updated on the Master File.

7. Recipient
Name of section and address (building or street address) receiving the item.

8. Responsible Supervisor
The six-digit Organization Code Supervisor or his designee that is receiving the
item signs here.
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Tab J Property Disposal Request — Form S.F. 267-A

***The Regional Administrator/Assistant Secretary must sign all Disposal Requests
that are submitted as a result of the physical inventory.

1

2
3

5

6

7 8
9 10

11

14

13

12

4
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The areas of the form not numbered or explained are filled in by Surplus Property or
by WSDOT Purchasing and Materials Management. The areas that are numbered
are filled in by the Requester.

1. Agency Authority No.
This is a six-digit number assigned by regions (usually accounting ofc.). The
first digit indicates the region; second is Alpha letter A; the other four numbers
are assigned sequentially.

2. Date Prepared
Date requester prepares form.

3. From
Name and address of requester.

4. Location of Property

If property is stored someplace other than address above enter here, i.e.,
Warehouse No. 2.

5. Item No.
Items are sequentially numbered. First item listed is 1, second is 2, etc.

6. Quantity
Quantity of items.

7. Description
Describe item, include tag number and condition.

8. Estimated Value
Estimate what the item is worth. This figure is not binding. It is to give Surplus
Property a guideline.

9. Fund
This is the fund that owns the item. This is very important and must be filled in.

10. Federal Participating
Enter “yes” if item was purchased with federal funds. Otherwise enter “no.”

11. Disposal/Disposition
Put an X in the appropriate box that states how you want to dispose of the items.
If item is missing during physical inventory, the LOST of STOLEN box is checked.
The DIRECT TRANSFER box is checked if the item is being transferred between
funds, i.e., DOH (108) to TEF (410).

12. Signature of Requester
The Regional Administrator/Assistant Secretary’s signature is required if
the item is Minor Capital property missing during inventory. Otherwise, the six-
digit Organization Code Supervisor or his/her designee should sign.
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13. Agency Disposal Certification
This area of the form is used when authority has been given to the requester to scrap
an item. The appropriate box is checked as to which manner was used to dispose of
item. The requester signs before a witness. Then the form is returned to Olympia
Service Center Purchasing and Materials Management.

14. Action by Inventory Control
The Regional Supply Officer or the Inventory Manager for the region is to sign here.

Exception: If the disposition designated on the form is Direct Transfer, does not
meet inventory criteria or other, the Olympia Service Center Inventory Manager
is to sign.
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Appendix 3 Surplus Intranet System Procedures

The Surplus Excess Items listed on the WSDOT’s Intranet Purchasing and Materials
Management Homepage are available on a first come first serve basis and are free to
the requester. The transportation costs, if any, are the responsibility of the receiving
office. These items are state property and as such are to be used for official state
business and when necessary disposed of appropriately. Regions may reserve any of
the posted items by contacting Dan Castro at (360) 570-6722.

Available too at the Purchasing and Materials Management Homepage is a Surplus
Furniture Want List. The contact person listed has identified a “need” for a
particular surplus furniture item(s). Transportation costs and arrangements are the
responsibility of the office with the “need.” Items requested will remain the property
of the state and will, when necessary, be properly disposed of. Until such time when
regions have the capacity to establish their own “homepage,” they are invited to
post their available items on this list. To post items, fax them to Dan Castro at
(360) 570-6722 or e-mail him a brief description, quantity, contact person,
and telephone number and the information will be placed on this page.
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Appendix 4 What is Minor Capital Property

A. Definition
Minor Capital equipment, as defined by OFM Chapter 30 and WSDOT’s
Instructional Letter 4045.00, is equipment acquired by the state through purchase,
self-construction, donation, or capital lease.

A.1 Mandatory Tracking
It is mandatory that items in commodity class code major group 10XX – Weapons,
Firearms, Signal Guns, and Accessories be tracked in the Minor Capital inventory
system regardless of cost.

A.2 Capitalized Assets
Capitalized assets should have an initial acquisition cost of $5,000 or more,
including all ancillary charges necessary to place the asset in its intended location
and condition for use.Note: Items purchased with Federal Participating funds with a
cost of $5,000 or more will have yellow tags to identify them as such

A.3 Non-Capitalized, Small and Attractive Assets
Non-capitalized, small and attractive assets should have an initial acquisition cost of
less than $5,000.and have a life expectancy of one year or more.Note: An item
permanently attached to a building or structure is not considered Minor Capital
equipment, i.e., furnace, drinking fountain, water heater, etc.

B. Valuing

Minor Capital equipment is to be valued according to the following criteria:

B.1 Purchased Assets
Valuation of purchased assets is to be made on the basis of the historical costs plus
all appropriate ancillary costs. If the historical cost is not practicably determinable,
then estimated costs are to be used.

B.2 Self-constructed Assets
When an agency constructs an asset for its own use, the following policy is to govern
the asset’s valuation: 1.All direct costs associated with the construction are to be
included in the asset’s value. 2.Indirect costs are to be excluded unless they are
increased by the construction. 3.Interest costs are excluded from the
determination of the asset’s value.

B.3 Ancillary Costs
Normally, ancillary costs should be included in the cost of a capital asset.  However,
minor ancillary costs, not measurable at the time a capital asset is recorded, are not
required to be capitalized but may be capitalized if the information becomes readily
available.

B.4 Donated Assets
For those assets acquired by gift, donation, or payment of a nominal sum which is
not reflective of the asset’s true market value, the cost assigned is to be the fair
market value at the time of acquisition plus all appropriate ancillary costs.  If the
fair market value is not practicably determinable due to lack of sufficient records,
estimated costs are to be used.
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B.5 Capital Lease
Accounting Procedures for Capital Lease Acquisitions

Items acquired via a capital lease with a net present value or fair value (whichever is
less) of $10,000 or more are to be tagged and entered into the Minor Capital
Inventory System.

Capital leases with a present value of less than $10,000 are to be treated as
operating leases (expensed). However, if title to these items is transferred to the
state at the conclusion of the operating lease, these items are to be tagged and
entered into the Minor Capital Inventory System.

A lease must meet one or more of the following four criteria to qualify as a
capital lease:

1. By the end of the lease term, ownership of the item is transferred to the state.

2. The lease contains a bargain purchase option.

3. The lease term is equal to 75 percent or more of the estimated useful life of
the leased property.

4. If at the inception of the lease the present value of the minimum lease payments
is 90 percent or more of the fair value of the leased property.

Leased

Minor Capital equipment will be identified by using an ‘X’ in the tag number prefix
as indicated below:

DOX — Motor Vehicle Fund
TEX — Transportation Equipment Fund
WSX — Washington State Ferries
AEX — Aviation Division

Note: Although leased Minor Capital equipment that meets the criteria above is
to be tagged, it IS NOT to be marked with Washington State identifier, unless
the purchase option is exercised. Then the “Washington State” identifier is to
be applied after the last payment has been made and the equipment officially
becomes the property of WSDOT.
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To determine if an item is Minor
Capital equipment requiring tagging,
ask if this EQUIPMENT is . . .

1. In the Tag and
Commodity Yes put into
Code Catalog inventory

No

2. Permanently Not an
attached to Yes Inventory
a building? Item

No

3. Attractive Tag and
Item Costing put into
$300 or more? Inventory

4. Purchased
with Federal
Funds and cost
over $5,000?

5. Valued Tag and
at $5,000 put into
or more? Inventory

No

Not an
Inventory
Item

EQUIPMENT = An item with a life
expectancy of one year or more and
not permanently attached to a
building or structure.

An example of Commodity Code
Catalog can be found in Appendix 2.
Call the Inventory office at
(360) 570-6720 to obtain catalog.

EXAMPLE = Drinking fountain,
furnace, water heater, shelving.

ATTRACTIVE = An item that
is considered by inventory to be
particularly vulnerable to loss,
i.e., cameras, projectors, radios,
tape recorders, binoculars,
electronic device.

VALUE = Replacement cost of new
equivalent item.

If there is still a question, call
Inventory at (360) 570-6720.

Yes

Yes

Yes

Tag and
put into
Inventory

C. Decision Flow Chart
As an aid to help you identify Minor Capital equipment, the deptartment has
prepared the following flow chart:
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D. Information Technology Inventory Guidelines

IT Equipment Inventory Guidelines

Per TEF IT Equipment Management System Procedures Manual, effective November
1995, WSDOT’s inventory system, NETMAN, will track the following items in
bold print, while all of the peripherals (listed and not in bold print) are to be  man-
aged by individual organizations.

Workstation: Includes central processing unit (CPU), monitor, and may also include
digitizer (CAE), speakers (CAE), software under $5,000, and external modems.

Router/Vitalink: May include CSU/DSU(s), modem(s), rack mount enclosure,
interface, transceiver, and an expansion cabinet.

Bridge: May include CSU/DSU(s), modem(s), rack mount enclosure, interface,
transceiver, and/or an expansion cabinet.

IBM Communication Controller: May include CSU/DSU(s), modem(s), MUX
(multiplexor), MAU (multiple access unit) and/or a MAU 3.

Servers: Includes server control processor (CPU), monitor, keyboard, and may
include tape or disc backup unit(s), network interface card(s), (NICs), CD-ROM(s),
sofware, cabling, uninterruptible power supply (UPS), cabinets, and other internal/
external components physically attached to the frame.

Timeplex/link1/chassis, MMAC8/repeater/chassis, printers over $5,000, scan-
ners, bar code readers, patch panels, video projection systems, diagnostic equip-
ment, hubs, mainframe, and mainframe peripherals.

Property of WSDOT tags will be placed on all peripheral equipment not tracked
in NETMAN.

As items are requested for purchase, which are currently not on this list, the
NETMAN System Administrator will review and decide how it will be managed.

Note: All items purchase for use with an existing “system” with a unit value over
$5,000 are to be capitalized as part of that system, and included in the monthly
payment for that system.

All components purchased for an existing “system” with a unit value under
$5,000, are to be paid for in one lump sum, unless a special arrangement has
been made with IT Accounting for a payment plan.



Narrative

Page I-56 Capital Assets Inventory Manual
February 2003

E. Inventory Tracking

Assets Tables
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F. Risk Assessment of Non-capitalized Assets Vulnerable to Loss
F.1 Purpose of Inventory Control of Small and Attractive Assets

The purpose of this assessment is to inform Washington State Department of
Transportation (WSDOT) employees of the requirements to identify and protect
assets that are particularly vulnerable to loss in accordance with the Office of
Financial Management’s State Administrative and Accounting Manual 30.40.20.

This risk assessment is intended to identify assets, owned by the Washington State
Department of Transportation, that are particularly vulnerable to loss in accordance
with the Office of Financial Management’s State Administrative & Accounting
Manual (30.40.20).

Assets with a unit cost (including sales tax, transportation charges, installation, and
other ancillary costs) of less than $5000 that are identified as small and attractive
must be carried on agency property records (OFM 30.40.10).

Determining vulnerability to loss is a subjective judgment that balances absolute
control with the cost of achieving that control. It would be prohibitively expensive
to establish inventory control over every department owned asset, yet public
accountability dictates that the department exercise some reasonable level of control
over the equipment and materials it buys to accomplish its core mission.

This assessment is made with those considerations in mind. We trust that managers
will be vigilant of how resources are used and will do their utmost to safeguard
department property. For those items over which formal inventory control is
established, we will provide the best tools and training possible to make inventories
both efficient and effective so that valuable resources are not diverted from the core
mission.

G. Supersession
This Appendix of the Capital Assets Inventory Manual 72-89 supersedes and
replaces those sections of the following department Directional Documents that
include information about the inventory process for small and attractive assets,
including:

· Information Processing Technology Procurement and Use. Directive D 17-84,
dated November 21, 1995

· Accounting Manual M 13-82

· Office of Information Technology inventory information

· Transportation Equipment Fund (TEF) Administrative Manual (Draft)

· Inventory Control of Small and Attractive Assets Instructional Letter 4045.00
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H. Rules and Procedures
H.1 Identification

WSDOT determines that non-capitalized assets identified at Paragraph P are
vulnerable to loss and subject to inventory control as small and attractive assets.

H.2 Responsibilities of Managers

Organization managers are responsible for accounting for small and attractive assets
within their organization and will implement the internal controls described at
Paragraph O.

I. References
I.1 RCW 43.19.1917 – Records of equipment owned by state –Inspection – “State
equipment” defined.

All state agencies, including educational institutions, shall maintain a perpetual
record of ownership of state owned equipment, which shall be available for the
inspection and check of those officers who are charged by law with the
responsibility for auditing the records and accounts of the state organizations
owning the equipment, or . . .

All state agencies, including educational institutions, shall account to the office of
financial management upon request for state equipment owned by, assigned to, or
otherwise possessed by them and maintain such records as the office of financial
management deems necessary for proper accountability therefore. . . . The term
“state equipment” means all items of machines, tools, furniture, or furnishings other
than expendable supplies and materials as defined by the office of financial
management.

I.2 State Administrative and Accounting Manual (SAAM)
· 30.10.20.b – RCW 43.19.1917 requires OFM to develop a standard

method of maintaining records for state owned equipment that state
agencies must follow.

· 30.40.20 – Each agency should perform a risk assessment (both financial
and operational) on the agency’s assets to identify those assets that are
particularly at risk or vulnerable to loss. Assets so identified that fall below
the state’s capitalization policy are considered small and attractive assets.
Each agency should develop written internal policies for managing small
and attractive assets.

The agency should implement specific measures to control small and
attractive assets in order to minimize identified risks. Periodically, the
agency should perform a follow up risk assessment to determine if the
additional controls implemented are effective in managing the identified
risks.

Agencies must include as small and attractive assets all items in the
commodity class code major group 10XX – Weapons, Firearms, Signal
Guns, and Accessories.
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Otherwise, agencies have discretion in setting their definition of small and
attractive assets. However, absent a risk assessment and development of
written policies for identifying and controlling small and attractive
assets, agencies must include, at a minimum, the following assets with unit
costs of $300 or more as small and attractive:

5822 Communications Equipment, Public Safety: Audio and Video

6651 Optical Devises, Binoculars, Telescopes, Infrared Viewers, and
Rangefinders

6710-6730 Cameras and Photographic Projection Equipment

7012-7013 Microcomputer Systems, Laptop and Notebook Computers

7034-7039 Other IT Accessorial Equipment and Components (Scanners,
Data Displays, etc.)

7420-7450 Office Equipment

7730 Record Players, Radios, Television Sets, Tape Recorders, VCRs,
Video Cameras, Home Type

· OFM 30.40.40 – Upon receipt and acceptance of an inventoriable asset,
the agency inventory officer is responsible for supervising the addition of
the asset to the inventory system. This includes assigning tagging
responsibilities to specific individuals as well as developing and
implementing procedures to ensure that the necessary information is entered
into the agency’s capital asset inventory system.

I.3. WSDOT
· Accounting Manual M 13-82

· Chart of Accounts Manual M 13-02

· Directive 17-84 Information Processing Technology Procurement and
Use, dated November 21, 1995 – Information Processing Technology
Procurement and Use Executives are responsible for standardization of
microcomputer functions and configurations as deemed appropriate, as well
as proper inventory, security, and disposal procedures. MIS staff will
consult and advise executives regarding these areas.

· Capital Assets Inventory Manual M 72-89

· Office of Information Technology inventory information

· Transportation Equipment Fund (TEF) Administrative Manual (Draft)

J. Risk Assessment
The Washington State Department of Transportation determines that
non-capitalized assets, costing between $300 and $4999 per unit in the commodity
classes shown at Paragraph P, Inventory Requirement Table, are vulnerable to loss
and are subject to inventory control as small and attractive assets.
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K. Background
Rapid technological advances have generated a whole new category of non-capital
assets that require special control procedures. Powerful computing devices that once
cost thousands of dollars, now cost hundreds. As the cost has become smaller, so
have the devices themselves making them highly portable and less obviously
identifiable as state owned equipment.

Likewise, the functions performed by these items have changed to the point where
they are considered to be not so much computers as common replacements for paper
calendars, notebooks, and flip charts. The separate inventory systems that have been
established to control fixed assets and information technology equipment are not
well suited to this new generation of equipment.

As this equipment has become more available, less costly, and more widely used,
the purchasing restrictions that once helped to enforce inventory accountability no
longer apply. Many offices are able to purchase their desired product directly from
the vendor and put it into immediate service. In some cases, for instance, DOT
organizations are purchasing individual PC components and assembling them into
complete workstations.

Individual organization managers are responsible for establishing inventory control
of their purchases, but guidance is out-of-date and most managers have had no
training in what is expected of them regarding inventory control. Even if they know
of the various inventory systems, managers are not sure what qualifies as a small and
attractive asset or in which system these items belong. Physical inventories, required
only every two years, occur too infrequently to give organizations an appreciation of
their responsibilities.

L. Risk Factors
The State Administrative and Accounting Manual (OFM 30.40.20) requires that a
risk assessment of small and attractive assets consider both financial and operational
aspects. It is vitally important to the mission of the Department of Transportation
that we foster public trust by maintaining control of department owned assets. This
risk assessment is based on consideration of the following factors that contribute to
the vulnerability to loss of department owned assets.

L.1 Size of the Operation
The Department of Transportation is comprised of over 7000 employees tasked to
keep people and business moving by operating and improving the state
transportation systems vital to our taxpayers and communities. The department
strives to provide its employees with the technological resources best suited to
perform their jobs. This generates high demand for the types of assets covered in this
assessment and drives a large financial investment.

Level of Vulnerability: High
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L.2 Nature of Operations
Department employees operate statewide in a wide variety of conditions from
offices to rugged field locations, often in harsh weather. They are required to
transport valuable tools and equipment to remote job sites. Operations are
decentralized to six regions, Washington State Ferries, and numerous autonomous
entities that frequently reorganize to achieve improved service. Personnel turnover
also occurs within the agency, making accountability difficult. All of these
conditions create a high degree of susceptibility to damage, loss, theft, and
misappropriation.

Level of Vulnerability: High

L.3 Cost
Drastically reduced prices have caused many items that once met the $5000
inventory threshold for fixed, capital assets to now fall into the category of
non-capitalized, small and attractive assets. This does not, however, reduce the
department’s financial risks. Being easier to purchase and more affordable means
that there are now many times more units, each still costing hundreds of dollars. The
total financial investment by the department is probably higher than ever and is
growing as technology items become more widely used for routine work functions.

Level of Vulnerability: High

L.4 Portability
As digital technology advances, equipment becomes more and more compact.
Employees carry handheld computers, digital cameras, portable projectors, and
other items to worksites throughout the state. Their size and portability are among
the greatest advantages of the technology. Those advantages also make them highly
susceptible to damage, loss, and theft. Unless organizations have stringently
enforced procedures for checking equipment in and out of the office for each use,
damaged or missing assets might not be reported until the time of the next physical
inventory. By then, memories will fade and all accountability will be lost.

Level of Vulnerability: High

L.5 Compatibility/Desirability

The same equipment used at work is now also present in the homes of many
employees. Hardware, software, and peripherals can be totally compatible. It is
standard practice to exchange information between work and home scheduling
systems using handheld computers and personal digital assistants. This compatibility
and the constant movement between work and home, make it more likely that
department owned equipment could be lost, damaged, misused, or commingled with
personal property.

Level of Vulnerability: High



Narrative

Capital Assets Inventory Manual Page I-85
February 2003

L.6 Information Security
In certain cases, the risk of losing an item is less important than losing the
information that is contained in the item. Small devices can contain substantial
amounts of personal or proprietary information the loss of which could represent
significant legal exposure to the department. When combined with the higher
chance of loss or theft resulting from their portability and compatibility
characteristics, information security may be the most critical vulnerability factor.

Level of Vulnerability: High

M. Mitigating Factors
While the above risk factors indicate a high level of vulnerability, there are certain
mitigating factors that have been considered that lessen the chances of equipment
loss. Many assets are used as part of a system, which makes their absence highly
noticeable. Computer monitors, for instance, are not individually inventoried
because they comprise one component of a desktop system. Equipment installed on
vehicles, aircraft, or watercraft is likewise considered to be part of a system,
mitigating the need to maintain inventory accountability of the individual
components.

N. Inventory Management Systems
There are three inventory systems used to account for small and attractive assets
within the Department of Transportation. Each of these systems provides required
capitalized asset data to the department’s accounting systems, TRAINS and
TARTS.

N.1 Minor Capital System
Administered by the Purchasing and Materials Management Office, this mainframe
system contains the department’s inventory of equipment acquired by the state
through donation, gift, purchase, capital lease, or self-construction with a life
expectancy of one year or more and an acquisition cost of $5000 or more. It is also
used to account for non-expendable assets costing between $300 and $4999 per unit
that are considered to be small and attractive, and items purchased with Federal
Participating Funds.
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N.2 Information Technology System
Maintained by the Office of Information Technology, this system is used to account
for information technology equipment and software for all organizations in the
Department of Transportation. Netman is the program currently being used for
inventory of IT assets.

N.3 Fleet Equipment Management System (FEMS)
Managed by the department’s Equipment Administration Office, this
comprehensive, client-server based system performs asset management functions for
a wide variety of vehicles and equipment that are replaced on a cyclic basis. More
than 8000 units are managed by this system, with an inventory value exceeding
$200 million. FEMS interfaces with the department’s accounting system to report
individual asset value and depreciation in order to keep the department’s asset
balance sheet current and accurate. FEMS is also an interactive, real-time system
that provides the department with equipment assignment, utilization, cost
distribution, and repair and services capability and tracking.

O. Internal Controls
The following internal controls will be used to reduce the risk of fraud, misuse,
waste, abuse, loss, theft, and damage to department owned assets deemed to be
small and attractive. These provisions will be included as written guidance in
applicable department directional documents.

O.1 Inventory management system
All items identified as small and attractive (see Paragraph P. Inventory Requirement
Table) with a unit cost of between $300 and $4999 will be entered into one of the
designated inventory management systems at the time of receipt. It is the
responsibility of the organization manager who initiated the purchase to ensure
proper inventory control is established. The decision flow chart at Paragraph R.
Inventory Decision Flow Chart will help you decide which items to place in
inventory and into which system. Organization managers also have the option of
accounting for equipment that does not specifically meet the required parameters
through one of the automated inventory systems.

O.2 Physical inventories
Periodic physical inventories will be conducted on a biennial basis. Inventory
system managers will establish procedures for conducting biennial physical
inventories and will document the procedures in the related department manuals.
More frequent physical inventories may be conducted by organization managers or
by inventory system managers if they determine it to be necessary to verify accuracy
or to improve accountability.
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O.3 Physical security
Organization managers will establish sufficient controls to safeguard assets in
designated, secure storage areas whenever they’re not in use. There will also be
procedures in place to sign out equipment to individuals who will be using the
equipment at temporary locations or job sites away from the normal storage location.

O.4 Loss reporting
Any loss of department-owned assets will be reported to the WSDOT Audit Office
as soon as discovered by any WSDOT employee. In the event of a suspected
criminal act, immediately contact the Washington State Patrol or local law
enforcement authorities. Organization managers will ensure that the required Crime/
Loss Report (WSDOT Form 134-210 EF) is properly completed and forwarded to
the Audit Office.

O.5 Training
Inventory system managers will develop and present training for organization
managers and system users to make them aware of inventory and internal control
requirements. Organization managers will request training for themselves and for
their employees as necessary to maintain clear understanding of inventory
procedures and accurate asset accountability.

O.6 Property disposal
Whenever department owned property that is included in an inventory system is lost,
damaged, destroyed, or is no longer needed by your organization, it should be
properly disposed of according to the procedures in the Disposal of Personal Prop-
erty Manual (M 72-91). Organization managers must also take action to remove the
items from inventory records using DOT Form 721-001.
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P. Inventory Requirement Table

 

Recommended Inventory System Commodity 

Class Code 

 

Item Description Minor 

Cap  

IT 

System 

FEMS 

10 Weapons, firearms, signal guns, and accessories 

1005 Firearms and accessories X   

1040 Chemical weapons and equipment X   

1095 Weapons, miscellaneous X   

13 Ammunition and explosives equipment 

1305 Ammunition reloading and gunsmithing equip. X   

1350 Bomb handling and cryogenic equipment X   

1375 Detonating equipment X   

23 Motor vehicles, trailers, and cycles 

2330  Trailers, cargo and utility including semi-trailers   X 

2331  Trailers, boat   X 

36 Special Industrial Machinery – Food, Printing, Logging, and Textile 

3611 Duplicating equipment/Copy equipment X   

43 Pumps and Compressors 

4310 * Compressors, mounted and unmounted X  X 

 
 

*  Items scheduled  for replacement through the Transportation Equipment Fund (TEF) will be 

accounted for in FEMS. 

4320 Power and hand pumps X   

49 Specialized maintenance and repair shop equipment 

4910 * Motor vehicle maintenance and repair shop equipment X  X 

 
 

*  Items scheduled  for replacement through the Transportation Equipment Fund (TEF) will be 

accounted for in FEMS. 

4920 Aircraft maintenance and repair shop equipment X   

4925 Marine maintenance and repair shop equipment X   

51 Hand tools, powered and non-powered 

5110 Hand tools, edged, non-powered X   

5120 Hand tools, non-edged, non-powered X   

5130 Hand tools, power driven, attachments X   

5136 Taps, dies, and collets – hand and machine X   

5140 Tool and hardware boxes X   

5180 Sets, kits, and outfits of hand tools X   

52 Measuring tools and gauges 

5210 * Inspection gauges and precision layout tools X  X 

 
 

*  Items scheduled  for replacement through the Transportation Equipment Fund (TEF) will be 

accounted for in FEMS.  
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Recommended Inventory System Commodity  

Class Code 
 

Item Description Minor  

Cap 

IT 

System 

FEMS 

 

53 Hardware, abrasives, locks and packing 

5340  Key duplicating machines X   

58 Communications, recording, reproducing, and detection equipment 

5810 Communications security equip. and component X   

5815 Teletype and facsimile equipment X   

5822 * Communications equipment, public safety X  X 

 
 

* Items scheduled for replacement through the Transportation Equipment Fund (TEF) will be 

accounted for in FEMS.  All equipment associated with 800 MHz wireless systems will be in FEMS.    

5840 Radar equipment X   

5855 Night vision equipment X   

61 Electric wire, power, and distribution equipment, batteries and generators 

6115 Generators and generator sets, electrical X   

66 Instruments and laboratory equipment 

6651 Optical devices, binoculars, telescopes, infrared viewers, 

and range finders 

 

X 

  

6672 * Scales and balances laboratory X  X 

6675 * Drafting, surveying, and mapping instruments X  X 

 
 

* Items scheduled for replacement through the Transportation Equipment Fund (TEF) will be 

accounted for in FEMS. 

67 Photographic, projecting, and microfilm equipment 

6710 Cameras, motion picture X   

6720 Cameras, still picture (includes digital cameras) X   

6730 Photographic projection equipment X   

6750 Photographic equipment and accessories (miscellaneous) X   

70 Information Technology (IT) equipment and software 

7011 Minicomputer systems and servers  X  

7012 Non-portable microcomputer systems, (incl. desktop PC)  X  

7013 Portable microcomputer systems, laptop and notebook   X  

??? Handheld computers, including personal digital assistants X   

7034 Plotters  X  

7035 Other IT accessorial equip and components (only scanners)  X  

7038 Laser printers  X  

7039 Impact and other printers  X  

74 Office, visible record, and word processing equipment 

7420 Accounting and calculating machines X   

77 Musical instruments, phonographs, radios, televisions, and household recordings 

7730 Record players, radios, television sets, taper recorders, 

VCRs, and video cameras, home type 

 

X 

  

 



Narrative

Page I-90 Capital Assets Inventory Manual
February 2003

Q. Inventory Decision Flow

 

Inventory Decision Flow 
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Appendix 5	 Property Management Functional Guidelines

The management of WSDOT’s Minor Capital Nonexpendable Property is a 
combined team effort. Procedures, to be effective, must be implemented through 
the user level. Managers of all levels must be aware of such procedures and play 
an active, supportive role. Managers need to be aware of, and in touch with, 
current property management activities.

The following presents a summary of the management activities at each level within 
the Minor Capital Nonexpendable Property management team.

	 Executives: Are responsible for policy implementation and overall line 
management of the Minor Capital Nonexpendable Property within their 
organization. They also ensure that furnished written system guidance 
material reaches the accountable personnel.

	 Manager, Purchasing and Materials Management: Exercises overall  
department-wide staff responsibility at the direction of the Manager,  
Administrative Services for the Minor Capital Nonexpendable Property  
Management System.

	 Administrative Officer (or other designee): Has responsibility within 
the region or major Headquarter organization for compliance with proper 
procedures.

	 Regional Supply Officer: Manages the operations portion of the Minor Capital 
Nonexpendable Property System within the region. The individual monitors the 
property to ensure proper documentation is maintained and that the items are 
identified and located in the system.

	 Organizational Unit Supervisor: Manages the Minor Capital Nonexpendable 
Property within the organization unit. This includes ensuring that the system 
is updated with transfer, addition, deletion, disposal, maintenance and repair 
costs, usage changes, and other similar information.

	 User: Any employee assigned an item will be responsible for its accountability, 
serviceability, and actual location. Changes in equipment status or transfers 
must be promptly reported to the Unit Supervisor. It is not intended that  
employees “sign” for property. However, this option is certainly open as 
deemed appropriate.

The foregoing are not present in all organizations. In small centralized offices, 
one individual may be assigned all duties related to Minor Capital management, 
to include custody, and use, of the property.
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Appendix 6	 Tag Numbers/Ordering/Storing

Tag numbers are simply equipment identification numbers that the various agencies 
within WSDOT assign to their Minor Capital property. The numbers are printed on 
bar code tags and consist of two parts:

1.	 The agency prefix, and
2.	 A six-digit number.

Agency prefixes which are in current use and are recognized by the computer are 
as follows:

	 For Purchased Equipment	 For Leased Equipment
	 DOH	 —	Motor Vehicle Fund	 DOX	 —	Motor Vehicle Fund
	 TEF	 —	Transportation 	 TEX	 —	Transportation  

		  Equipment Fund			   Equipment Fund
	 WSF	 —	Washington State Ferries	 WSX	 —	Washington State Ferries
	 AER	 —	Aviation Division	 AEX	 —	Aviation Division

The appropriate prefix is followed by a six-digit number (sorry, no alpha characters 
allowed — messes up the computer). For example: DOH 201534 identifies the 
agency as being the Department of Transportation, i.e., the Motor Vehicle Fund. 
The “2” designates North Central Region* — the region where the item was 
originally purchased and tagged. The 01534 portion simply indicates that the 
equipment in question was the 1534th item to be numbered.

*Under this scheme, DOH 001534 indicates WSDOT Headquarters; DOH 101534 
indicates Northwest Region; DOH 201534 indicates North Central Region; DOH 
301534 indicates Olympic Region; DOH 401534 indicates Southwest Region; DOH 
501534 indicates South Central Region; and DOH 601534 indicates Eastern Region.

If an item is transferred from one region to another, the tag number is not changed. 
Consequently, it is entirely possible that the equipment bearing tag number 
DOH 201534 is properly located in the Eastern Region.

Ordering and Storing Tags
Authorized individuals may order Minor Capital inventory tags from Headquarters 
Purchasing and Materials Management or create them on site by using an acceptable 
printing device. Tags may be ordered from HQ in any quantity. Minor Capital 
Inventory forms, tags, and all related documentation must be stored in a locked 
location.

Log Book
Choose one or more of the methods listed below for maintaining a log which 
documents the tag number, make, model, serial number, and org code number. 
Logs must be kept current for auditing purposes.

Method A – A paper log
Method B – An electronic log
Method C – A Minor Capital Inventory form (721-001 EF)
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	 Processing/Identifying/Tagging 
Appendix 7	 Capitalized and Small and Attractive Assets

All inventoried Minor Capital equipment is to be marked to identify it as state 
property for accountability purposes, to discourage theft, and to aid in its 
identification if it is lost or stolen.

A unique bar code tag is assigned to this equipment. It consists of three alpha 
letters (DOT) plus six numeric characters. This tag is located on the principal body 
of the item. Place the tag in plain view to facilitate physical inventory. Do not 
place the tag in an area subject to wear or on a removable part. Mark all items of 
equipment in like places. Bar tags that are currently in the system that begin with 
the alpha characters DOH, WSF, AER, or UCO will eventually meet their useful 
life expectancy, be surplused and eliminated from the system.

Equipment Prohibits Normal Marking
If a Minor Capital item is physically configured in a manner that prevents the 
attachment of a bar code tag, the preference is to engrave the tag number into the 
item. Due to configuration of some items, it may not be feasible to attach a bar 
code tag or engrave the tag number into the item. In this case, the inventory tag is 
attached to the Minor Capital Inventory form or to a picture of the item. Attach a 
picture of the item to the Minor Capital Inventory form and note the serial number 
on both documents.

Filing Inventory Forms and Documents
Minor Capital Inventory forms and pictures are to be kept in a notebook, folder, 
or box and stored in a secured location.

WSF/Processes for Identifying/Tagging/Recording
Please see Appendix 7A.  

Capital Leased Equipment
Note: Capital leased equipment is marked with a unique bar code tag which 
consists of three alpha letters (DOX – the X designates leased equipment) and 
six numeric characters. If the purchase option is exercised at a later date, the 
“DOX” tag is removed and replaced with a “DOT” tag. The DOT tag is applied 
after the last payment has been made and the equipment officially becomes the 
property of WSDOT.
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Appendix 7A	 Ferries

Procedure for Identification and Processing of Minor Capital/Small 
and Attractive Assets

The following procedure identifies processes and responsibilities for the 
identification, tagging and recording of newly purchased Minor Capital/Small 
and Attractive Assets

•	 The Purchasing Agent will be responsible for determining if an item 
meets the definition of either a small and attractive or minor capital asset. 
The Purchasing Agent will place a “To Be Tagged” note on the requisition 
prior to routing the procurement to the Buyer.

•	 The Buyer is responsible for putting an ASSET notation on the Purchase 
Order body when the procurement is processed. If an asset is shipped directly 
from a vendor to a job site, the Buyer will notify the Inventory Agent of all 
relevant information including: Purchase Order number, asset description and 
approximate arrival date. The Inventory Agent will then work with the order 
originator to ensure the asset is tagged on-site.

•	 A Receiving copy of the PO with ASSET noted is forwarded to the Inventory 
Agent and Accounting Services. 

•	 The Inventory Agent completes the asset information available on DOT Form 
721-001 EF and attaches a WSF property tag to the Receiving copy of the 
Purchase Order. A copy of Form 721-001 EF is forwarded to Accounting 
Services. The Receiving copy is forwarded to Central Receiving. 

•	 Central Receiving personnel will identify that the item being received is to 
be tagged by the receiving paperwork forwarded to them. The asset will be 
received in MPET and a Receiving Report will be printed. The Inventory 
Agent is notified of the receipt and affixes the tag to the asset and will record 
the serial number and other pertinent information about the asset on DOT 
Form 721-001 EF. 

•	 If a tag cannot be attached to the physical item because of its size, metal 
composition or other reasons, the tag number will be scribed onto the asset. 
The tag for items scribed will be attached to DOT Form 721-001 EF and will 
be filed. If an item cannot be scribed or otherwise identified with a property 
tag, the Inventory Agent will take a picture of the asset and attach it to the 
WSDOT Form 721‑001 EF describing that item and its location. 

•	 When the invoice for the asset is processed, Accounting Services applies 
the correct Object Code for the payment transaction and enters the payment 
information including tax and shipping on Form 721-001EF. The completed 
form is forwards it to the Inventory Agent. 

•	 The Inventory Agent will complete the entry of all required information 
concerning the asset into the Minor Capital system record for that item. 
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Appendix 8	 Possible Reasons for Missing Items

1.	 For various reasons, many of the “missing” items are in fact not missing at all. 
For example, some items are in a storeroom, cabinet, or desk drawer and these 
areas have been overlooked in the inventory taking process. Another example 
would be lack of concern on the part of the inventory taker to properly count 
all items at a location.

2.	 An item was discarded without completion of the proper paper work and thus 
the item was not deleted from the inventory. For example, an item which was 
beyond repair was not properly surplused using a Property Disposal Request, 
S.F. 267-A; instead, it was thrown in a scrap pile or otherwise discarded. 

3.	 An item was stolen and not noticed and/or not appropriately reported 
using a Property Disposal Request, S.F. 267-A. An example would be a 
piece of equipment which was only used in emergency situations. Since 
the emergency situation did not arise, its loss was not discovered until the 
physical inventory was taken.

4.	 A site containing various Minor Capital items was sold without removing 
the Minor Capital equipment. By default or design, these items became the 
property of the new owner.

5.	 An item was stolen, the police were notified, however, a S.F. 267-A was 
not completed and consequently the item was not removed from inventory. 
(Procedures have been changed so that this is no longer possible.) 
Apparently, it was not known that only the completion and processing 
of a S.F. 267-A removes the equipment from inventory.

6.	 A Motor Vehicle Fund (MVF) Minor Capital item was physically transferred 
to the Transportation Equipment Fund (TEF) without the completion of a 
S.F. 267-A. For example, a desk in the MVF inventory is physically transferred 
to a TEF organization. This action requires the receiving TEF organization to 
assign a new tag number to the desk and to load it into the inventory system. 
If the losing organization did not comply with proper interfund transfer 
procedures including the submission of a S.F. 267-A and did not verify that 
the transfer was entered into the computer, then the desk would not be removed 
from the MVF inventory.

7.	 An item could be transferred to another region or Headquarter organization 
and the new owner could improperly assign a new number to the item and load 
it into their organization’s inventory under the new number. In addition, the 
previous owner would have to forget to delete the item from their inventory. 
This is possible when we recall that procedures prior to 1979 required that 
Minor Capital equipment be handled in this manner. For example, an electric 
drill is transferred from the Eastern Region to the Northwest Region and the 
new owner assigns a new number to the drill. In addition, the Eastern Region 
does not delete the drill from their inventory.
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8.	 An item is cannibalized and a S.F. 267-A is not completed regarding this action. 
For example, a chain saw is cannibalized to repair other chain saws and a 
S.F. 267-A legitimizing this action is not completed, resulting in a cannibalized 
and unrecognizable chain saw that remains on inventory.

9.	 Trade-ins can create a problem when the tag number from the old item is 
removed and placed on the new item. Instead, a S.F. 267-A should be  
completed on the trade-in item and a new tag number must be assigned to the 
new item. For example, an item is turned in to a vendor for repair; in lieu of 
actual repair, the vendor exchanges the old item for a “new” reconditioned one.

10.	 An item consisting of several component parts, each of which has a tag number, 
is surplused, sold, etc., but only one of the component part tag numbers is 
deleted from inventory. 

11.	 An item may inadvertently have been assigned two tag numbers. Although 
the original tag number would show up on the missing item report, no search 
was conducted or S.F. 267-A action initiated to resolve the problem.

12.	 A tag number may have simply fallen off a piece of equipment. The inventory 
taker, not realizing this, retags the item. The item will show up on the missing 
item report under the old number.

MOST, IF NOT ALL, OF THE ABOVE ARE THE RESULT OF 
NONCOMPLIANCE WITH PROCEDURES CONTAINED ELSEWHERE IN 
THIS MANUAL. APPROPRIATE MANAGEMENT EMPHASIS MUST BE 
APPLIED TO PREVENT THE ABOVE FROM OCCURRING IN THE FUTURE.
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Appendix 9	 Instructional Letter IL 18-10

 Instructional Letter
   Number: IL 18-10 

  /s/ Paula J. Hammond                                            Effective:  April 18, 2002
Chief of Staff Expires:  April 17, 2003  

Loss of Public Funds or Property 
Notification Requirements 

I. Introduction 

A. Purpose 

The purpose of this Instructional Letter is to inform all Washington State 
Department of Transportation (WSDOT) employees of the requirements for 
reporting the loss of public funds or state property. 

B. Supersession 

This Instructional Letter supersedes Instructional Letter IL 18-10, Notification of 
Loss of Public Funds or Property, dated February 25, 2001.

C. Term 

This Instructional Letter will either be renewed or replaced within one year.  It 
remains in effect until rescinded in writing. 

D. References and Basis of Authority

1. Office of Financial Management, State Administrative and Accounting 
Manual  (SAAM) 20.30.20 and 30.40.80 

2. RCW 43.09.185, Loss of Public Funds 

3. Disposal of Personal Property Manual M 72-91 

4. Fixed Assets Inventory Manual M 72-89 

5. Consumable Inventory System Manual M 72-90 

6. Inventory Control of Small and Attractive Assets Instructional Letter IL 
4045.00

 Any revisions to the above are automatically incorporated by this reference. 
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Loss of Public Funds or Property Notification Requirements Instructional Letter IL 18-10
April 18, 2002

II. Rules 

A. Employees Report to WSDOT Audit Office

Employees must report any suspected or known loss of public funds or assets to 
the WSDOT Audit Office as soon as discovered. 

Employees must complete a follow-up Crime/Loss Report (WSDOT Form 134-
210 EF), required by the Office of Financial Management (OFM), and send it to 
the WSDOT Audit Office.

B. WSDOT Audit Office Report to State Auditor 

In compliance with RCW 43.09.185, the WSDOT Audit Office will act on behalf 
of the department by reporting any known or suspected losses of public funds or 
assets to the State Auditor’s Office.  The WSDOT Audit Office is the liaison 
between the department and other state agencies requiring notification. 

C. WSDOT Audit Office Coordinates Responsive Action 

In compliance with Office of Financial Management’s SAAM 20.30.20, the 
Director of Audit, in conjunction with the Assistant Secretaries and Region 
Administrators, will coordinate responsive action with the Attorney General’s 
Office and the State Auditor’s Office. 

III. Procedures 

A. Loss of Public Funds or Assets 

Report any loss of public funds or assets to the WSDOT Audit Office (360) 705-
7003 as soon as discovered by any WSDOT employee.

In the event of a suspected criminal act, immediately contact the Washington
State Patrol or Local Law Enforcement. 

B. Crime/Loss Report Completed 

The employee is required to follow up by completing a Crime/Loss Report 
WSDOT Form 134-210 EF, and forwarding it to the WSDOT Audit Office. The
instructions for completing the report are included with the form.  For
assistance, please contact the WSDOT Audit Office at (360) 705-7003.

When applicable, attach a copy of the police report to the Crime/Loss Report 
WSDOT Form 134-210 EF. 

2
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Loss of Public Funds or Property Notification Requirements Instructional Letter IL 18-10
April 18, 2002

C. Property Disposal, Minor Capital Add/Change

A property Disposal Request, (State Form 267-A), and/or a Minor Capital 
Add/Change (WSDOT Form 721-001 EF) may need to be completed. The 267-A
is available electronically under State Forms, with brief instructions. The 721-001 
is available electronically under WSDOT forms. Please refer to the following 
manuals to determine whether either form is required: 

1. Disposal of Personal Property Manual M 72-91 

2. Fixed Assets Inventory Manual M 72-89 

3. Consumable Inventory Manual M 72-90 

4. Inventory Control of Small and Attractive Assets Instructional Letter IL 
4045.00

For more information: If you have questions about either the 267-A or the 721-
001, contact the Finance and Administration Division, Administrative Services, 
Purchasing and Materials Management, Inventory Branch, at (360) 570-6720. 

D. Audit Office Processes Crime/Loss Report

Upon receipt of the Crime/Loss Report, WSDOT Audit Office will complete 
necessary procedures required by the Office of Financial Management’s SAAM 
20.30.20 and 30.40.80, and determine whether further review will be necessary. 

V. Appendix

A. WSDOT Form 134-210 EF, “Crime/Loss Report” and Instructions 

Alternate Formats: Persons with disabilities may request this information be prepared and supplied in 
alternate formats by calling the WSDOT ADA Accommodation Hotline collect 206-389-2839.  Persons with 
hearing impairments may access WA State Telecommunications Relay Service at TT 1-800-833-6388, 
Tele-Braille 1-800-833-6385, or Voice 1-800-833-6384, and ask for connection to 360-705-7097. 

3
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Loss of Public Funds or Property Notification Requirements Instructional Letter IL 18-10
April 18, 2002

Appendix A, Page One
Form 134-210, “Crime/Loss Report”

4
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Loss of Public Funds or Property Notification Requirements Instructional Letter IL 18-10
April 18, 2002

Appendix A, Page Two
Form 134-210, “Crime/Loss Report” 

5
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Appendix 10	 Monthly Reconciliation Procedures

To ensure this agency is reporting its assets accurately to OFM, it is required that:

1.	 The acquisition cost entered into the Minor Capital Inventory System is the 
same amount reflected on the expenditure file.

2.	 Items the agency no longer has in its possession (that is, items that have been 
surplused, scrapped, lost, etc.) are deleted from the Minor Capital Inventory 
System. The dollars in the General Capital Assets Group are adjusted quarterly 
based on the changes in the Minor Capital Inventory System.

The reconciliation process is to take place each month and all costs are to be 
verified.

The primary offices responsible for reconciling the Minor Capital Inventory System 
acquisition costs to the TRAINS expended amounts are:

1.	 Headquarters Accounting Services Office for capitalized (JC01) equipment 
purchased throughout the agency (excluding TEF Fund 410 items).

2.	  Purchasing and Materials Management office for non-capitalized Headquarters 
purchased equipment. 

3.	 The Region Supply Officer for non-capitalized equipment purchased in 
the regions.

There are two reports used to verify the expended amount in TRAINS with the 
acquisition cost in the Minor Capital System.They are:

1.	 TRAINS/Minor Capital Reconciliation Report, DOT Ram 0164 (hereafter 
referred to as the Reconciliation Report)

	 This report comes from TRAINS and summarizes the expenditures for the 
month for JC01 and EQ04 object codes (excluding TEF Fund 410 items). The 
data prints in Organization Code sequence and lists

	 Voucher Number, Fund, Object, Vendor Code, Date of Payment, and Amount of 
Payment. The Reconciliation Report is run each month, two days after TRAINS 
month end. This means, for instance, the February report will be received 
about March 10th. This report prints three copies at Headquarters each month. 
Headquarters Accounting will forward two copies to Purchasing and Materials  
who will retain a copy and forward a copy to the Regional Supply Officers. See 
the Reports Section for a sample of the report.

2.	 Minor Capital Monthly Change in Acquisition Cost Report, R23112 (hereafter 
referred to as the Change Report)

	 This report lists, in Tag Number sequence; Organization Code, Voucher  
Number, Date Paid and changes to the acquisition cost in the Minor Capital 
Inventory System (additions, changes in value and deletions). It is run at the 
end of each month as part of the month end process and prints three copies at 
Headquarters. Purchasing and Materials Office will retain a copy and distribute 
copies to Headquarters Accounting and to the Regional Supply Officers. See the 
Reports Section for a sample of the report
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Procedures
Step 1

Using the Change Report, attempt to match the items with a positive difference to 
expenditures on the Reconciliation Report. Note the Tag Number from the Change 
Report on the Reconciliation Report. If the dollar amounts are not the same you 
may need further information. Other reports available to aid you in identifying the 
appropriate Tag Number are the Minor Capital Additions Report, Transfer Report, 
Change Report, and the Deletions Report. Another excellent source of information 
is the Minor Capital Tag Number Log, which is maintained in each regional supply 
office. Also, it may be required to physically examine the Payment Voucher, which 
is filed in the appropriate Accounting Office to find exactly what was purchased. 

Note: Items entered into one system may not show up in the other system in the 
same month, so a review of preceding and succeeding months may be necessary.
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Step 2

If the cost of the item on the Change Report is different than the cost reflected on 
the TRAINS Reconciliation Report, a change/correction to the acquisition cost in 
the Minor Capital Inventory System is required. To adjust the acquisition cost to 
coincide with TRAINS aMinor Capital Add/Change Form (EF721-001) is prepared 
and submitted to your region’s approving authority (Supply Officer). They will enter 
the information into the Minor Capital Inventory System to adjust the cost to the 
correct amount.

Note: Excise (compensation) tax payments are made on equipment that did not have 
sales tax included on the original payment voucher. These charges will normally 
show up on the Reconciliation report a month after the original payment. In  
addition, Headquarters Accounting will forward a copy of the Compensating Tax 
Voucher to Purchasing and Materials each month. They will send copies of the 
Voucher to the Region Supply Officers. The excise tax amount needs to be included 
in the acquisition cost in the Minor Capital System. To do this a Minor Capital Add/
Change form (721-001EF) is to be prepared and processed. When entering the tax 
amount use Option 1, Additional Cost screen, which is listed on the Main Menu of 
the Minor Capital Inventory System. Then on the Sub Menu use the Change Option 
to change the Acquisition Cost.
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Step 3

For those items listed on the Reconciliation Report but not on the Change report, 
check the payment voucher on file in Headquarters Accounting or Region  
Accounting Office. If a Minor Capital Add/Change Form, EF721-001, has not been 
submitted, one is to be prepared and processed as stated in Step 2. Note the tag 
number on the Reconciliation Report.

For those items on the Change Report that cannot be found on the Reconciliation 
Report, research the documentation on the Change report for the tag number to find 
the TRAINS payment information (date paid, amount, object code, etc.). The date 
paid will tell you what month to look for the entry on the Reconciliation report. 
Some possibilities for not being able to reconcile would be a different org code 
on the payment voucher than in the Minor Capital System, or the object code may 
not be JC01 or EQ04. To correct object code errors on the Reconciliation Report a 
Journal Voucher should be prepared and processed.
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Step 4

All corrections you have made and processed should appear on the next run of the 
Reconciliation and Change Reports for you to verify the entries were made and 
reflected accurately.

After the tag numbers are noted on the Reconciliation report and reconciled with 
the Change report, the two reports are retained on file for three years, per General 
Retention Schedule GS02002.
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Appendix 11	 Reinstating Tag Numbers

Occasionally, a tag number that has been deleted needs to be reinstated into the 
Minor Capital System. For instance, an item could not be found at inventory time 
and was deleted. At a later date, the item is discovered. When this occurs, the item 
needs to be “put back” into the system. The procedures to do this are as follows:

1.	 Acquire the Agency Authority Number of the Property Disposal Request. 
The easiest way is to inquire on the terminal. (TAB A)

2.	 Locate the Property Disposal Request. Note on it this item has been found. 
(TAB B)

3.	 Prepare a Minor Capital Add/Change Form 721-001. Include Tag Number, 
Agency and G.A. Authority Numbers from the Property Disposal Request. 
Enter “C”, for change, in the Action Code box. (TAB C)

4.	 Send a copy of the form to Olympia Service Center Purchasing and Materials 
so they can update the original Property Disposal Request.

5.	 Enter the “change” into the system. Use the Basic Inventory Update Inquiry 
screen. Enter “C” for change, as the option. Then erase the Reason Code, 
Agency Authority Number, G.A. Authority Number, and Disposal Date. 
The tag number is now back in service. (TAB D)

Note: Check the organization code and site. If it is not correct, proceed with 
the transfer process.

You will receive a Change Report (R23040CA) reflecting this transaction the next 
Monday. (TAB E)
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Tab A    Add/Change/Delete/Inquiry — Screen N23100S
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3/9/97

3/9/97

3/19/97

Tab B    Property Disposal Request — Form S.F. 267-A
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Tab C    Minor Capital Add/Change — Form DOT 721-001

D
AT

E
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Tab D    Add/Change/Delete/Inquiry —  Screen N23100S



Narrative

Page I-114	 WSDOT Capital Assets Inventory Manual  M 72-89.03	
	 May 2009

Tab E    Changes — Report R23040-CA
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Appendix 12	 Federal — Excess and Surplus Property

A.	 Federal Surplus or Excess Property

	 RCW 43.19.1917 - Records of equipment owned by state — Inspection — 
“State equipment” defined, in part, states that “All state agencies, including 
educational institutions, shall maintain a perpetual record of ownership of 
state owned equipment, which shall be available for the inspection and check 
of those officers who are charged by law with the responsibility for auditing 
the records and accounts of the state organizations owning the equipment, or 
to such other special investigators and others as the governor may direct. In 
addition, these records shall be made available to members of the legislature, 
the legislative committees, and legislative staff on request.” Note: For WSDOT, 
this requirement applies to excess and surplus Federal property.

B.	 Excess Federal Property Definition

	 Property which has been reported to the General Services Administration (GSA) 
by a Federal agency (typically FHWA for our department) as being excess to its 
needs and which is being made available to the GSA pending a canvass of other 
Federal agencies for possible need.

B.1	Excess Federal Property Ownership

	 Federal excess property remains the property of FHWA who retains title 
and the equipment is simply “transferred” to WSDOT. This is achieved at 
no charge to WSDOT. The equipment is required to be used on Interstate 
Federal highways only. The equipment must be returned to Federal Excess 
when WSDOT is through with it.

B.2	Excess Federal Property Inventory Requirements

	 When the federal government retains residual title to an asset, include 
the property in a fixed asset inventory system regardless of its dollar 
value. This includes assets on lease or long-term loan (see OFM 30.10.50). 
Also see the Capital Asset Inventory Manual, M 72-89, Foreword, for re-
sponsible offices.

C.	 Surplus Federal Property Definition

	 Federal property for which the General Services Administration (GSA) has 
determined there is no need by any Federal agency.

C.1	Surplus Federal Property Ownership

	 Federal surplus property is “donated” to WSDOT for a small  
administrative handling fee. When a WSDOT organization acquires an item 
of Federal surplus, the item must be kept by WSDOT for a period of no less 
than one year and must be used for its intended purpose. Motor vehicles and 
items with an acquisition cost of $5,000 or more must be kept for a mini-
mum of 18 months. Aircraft and boats of 50 feet or more must be kept by 
WSDOT for a minimum of five years.
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C.2	Surplus Federal Property Inventory Requirements

	 The following assets are inventoriable in a capital asset inventory system 
(see OFM 30.40.10):

•	 Land

•	 Capitalized assets with a unit cost (including sales tax and ancillary 
costs) of $5,000 or greater, and

•	 Non-Capitalized assets with a unit cost  (including sales tax and ancil-
lary costs) less than $5,000 identified as small and attractive (refer to 
Subsection 30.40.20).

	 See the Capital Asset Inventory Manual, M 72-89, Foreword, for respon-
sible offices.

C.3	Surplus Federal Property Transfers

	 If the custodian desires to transfer Federal surplus to another WSDOT 
organization prior to the above stated timelines, the custodian must contact 
the WSDOT Purchasing and Materials Manager for approval and to obtain 
appropriate instructions. Once these time limits are exceeded for Federal 
surplus, the items can be disposed of following the procedures in the WS-
DOT Disposal of Personal Property Manual, M72-91, for applicable state 
property.

D.	 Excess and Surplus Federal Property Purchase Authorization

	 Federal surplus/excess property is available through Federal Excess Property 
and our state’s Division of Commodity Redistribution (DCR). Contact the 
Purchasing and Materials Manager for details on obtaining such property. Only 
the Purchasing and Materials Manager; Manager, Administrative Services; 
Director, Aviation Division; and Assistant Secretary for Finance and  
Administration may approve Federal surplus/excess property acquisitions. The 
Aviation Division will provide to the Purchasing and Materials Manager copies 
of all Federal surplus/excess property acquisitions within 30 days of receipt. 
The individual actually acquiring Federal surplus/excess property becomes the 
custodian of said property and is responsible for the safeguarding and control 
of the property. As with state property, all acquired excess and surplus federal 
property must be used only for official state business.
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Part II Forms

Introduction
This section covers all forms (source documents) used in Minor Capital Inventory
System. It will discuss what the Minor Capital Forms are, how to prepare them,
and include a sample.

Sample of Form Form Number Page

Minor Capital Add/Change DOT 721-001 2

Minor Capital Property Transfer DOT 721-007 6

Minor Capital Property Physical Inventory DOT 721-006 8

Property Disposal Request S.F. 267-A 11
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Minor Capital Add/Change — Form DOT 721-001
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Description and Use
This form is used by six-digit Organization Code Supervisor or their designee to
add, delete, or reinstate a tag number or to change certain information pertaining
to a tag number.

Completing the Form
A sample form appears on the opposite page. The numbers below refer to
corresponding numbers on the form.

1. Tag Number
Consists of prefix DOH, TEF AER, or WSF and six-digit number. First digit
indicates region who purchased and tagged the item. The Tag Number Prefix for
leased equipment includes an “X” (example, DOX ________). The number is
assigned by regional Supply personnel. TEF numbers are assigned by regional
TEF Accountants.

2. Description
Record a brief description, i.e., wood side chair.

3. Commodity Code
Enter seven-digit number identifying item. Found in Commodity Code Catalog.

4. Useful Life
Leave blank when adding new tag number. This is computed by the system
from a table. Proprietary funds (520 and 410) can do a “change” if required.

5. Equipment Number
Used when item is “assigned” to a piece of equipment, i.e., odometer to a car
or pickup.

6. Site
Must be entered. Identifies location (building) of item. Consists of region, county
code number, type of building (Alpha), and building number. Found in Facility
Control Record.

7. Floor/Wing
Enter if applicable. Used primarily in Transportation Building. Identifies floor and
wing of building where item is located.

8. On Loan To
Enter if applicable. Used when item is loaned to another. Can be a person’s name,
or name of section or org. code, or location or combination as long as kept within
15 spaces.

9. On Loan From
Enter if applicable. Used when item is loaned. Identifies individual lending item.
Can be name of section or person or building or org. code or combination.

10. Organization Code
Must be entered. Identifies area to which item is assigned.
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11. Agency
Enter the Agency number. WSDOT is agency 405. (See Chart of Accounts.)

12. Fund
Enter Fund from which item was paid. DOH-108, TEF-410, WSF-519, 520.

13. Prog.
Enter subprogram from which dollars are expended. Ex - P5 - M4 - M2 S1.

14. Requisition
Enter number of requisition item was requested on, if requisition was used.

15. Order
Enter purchase order or field order number. If item is leased, the purchase contract
or lease agreement is to be entered here. If the WSDOT Purchasing Card was used,
insert “PURCARD” in this field.

16. Date Received
Enter date item was received.

17. Voucher
Enter voucher number used to initiate payment for the item. Assigned by Regional
Accounting. If item is “found” during inventory, PHY is entered here. However,
system will not accept unless the warrant register number and date paid are entered
as well.

18. Warrant Register
Enter warrant register number assigned by Headquarters Accounting when warrant
is issued. If item is “found” during inventory, INV is entered here. If item is a
Lease, Purchase LSE is entered here. However, the system will not accept the
warrant register number unless the voucher number and date paid are entered as
well. Using “LSE” in the Warrant Register field, when applicable, provides the
capability to run a report of all leased equipment, so it must be filled in.

19. Date Paid
Enter the date paid assigned by Headquarters Accounting when warrant is
issued. This is the date the depreciation is computed from. However, the
system will reject unless voucher and warrant register are entered as well.

20. Status
Enter purchase status. G = Gift or donation. L = Loan from government agency.
E = Error, originally not thought to be Minor Capital equipment. Blank = Normal
purchase.

21. Participation
Enter percent of funding participation if other than WSDOT funds are involved.
This will be used to reimburse said agency should item be deemed surplus and
sold. Primarily for items purchased with federal funds.



Forms

Capital Assets Inventory Manual Page II-5
February 2003

22. Vendor
Enter name of vendor from whom the item was purchased.

23. Make
Enter manufacturer’s name. If not known, enter “unknown.”

24. Cost
Enter how much item cost. Includes tax and freight. If unknown, the average of
like items in the system is to be used. A cost must be entered when adding new
tag number.

25. Residual Value
This figure will be “0” for items with DOH, UAB, and AER tag prefixes.
Tag prefixes of TEF and WSF which are Proprietary Funds, may have a
residual value. If this field is left blank, it will default to “0”.

26 Model
Enter model number, if applicable.

27. Serial
Enter serial number, if applicable.

28. Repair Cost
Enter amount paid when item is repaired.

29. Usage Hrs.
Not applicable for new purchase. Used in conjunction with repair costs to justify
purchase of certain brand or type of equipment.

30. Cond.
Not applicable for new purchase. Condition Code of an item. G = good,
F = fair, P = poor, O = obsolete or unserviceable. This field is updated during
physical inventory.

31. Srpls.
“S” entered when item is deemed to be surplus to your needs.

32 Action Code
Enter “A” for add, “C” for change, or “D” for delete.

33. Submitted By
Signed by six-digit Organization Code Supervisor or their designee.

34. Date
Date form is prepared.

35. Delete
Reason code/agency authority number/G. A. authority number are entered from
previously approved Property Disposal Request.
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Minor Capital Property Transfer — Form DOT 721-007

2
3

4

1

5

6

7

8
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Description and Use
This form is used by six-digit Organization Code Supervisor or their designee
when an item within a fund is transferred to another organization code, building,
or floor/wing of a building.

Completing the Form
A sample form appears on the opposite page. The numbers below refer to
corresponding numbers on the form.

1. Tag Number
This is the tag number of item being transferred. Be sure the prefix is correct and
all six digits of the number is entered.

2. Item Description
This should be a short description of the item. Enter serial number if applicable
or if it is known. Also, commodity code if known. This is informational only —
not mandatory.

3. Sender
This is a name of section the item is being transferred from, i.e., Purchasing and
Materials Management. Address: is address of section, i.e., Transportation
Building, Olympia.

4. Responsible Supervisor
The six-digit Organization Code Supervisor or his designee that is transferring the
item signs here.

5. Transfer From
These fields should be filled out with the information that pertained to where the
item is being transferred from. If just one field of information is being changed,
you should still fill out these fields, as it gives the person entering this information
in the Master File a means to double check.*

*It is the responsibility of the recipient to enter transfer into system.

6. Transfer To
The receiving region should complete these fields with the new information and
route it to have the information updated on the Master File.

7. Recipient
Name of section and address (building or street address) receiving the item.

8. Responsible Supervisor
The six-digit Organization Code Supervisor or his designee that is receiving the
item signs here.
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Minor Capital Property Physical Inventory — Form DOT 721-006
2

3
4

5
1

6

7
8

9

10
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Description and Use
This form is used during the annual physical inventory when a bar code reader is
unavailable. It is used primarily after corrections have been made to Items New
to Location Report. The items that have been transferred are to be inventoried in
new locations.

Once this is accomplished for all your Minor Capital items (not just the camera),
route the completed form to your Supply Officer. He will enter the information
you provided into the terminal.

Completing the Form
A sample form appears on the opposite page. The numbers below refer to
corresponding numbers on the form.

1. Site
Consists of region, county code, building type, building number, i.e., 0 34 AF 01
is the Headquarters Transportation Building. The site designation number is
obtained from the Facility Control Record (R340066MF).

2. Floor/Wing
This pertains to buildings that have this entered as part of their site. The
Transportation Building primarily, and Eastern Region main building.

3. Org. Code
This is the six-digit organization code of section/area taking the inventory.

4. Prefix
This is the three-digit alpha agency prefix indicating which fund item was
purchased from. They are:

DOH — Motor Vehicle Fund (108)

TEF — Transportation Equipment Fund (410)

WSF — Washington State Ferries (108 Construction)

WSF — Washington State Ferries (109 Maintenance)

AER — Aviation Division (039)

5. Date
This is the date the inventory is taken.

6. Tag Number
Consists of six-digit number on the item. No alpha characters or dashes allowed.

7. Condition Code
The condition of the item is noted here. The Condition Codes are:

G — Good

P — Poor

U — Unserviceable or obsolete
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8. Description

A short description of item is entered.

9. Location
This can be a room number, initials, or name of person using item, or other way of
identifying where within the building item is located.

Note: Description and location are shaded, indicating this information does not go
into system.

10. Inventory Taker
Individual taking the inventory signs here when form is completed.
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Property Disposal Request — Form S.F. 267-A

1

2
3

5

6

7 8
9 10

14

13

12

4

11
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Description and Use
This is a Department of General Administration form and is used by all state
agencies. This form is used when a tag number needs to be deleted from the Minor
Capital Inventory System. A complete explanation can be found in the Property
Disposal Manual (M 72-91).

Completing the Form
A sample form appears on the opposite page. The numbers below refer to
corresponding numbers on the form. The areas of the form not numbered or
explained are filled in by Surplus Property or Inventory Manager.

1. Agency Authority No.
This is a six-digit number assigned by regions (usually accounting ofc.). The
first digit indicates the region; second is Alpha letter A; the other four numbers
are assigned sequentially.

2. Date Prepared
Date requester prepares form.

3. From
Name and address of requester.

4. Location of Property

If property is stored someplace other than address above enter here, i.e.,
Warehouse No. 2.

5. Item No.
Items are sequentially numbered. First item listed is 1, second is 2, etc.

6. Quantity
Quantity of items.

7. Description
Describe item, include tag number and condition.

8. Estimated Value
Estimate what the item is worth. This figure is not binding. It is to give Surplus
Property a guideline.

9. Fund
This is the fund that owns the item. This is very important and must be filled in.

10. Federal Participating
Enter “yes” if item was purchased with federal funds. Otherwise enter “no.”

11. Disposal/Disposition
Put an X in the appropriate box that states how you want to dispose of the items.
If item is missing during physical inventory, the LOST of STOLEN box is checked.
The DIRECT TRANSFER box is checked if the item is being transferred between
funds, i.e., DOH (108) to TEF (410).
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12. Signature of Requester
The Regional Administrator/Assistant Secretary’s signature is required if
the item is Minor Capital property missing during inventory. Otherwise, the
six-digit Organization Code Supervisor or his/her designee should sign.

13. Agency Disposal Certification
This area of the form is used when authority has been given to the requester to
scrap an item. The appropriate box is checked as to which manner was used to
dispose of item. The requester signs before a witness. Then the form is returned to
Purchasing and Materials.

14. Action by Inventory Control
The Regional Supply Officer or the Inventory Manager for the region is to
sign here.

Exception: If the disposition designated on the form is Direct Transfer, does not
meet inventory criteria or other, the Inventory Manager is to sign.

8:P65:DP/FAIM
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Part III The Computer System

A. Introduction
This document provides instruction for using the Minor Capital Inventory System.
The system requires a terminal to access the Minor Capital Inventory files.
Consequently, you may ‘Look at’ or ‘Update’ a record from the files and have
that record displayed or updated on the terminal as soon as you press the “ENTER”
key on your terminal keyboard.

This portion of the manual is designed so that each procedure of the Minor Capital
Inventory System has a separate narrative. The terminal instructions for How to
Begin (Sign On) and How to End (Sign Off) are the same for each procedure.
Therefore, they are given only once — in Parts C and D of this section.

B. Processing
1. Update and Inquiry via Terminals

a. Basic Inventory Update/Inquiry

This screen is used to add information about items just purchased, to
update Maintenance Cost and Status Information, to delete an inventory
item, and to get information about an existing inventory item. All
transactions are listed on the Activity Reports.

b. Transfer Update

This screen updates the Location Information, Organization Code, and
Program data for an inventory item. All transactions are listed on the
Activity Report.

c. Physical Inventory Update

This screen will be used to enter the Tag Numbers when a Bar Code
Reader is not available. The Tag Numbers will be entered on the screen
and marked as inventoried on the Master File. Items new to the building
will be printed on the Items New to Location Report. After the inventory
for the region is completed, items on the Master File which were not
found during the inventory will be printed on the Missing Items Report.

d. Commodity Description Update/Inquiry (Headquarters Option Only)

This screen is used to update the Commodity Codes, their Descriptions,
and their Useful Life. A Commodity Code can be added, deleted, or a
Description changed. All Commodity Code transactions will be listed
on the Activity Reports.

e. Site Description Inquiry (Headquarters Option Only)

This Screen is used to inquire as to Site Description information.
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f. Update Equipment Organization Codes (Headquarters Option Only)

This screen is used when an Organization Code has been changed. This
will take all items assigned to an Organization Code and “reassign” to a
new Organization Code.

g. Other Inquiry Screens

Other inquiry screens can be created by the Inventory Section personnel
with a short training period and guidance in the use of SUPERNATURAL.
SUPERNATURAL will allow the answering of questions such as the
number of typewriters, number of items at a site, etc., without the
development of expensive production screens or reports.

The main restrictions of SUPERNATURAL are: no updating is allowed;
only one line (80 characters) per item selected can be listed; and only a
limited number of fields can be used to select data.

2. Activity Report Processing

a. Activity Report Selection

This step selects and formats Activity File Records generated by the
update screens during the week and with activity records generated
during previous weeks of the month.

b. Sort Activity Report Data

This step sorts the selected report data by report number, route to and
report sequence.

c. Format Reports

Formats the sorted selected activity report data and writes it to a file where
the Headquarters and region reports can be selected and printed on the
proper printer. The following reports are formatted and printed:

Transfer
Additions and Inventory Action Cost Report
Changes Report
Deletions Report
Items New To Location Report
Commodity Code Update Report

3. Requested Report Processing (CLIST 23MR)

a. Extract Report Records

This step extracts data from the Inventory Master File based on Report
Requests. All or part of the following reports can be requested:

Inventory and Monitoring Report
Missing Items Report
Commodity Summary Report

b. Sort Extract Report Data

This step sorts the reports by report number and report sequence.

c. Format Extract Reports
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This program prints the one or more requested reports at the Headquarters
or regions.

4. Other Requested Reports

Reports that are available on request are as follows:

a. Surplus Report (CLST 23MG)

b. Commodity Code Catalog (CLST 23MD)

c. Items by Tag Number Report (CLST 23ME)

d. Facility Control Record (CLST 23MF)

e. Equipment by Org. by Location (CLST 2386)

f. Recap of Missing Items (CLST 23B8)

g. Federal Participation Report (CLST 23 FD)

5. Select and Report Object J Records (CLST 23MJ)

This step uses the Detail Expenditure Ledger File to report all accounting
transactions with Object Code beginning with J but not JZ.

C. How to Begin
Sign On

At your workstation, establish a mainframe connection. Your video screen will
look similiar to the one displayed. Follow these steps:

1. By USER ID _ _ _ _ Type in 3-digit User ID.

2. By Password _ _ _ _ Type in your secret password.
(The password will not show on screen.)

3. Press ENTER CL/SUPERSESSION Main Menu will appear.

Picture 1
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Picture 2

4. Tab or arrow to CICSP and press the ENTER key. You will see the
APPLICATION SELECTION screen as shown in Picture 3.

Picture 3
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Select Your Application

5. Type the information for the Stores Inventory System like this:

Application Area: MSVC Authority:
(Type your secret Authority word. It will be invisible when typed.)

Application ID: MINORCAP

6. Your Current Account Code will appear on the screen. Check to see that it is
correct. If it is not, change it to the right one.

7. Press the ENTER key. The Minor Capital Property Menu screen will display.
(See User Procedure Sections for further instructions.)

D. How to End
Every screen provides an option to end the application (E=END or EXIT).
To completely stop processing, follow the steps below.

Step 1

Type E in the OPTION field and press the ENTER Key.

Step 2

Repeat Step 1 until you see the following message:

PLEASE WAIT. YOU ARE BEING RETURNED TO THE LOGON SCREEN.

9:P65:DP/FAIM
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Part IV User Procedures

A. Addition of New Items

Section 1
General Description

Section 2

Detailed Description

B. Changing or Correcting Items on the Inventory File

Section 1
General Description

Section 2
Detailed Description

C. Deleting an Item on the Inventory File

Section 1
General Description

Section 2
Detailed Description

D. Transferring Items on the Inventory File

Section 1
General Description

Section 2
Detailed Description

E. Inquiry on Items on the Inventory File

Section 1
General Description

Section 2
Detailed Description

F. Physical Inventory

Section 1
General Description

Section 2
Detailed Description

G. Maintaining Commodity Code File

Section 1
General Description

Section 2
Detailed Description

H. Weekly/Monthly Activity Reports

I. On Request Reports
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A. Addition of New Items to the Master File
Section 1
General Description

The procedures described in this section are to be used as a guide in adding
newly acquired Minor Capital Property to the Minor Capital Equipment Inventory
System. Below is an outline of the steps required to perform this function. For
more detailed instructions for each step, see Section 2, Detailed Description below.

a. Coding the Minor Capital Add/Change Form

b. Submit to Accounting

c. Entering the New Item Into the System

d. Verifying Updates on Activity Reports

Section 2
Detailed Description

a. Coding the Minor Capital Add/Change Form (Form 721-001)
(see form on page IV-6)

When a new Minor Capital item has been received, there should be a “TAG
NUMBER” assigned to the item and a “MINOR CAPITAL ADD/CHANGE”
form completed for the item. Following is a copy of the form, a description
of each field, and how to complete the form. The number of the description
correspond with the numbers on the form.

1) TAG NUMBER

(a) Agency Prefix — The first three positions of the Tag Number field
must be a valid prefix. Valid prefixes are:

DOH — Motor Vehicle Fund

TEF — Transportation Equipment Fund

WSF — Washington State Ferries

AER — Aviation Division

(b) Number — The last six positions of this field must be numeric and
must be completely filled in.

2) DESCRIPTION — Short generic name.

3) COMMODITY CODE — Obtain the correct Commodity Code for the
item from the Commodity Code Catalog (Report HWY-R23065UD-AA).
If there is not a Commodity Code listed in the Catalog for the item, contact
Purchasing and Materials at 570-6720 and request a new Commodity Code
for the item.

4) EQUIPMENT NUMBER — This field is to be completed if the new item
is being assigned to a vehicle or a piece of equipment. This field is to be
coded from left to right, leaving unused positions blank.
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5) SITE — These fields, “DIST,” “CNTY CODE,” “TYPE,” and “BLDG,”
must be coded with the appropriate Site Code from the Site Description
Listing (Report HWY-R23064UD-AA). The Site Code should be the
Code to which the new item will be assigned.

6) FLOOR/WING — This field is to be coded if the Site Description Listing
has Floor/Wings (no room number) coded for the building the new item
is being assigned to. This field is to be coded from left to right, leaving
unused positions blank. Use this field for Headquarters.

7) ON LOAN TO — This field, generally, on a new item will not be used,
unless the item will be loaned out immediately to an area other than that
of assigned responsibility. This field is to be coded from left to right,
leaving unused positions blank.

8) ON LOAN FROM — This field is to be coded if the item is on loan from
another agency or department. An example of this is an item on loan to
Department of Transportation from the Federal Government. This field
is to be coded from left to right, leaving unused positions blank.

9) ORGANIZATION CODE — This field is to be coded with the
Organization Code of the area to which the new item is being assigned.
This field must be numeric and must be a valid Organization Code.

10) AGENCY — “0405” is WSDOT designation.

11) FUND — This field is to be coded with the Fund Number from
which the monies are being expended to pay for the new item.

12) PROG —This field is to be coded with the subprogram, from which
monies for the new item are being expended. This field is alphanumeric.

13) REQUISITION — This field is to be coded with the requisition number
that the new item was requested on. This field is to be coded from left
to right, leaving unused positions blank.

14) ORDER — This field is to be coded with the Field Order or Purchase
Order number used to order the new item. This field is to be coded from
left to right, leaving unused positions blank. If the WSDOT Purchasing
Card was used, insert “PURCARD” in this field.

15) DATE RECEIVED — This field is to be coded with the date the new
item was received.

16) VOUCHER — This field is to be coded with the Voucher Number used
to initiate payment for the new item. This field is to be coded from left
to right, leaving unused positions blank.

17) WARRANT REGISTER — This field should be filled in by the
Accounting Department when the Warrant is issued. This field is to be
coded from left to right, leaving unused positions blank.

18) DATE PAID — The date the check is written. This information is supplied
by Accounting.
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19) STATUS — This field is to be used to indicate the Purchase Status of a
new item. The Purchase Status codes are as follows:

G — Gift or Donation

L — Loan from Government Agency

E — Error — Originally not thought to be a Minor Capital Item

Blank — Normal Purchase

This field will be used to indicate to the Accounting area as to whether the
Accounting fields are required.

20) PARTICIPATION — This field is used to indicate the percent of funding
participation if other than Department of Transportation funds are
involved. For example, if a new item is purchased using funds which are
50 percent federal, this field should be coded 050. This will be used to
reimburse the Federal Government should the item be deemed Surplus
and sold.

21) VENDOR — This field is to be coded with the Vendor’s name from whom
the new item was purchased. This field is to be coded from left to right,
leaving unused positions blank.

22) MAKE — This field is to be coded with the manufacturer name. This field
is to be coded from left to right, leaving unused positions blank.

23) COST — This field is to be coded with the cost of the new item. This is
to include freight charges and sales tax. If these charges come in after the
original submittal of the invoice, see the section on “Changes to Items on
the Inventory File.”

24) RESIDUAL VALUE

25) MODEL — This field is to be coded with the model number, if applicable,
of the new item. This field is to be coded from left to right, leaving unused
positions blank.

26) SERIAL — This field is to be coded with the sequential identification
number assigned by the manufacturer. (Note: Do not confuse this number
with the Model Number). This field is to be coded from left to right,
leaving unused positions blank.

27) REPAIR COST

28) USAGE HOURS

29) COND. — This field is to be coded with the appropriate Condition Code
for the new item. The valid codes are as follows:

G — Good

F — Fair

P — Poor

O — Obsolete or Unserviceable
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30) SURPLUS — Leave blank.

31) ACTION CODE — This field should be coded with an “A” for a new item.

32) SUBMITTED BY — This field should be signed by an authorized person.

33) DATE — This field should contain the date the form was filled out.

b. Submit to Accounting

After the form has been completed, (with the exception of the Accounting
information), the Voucher, the Invoice, the Minor Capital Add/Change Form,
and any other documents necessary for payment are sent to Accounting.

c. Entering the New Item Into the System

The Supply Office will receive the Minor Capital Add/Change Form back
from Accounting. At this time the new item will be entered into the “MASTER
FILE.” Following are step by step instructions, a copy of the form, and the
Screens for entering a new item into the “MASTER FILE.” The numbers of
the description correspond to the numbers on the form and screens.

1) The first step is to Sign On to the computer terminal. To do this, follow the
instructions for How to Begin (Sign On) in Section II.
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Minor Capital Add/Change — Form DOT 721-001
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B. Changing or Correcting Items on the Master File
Section 1
General Description

The procedures described in this section are to used as a guide in changing or
correcting items on the Minor Capital Equipment Inventory System. Below is
an outline of the steps required to perform this function. For more detailed
instructions for each step see Section 2, Detailed Description.

a. Coding the Minor Capital Add/Change Form

b. Submittal to Accounting if Necessary

c. Entering the Changes or Corrections into the System

d. Verifying Updates on Activity Reports

Section 2
Detailed Description

a. Coding the Minor Capital Add/Change Form (Form 721-001)
(see form on page IV-6)

When information about a Minor Capital item has to be corrected or changed,
a “MINOR CAPITAL ADD/CHANGE” form should be filled out. It will only
be necessary to fill out those fields that need to be corrected or changed, with
the exception of the “TAG NUMBER” field which will always need to be
filled in. Following is the description of each field and how to fill out the fields
on the form. The number of the description corresponds with the number on the
form (see page IV-6).

1) TAG NUMBER

This field must contain the “TAG NUMBER” of the item you wish to
update. Please be sure that you have the correct Prefix of the item which
you wish to update.

2) DESCRIPTION

Short generic description.

3) COMMODITY CODE

If the “COMMODITY CODE” field is a field that you wish to update,
code the new “COMMODITY CODE” from the “COMMODITY CODE
CATALOG” (Report HWY-R23065UDAA).

4) EQUIPMENT NUMBER

This field may not be changed using this form. If you wish to change this
field, please see the section on “TRANSFERS.”

5) REGION (DISTRICT) COUNTY CODE, TYPE, BUILDING

These fields may not be changed using this form. If you wish to change
these fields, please see the section on “TRANSFERS.”
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6) FLOOR/WING

This field may not be changed using this form. If you wish to change this
field, please see the section on “TRANSFERS.”

7) ON LOAN TO

If the information for this field needs to be updated, code the new
information from left to right, leaving any unused position blank.

8) ON LOAN FROM

If the information for this field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

9) ORGANIZATION CODE

This field may not be changed using this form. If you wish to change this
field, please see the section on “TRANSFERS.”

10) AGENCY

11) FUND

This field may not be changed using this form. If you wish to change this
field, please see the section on “TRANSFERS.”

12) PROGRAM

This field may not be changed using this form. If you wish to change this
field, please see the section on “TRANSFERS.”

13) REQUISITION

If the information in this field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

14) ORDER

If the information in this field needs to be updated, code the new
information from left to right, leaving any unused positions blank. If the
WSDOT Purchasing Card was used, insert “PURCARD” in this field.

15) DATE RECEIVED

If the information in this field needs to be updated, code the new
information in this field. The “DATE RECEIVED” is to be coded as
Month, Day, and Year.

16) VOUCHER

If the information in this field needs to be updated, code the new
information from left to right, leaving the unused positions blank.

17) WARRANT REGISTER

If the information in this field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

18) DATE PAID

The date the check is written. This information is supplied by Accounting.
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19) STATUS

If the information in this field needs to be updated, code the new
information in this field.

20) PARTICIPATION

If the information in this field needs to be updated, code the new
information in this field. Please note that if the participation percentage is
50 you must code this field as 050.

21) VENDOR

If the information in this field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

22) MAKE

If the information in the field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

23) COST

If you wish to correct or change the cost of an item on file, please code the
new total cost in this field. If this is an additional cost to the item when it
was originally loaded, for example a freight bill has come in since the item
was initially loaded to the file, this form with such notation and supporting
accounting documents must be submitted to accounting, just as a new
addition is processed. However, you do not need to defer entering the
new corrected cost, until the Minor Capital Add/Change Form is returned
from Accounting. You may then go ahead and make your corrections at
this time.

24) RESIDUAL VALUE

25) MODEL

If the information in this field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

26) SERIAL

If the information in this field needs to be updated, code the new
information from left to right, leaving any unused positions blank.

27) REPAIR COST

If you wish to add the additional monies spent for the repair of an item to
the Inventory File, code the amount of monies expended for repair costs
in the field. Please note that you do not need to code the total cost to date
in this field, the system will automatically add, the new expended amount,
to the Repair Cost To Date for this item.

28) USAGE HOURS

If the information in this field needs to be updated, code the new
information in this field. For example, if the usage hours equals 2,000,
then the field will be coded as 2000.
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29) CONDITION

If the information in this field needs to be updated, code the new
information in this field.

30) SURPLUS

If this item is surplus to your needs, code the “SURPLUS” field with an
“S.” If there is an item in surplus, that is no longer a surplus item, code
this field with a “N,” this will remove the item from the Surplus List.

31) ACTION CODE

Since this is a change, you will need to place a “C” in the ACTION block.

32) SUBMITTED BY

This field needs to be signed by the person initiating the change to this
inventory item.

33) DATE

This field should contain the date that the inventory item was changed.

b. Submittal to Accounting if Applicable

On a change to an item on the Inventory File, the only time you need to send
the form to accounting will be if additional costs are incurred on a Minor
Capital item that is to be paid for out the funds for Minor Capital purchases.
For example, a freight bill comes in after the initial item has been added to
the file. The cost of that item is increased due to the receiving of the Freight
Bill. Accounting will need to charge the Freight Bill to the item originally
purchased. When this has occurred, it is not necessary to wait for the form to
be returned to you to enter the corrected amount into the Inventory File. You
may keep a copy of the form that you send to Accounting so that you may go
ahead and update your file and also give Accounting the information they
need to process the payment for the document.

c. Changing or correcting information on the Inventory File can be done at any
time. Following are step-by-step instructions, a copy of the form and the
screens for entering corrections and changes to items on the Master File.
The numbers of the descriptions correspond to the numbers on the form
and screens.

1) The first step is to Sign On to the computer terminal. To do this, follow
the instructions for How to Begin (Sign On in Section III C).

2) The system will now display a screen which will be known as the Minor
Capital Property Menu Screen.

3) The third step is telling the Minor Capital System what you want to do.
The Minor Capital Property Menu screen allows you to choose what you
want to do, your options are as follows:

(1) Add/Change/Delete/Inquiry

(2) Additional Cost

(3) Transfer Update
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(4) Physical Inventory Update

(5) Commodity Description Access

(6) Site Description Access

(7) Update Equipment Org Codes

(8) Update Equipment Site Codes

(9) Transfer Equip Site Codes by Org Code

(E) Stop Processing

For Changing or Correcting an item on the file, you will want the “BASIC
INVENTORY UPDATE INQUIRY” screen. So you will enter a (1) one in
the field titled “OPTION,” and press the “ENTER” key.

The system will now display the “BASIC INVENTORY UPDATE/
INQUIRY SCREEN.”

4) Since this item exists on the Master File enter a “C” (for Change) in the
“OPTION” field. The following numbered paragraphs correspond to fields
on the screen.

5) TAG NUMBER

The first field on this form that you will be entering is the “TAG
NUMBER” field. Enter the “TAG NUMBER” from the form in the
“TAG NUMBER” field on the screen (where the cursor is now). The first
three positions must be a valid Prefix and the last six must be numeric.
After you have entered the “TAG NUMBER,” press the “ENTER” key.
This will cause the Inventory item as it is on the Inventory File, to appear
on the screen, and will reposition the cursor in the upper left hand corner
of the screen.

At this point, you are ready to enter the correction from the Minor
Capital Property Minor Capital Add/Change Form. You will only need
to change those fields which are affected by the correction. In order to
advance to those fields which you need to make changes to, press the
Cursor Tab key as many times as is necessary to position yourself in the
first position of the field to be changed, or correct. Following is a list of
the fields as they appear on the screen and information about the entering
of those fields. In order to advance to the first field that you may change,
press the Cursor Tab key twice. This will place you at the first position
of the “COMMODITY CODE” field.

6) COMMODITY CODE

If you need to update the “COMMODITY CODE” field, enter the new
Commodity Code as coded on the Minor Capital Add/Change Form.
This field must be filled in completely and must be numeric.

EXAMPLE: 7110122
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7) REGION

The cursor will already have advanced to the “REGION” field, however,
you may not update the Region (see the section on “TRANSFERS”)
information on this screen. In order to advance to the next field, please
press the Cursor Tab key once.

8) COUNTY

The cursor will already have advanced to the first position of the
“COUNTY” field. However, you may not update the County information
on this screen. (See the section on “TRANSFERS.”) To advance to the
next field, press the Cursor Tab key once.

9) TYPE

The cursor will already have advanced to the first position of this field.
The “TYPE” field may not be updated on this screen. (See the section on
“TRANSFERS.”) In order to advance to the next field, press the Cursor
Tab key once.

10) BUILDING

The cursor will already have advanced to the first position of this field.
However, you may not change the “BUILDING” information on this
screen. (See the Section on “TRANSFERS.”) In order to advance to the
next field, press the Cursor Tab key once.

11) FLOOR OR WING

The cursor will already have advanced to the first position of this field.
However, you may not update this field on this screen. (See the section
on “TRANSFERS.”) In order to advance to the next field, press the Cursor
Tab key once.

12) EQUIPMENT NUMBER

The cursor will already have advanced to the first position of this field.
However you may not update this field on this screen. (See the Section on
“TRANSFERS.”) In order to advance to the next field press the Cursor Tab
key once.

13) ON LOAN TO

The cursor will have already advanced to the first position of this field. If
this field is coded on the Minor Capital Add/Change Form, you will want
to enter the information in this field. This field will be entered from left to
right, being careful to remove any information that was in the field prior to
the change. Remove any additional letters, being sure that what is keyed in
the field is exactly what you want. If what you have entered does not fill all
the positions in this field or there is no change to this field, press the
Cursor Tab key.



User Procedures

Capital Assets Inventory Manual Page IV-13
February 2003

14) ON LOAN FROM

The cursor will have already advanced to the first position of this field.
This field will be entered only if this field is coded on the Minor Capital
Add/Change Form. This field will be entered from left to right, being sure
to remove those characters so that only what you is coded in this field. If
what you have entered does not fill all the positions in this field or there is
nothing coded in this field, press the Cursor Tab key.

15) ORG CODE

The cursor will have already advanced to this field. However, you may not
update this field on this screen (see section on “TRANSFERS”). In order to
advance to the next field, press the Cursor Tab key once.

16) REQUISITION

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered from left to right, leaving any
unused positions blank. If what you have entered does not fill all the
positions, or there is no change to this field, press the Cursor Tab key.

17) ORDER

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered from left to right, leaving any
unused positions blank. If what you have entered does not fill all the
positions, or there is a no change to this field, press the Cursor Tab key. If
the WSDOT Purchasing Card was used, insert “PURCARD” in this field.

18) VOUCHER

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered from left to right leaving any
unused positions blank. If what you have entered does not fill all the
positions or there is no change to this field, press the Cursor Tab key.

19) WARRANT REGISTER

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered from left to right leaving any
unused positions blank. If what you have entered does not fill all the
positions or there is no change to this field, press the Cursor Tab key.

20) FUND

The cursor will have already advanced to the first position of this field.
However, you may not update this field on this screen (see the section on
“TRANSFERS”). In order to advance to the next field, press the Cursor
Tab key.
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21) PROG

The cursor will have already advanced to the first position of this field.
However, you may not update this field on this screen (see the section on
“TRANSFERS”). In order to advance to the next field, press the Cursor
Tab key.

22) PURCHASE STATUS

The cursor will have already advanced to this field. This field should be
entered only if coded on the Minor Capital Add/Change Form. If there is
no change to this field, press the Cursor Tab key.

23) %PARTICIPATION The cursor will have already advanced to the first
position of this field. This field should be entered only if coded on the
Minor Capital Add/Change Form. This field must be filled in completely.
If the percentage (%) is “50,” then it must be entered as “050.” If there is
no change to this field, press the Cursor Tab key.

24) COST

The next field you will be entering is the “COST” field. The cursor will
have already advanced to the first position of this field. The “COST” field
is to be entered from left to right. This is done as follows:

52.50

Where all of the above information is entered, including the decimal point.
If there is no cost coded, press the Cursor Tab key twice. Extreme caution
must be used when you are entering this field. If there are numbers or zeros
in this field, you must use the “ERASE EOF” key to blank out everything
to the right of the amount you have just entered. If you don’t, you will end
up with an NATURAL error. The system will then tell you that you have
entered incorrect data and position the cursor to that field.

Currently on the screen:

Example: 0.00

New Dollar Amount:

Example: 52.50 0.00

If you don’t remove all the numbers after you enter the 52.50, you will end
up with an error.

It will look like the example below, which is what it should look like:

Example: 52.50

25) DATE RECEIVED

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered as Month, Day, and Year.
If there is no change to this field, press the Cursor Tab key three times.
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26) VENDOR

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered from left to right leaving any
unused positions blank. If what you have entered does not fill all the
positions or there is no change to this field, press the Cursor Tab key.

27) MAKE

The cursor will have already advanced to the first position of this
field. This field should be entered only if coded on the Minor Capital
Add/Change Form. At this point, look at both the “MAKE” and
“MODEL” fields. If there is nothing coded in either field, key the word
“UNKNOWN” in the “MAKE” field. This field is entered from left to
right. If what you have entered does not fill the field completely, press
the Cursor Tab key.

28) MODEL

The Cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field will be entered from left to right leaving any
unused positions blank. If what you have entered does not fill all the
positions or there is no change to this field, press the Cursor Tab key.

29) SERIAL

The cursor will have already advanced to the first position of this field.
This field is to be entered only if coded on the Minor Capital Add/Change
Form. This field is to be entered from left to right, leaving any unused
positions blank. If what you have entered does not fill all the positions,
or there is no change to this field, press the Cursor Tab key.

30) REPAIR COST

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field is to be entered from left to right and is done in
two steps. First you enter the dollars, starting in the first position of the
field. After you have entered the dollars, press the Cursor Tab key. This
will move the cursor to the cents portion of the field, now you can enter
the cents. If there is no change to this field, press the Cursor Tab key twice.

31) USAGE HRS

The cursor will have already advanced to the first position of this field.
This field should be entered only if coded on the Minor Capital Add/
Change Form. This field is to be completely filled in. For example, if
the usage hours equal “2000,” then the field will be entered as “2000.”
If there is no change to this field, press the Cursor Tab key.
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32) CONDITION

The cursor will have already advanced to this field. This field should be
entered only if coded on the Minor Capital Add/Change Form. If there is
no change to this field, press the Cursor Tab key.

33) SURPLUS

The cursor will have already advanced to this field. This field should be
entered only if coded on the Minor Capital Add/Change Form. After you
have entered the data in this field or there is no change to this field, press
the “ENTER” key.

34) If everything entered is correct, a message will be returned indicating that
the “TAG” has been changed. (Go to step 36 if this is the case.) If there are
errors, the message “PRESS ENTER TO LOCATE ERROR” will appear
in the upper right-hand portion of the screen, directly below this message
will be a message briefly describing the error. By pressing the “ENTER”
key at this time, it will advance you to the first position of the field that is
in error. Correct the error and press the “ENTER” key again. If there is
another error, the “PRESS ENTER TO LOCATE ERROR” message and
another message describing the next error will show. Continue this process
until you receive the “TAG CHANGED” message. The errors that can
occur and the correction of these errors are as follows:

a) Option Code error message

“INVALID OPTION”

This indicates that you have entered a character other than “A” (add),
“C” (change), “D” (delete), “I” (inquiry) or “E” (end) in this field.
To correct enter the correct “ACTION CODE.”

b. Commodity Code error message

“INVALID COMMODITY CODE”

This indicates that the “COMMODITY CODE” you have entered
is invalid. Verify that you have keyed what is coded on the Minor
Capital Add/Change Form. If you have miskeyed the number, enter
the correct number.

If you did not miskey the number, then you can obtain the correct
“COMMODITY CODE” from the “COMMODITY CODE
CATALOG.”

c. Site Data error message

“REGION, COUNTY, TYPE, OR BUILDING CHANGE NOT
ALLOWED”

This indicates that you tried to change the “SITE” information on this
“TAG.” You must use a “TRANSFER” to change this information.
See the section on “Transferring Items on the Inventory File.”
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d. Org Code error message

“INVALID ORG CODE UPDATE”

This indicates that you tried to change the “ORG CODE” on this
“TAG.” You must use a “TRANSFER” to change this information.
See the section on “Transferring Items on the Inventory File.”

e. Fund error message

“INVALID FUND UPDATE”

This indicates that you tried to change the “FUND” on this “TAG.”
You must use a “TRANSFER” to change this information. See the
section on “Transferring Items on the Inventory File.”

f. Program error message

“INVALID PROGRAM UPDATE”

This indicates that you tried to change the “PROGRAM” on this
“TAG.” You must use a “TRANSFER” to change this information.
See the section on “Transferring Items on the Inventory File.”

g. Condition error message

“INVALID CONDITION CODE”

35) After you have corrected any errors or you have “TAG NUMBER
CHANGED” message, you are ready to make your next change.

36) Ending The Session

You may end the Basic Inventory Update portion of the process and return
to the main system menu. From there, you may select any option which is
displayed in the list of options.

When you have completely finished your work at the terminal, follow the
instructions for How to End (Sign Off) in Section III D.

d. Verifying Updates on Activity Reports

At the beginning of each week you will receive an Activity Report (Report
‘HWY-R23040-CA) that will have listed all of the Changes you have done.
Verify this list to be sure there were no errors that need to be corrected.
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C. Deleting an Item on the Master File
Section 1
General Description

The procedures described in this section are to be used as a guide in deleting
items on the Minor Capital Inventory Master File. Below is an outline of the steps
required to perform this function. For more detailed instructions for each step, see
Section 2, Detailed Description.

a. Coding the Minor Capital Add/Change Form

b. Submit Property Disposal Request S.F. 267-A to Headquarters

c. Complete Coding of the Minor Capital Add/Change Form

d. Entering the Delete in the System

e. Verifying Updates on Activity Reports

Section 2
Detailed Description

a. Coding the Minor Capital Add/Change Form (Form 721-001)
(see form on page IV-6)

When an item on the Minor Capital Inventory File needs to be deleted, a
“MINOR CAPITAL ADD/CHANGE” form should be filled out. It will only be
necessary to fill out the fields which pertain to the delete, with the exception of
the “TAG NUMBER” field, which will always need to be filled in. Following
is an explanation of how to fill out the fields on the form. The number of the
description corresponds with the number on the form.

1) TAG NUMBER

This field must contain the “TAG NUMBER” of the item you wish to
delete. Please be sure that you have the correct Agency Prefix that pertains
to the actual number on the item.

2) DELETE

a) REASON

This field must contain the code for the reason this item is being
deleted. The valid codes and what they stand for are listed below.
These correspond to the “DISPOSAL/DISPOSITION REQUEST”
portion of the “PROPERTY DISPOSAL REQUEST” (S.F. 267-A).

CODE REASON

1 Surplus or Excess
2 Scrap or Salvage
3 To Be Used for Parts
4 Trade In
5 Installed Equipment
6 Direct Transfer
7 Does Not Meet Inventory Criteria
8 Lost or Stolen
9 Other
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b) AGENCY AUTHORITY NO.

This field must contain the Agency Authority Number, which is
assigned by the Approving Authority and listed on the 267-A.

c) GA AUTHORITY NO.

This field must be contain the GA Authority Number listed on
the 267-A.

d) OPTION

This field should be coded with a “D” for Delete.

b. Entering the Delete in the System

Deleting items on the Inventory File can be done at any time. Following
are step by step instructions, a copy of the form and the screen for entering
deletions. The numbers of the descriptions correspond to the numbers on the
form and screen.

1) The first step is to Sign On to the computer terminal. To do this, follow
the instructions for How to Begin (Sign On) in Section III C.

2) The system will now display a screen which will be known as the Minor
Capital Property Menu Screen.

3) The third step is telling the Minor Capital Property System what you want
to do. The Minor Capital Property Menu screen allows you to choose what
you want to do, your options are as follows:

(1) Add/Change/Delete/Inquiry

(2) Additional Cost

(3) Transfer Update

(4) Physical Inventory Update

(5) Commodity Description Access

(6) Site Description Access

(7) Update Equipment Org Codes (inquiry only)

(8) Update Equipment Site Codes (Purchasing and Materials use only)

(9) Transfer Equip Site Codes by Org Code (Purchasing and Materials use
only)

(E) Stop Processing

For deleting an item on the Inventory File, you will want the “BASIC
INVENTORY UPDATE-INQUIRY” screen. So you will enter a (1) one
in the field title “OPTION,” and press the “ENTER” key. The system will
now display the “BASIC INVENTORY UPDATE/INQUIRY SCREEN.”
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4) Enter a ‘D’ in the “OPTION” area of the screen to delete a record. The
following numbered paragraphs correspond to fields on the screen (refer
to Exhibit 2D).

5) TAG NUMBER

The first field on this form that you will be entering is the “TAG
NUMBER” field. Enter the “TAG NUMBER” from the form in the “TAG
NUMBER” field on the screen (where the cursor is now). The first three
positions must be a valid Agency Prefix and the last six must be numeric.

6) After you have entered the “TAG NUMBER,” press the “ENTER” key.
This will cause the Inventory item as it is on the Inventory file to appear
on the screen.

7) At this time, advance to the lower section of the screen titled “DELETE,”
using the Cursor Tab key.

8) REASON

When you have positioned the cursor to the “REASON” field, enter the
“REASON” as coded on the “Minor Capital Add/Change Form.”

9) AGENCY AUTH.

The next field you will be entering is “AGENCY AUTH.” field. The cursor
will have already advanced to the first position of this field. This field is to
be entered from left to right. If what you have entered does not fill all the
positions, press the Cursor Tab key to advance to the next field.

10) G.A. AUTH.

The next field you will be entering is the “G.A. AUTH.” field. The cursor
will have already advanced to the first position of this field. This field is
to be entered left to right. If what you have entered does not fill all the
positions, press the Cursor Tab key to advance to the next field.

11) DISPOSAL DATE

The next field you will be entering is the “DISPOSAL DATE” field.
The cursor will have already advanced to the first position of this field.
This field is to be entered as Month, Day, and Year.

12) After you have entered the “Disposal Date” field, press the “ENTER” key.

13) If everything entered is correct, a message will be returned indicating
that the “TAG” has been deleted. If there are errors, the message “PRESS
ENTER TO LOCATE ERROR” will appear in the upper right-hand portion
of the screen, directly below this message will be a message briefly
describing the error. By pressing the “ENTER” key at this time, it will
advance you to the first position of the field that is in error. Correct the
error and press the “ENTER” key again. If there is another error, the
“PRESS ENTER TO LOCATE ERROR” message and another message
describing the next error will show. Continue this process until you
receive the “TAG DELETED” message. The errors that can occur and
the correction of these errors are as follows:
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a) Option Code Error Message

INVALID OPTION

This indicates that you have entered a character other than “A” (Add),
“C” (Change), “D” (Delete), “E” (END), or “I” (Inquiry) in this field.
To correct, enter the correct “ACTION CODE.”

b) Tag Number Error Message

“TAG # DOES NOT EXIST”

This indicates that the “TAG NUMBER” you are looking for does not
exist on the “MASTER FILE.”

c) Delete Error Message

1) “REASON” — Must be entered and be the numbers 1-9.

2) “AGENCY AUTH” — Must be entered.

3) “G.A. AUTH” — Must be entered.

4) “DISPOSAL DATE” — Must be entered, and be a valid date.

The above fields must all be entered as indicated above. If not, the field
in error will be indicated by a message in the upper right-hand corner
of the screen.

14) After you have corrected any errors or you have the “TAG NUMBER
DELETED” message, you are ready to make your next entry.

15) Ending the Session

You may end the basic Inventory Update portion of the process and return
to the main system menu. From there, you may select any option which is
displayed in the list of options.

When you have completely finished your work at the terminal, follow the
instructions for How to End (Sign Off) in Section III D.

e. Verifying Updates on Activity Reports

At the beginning of each week, you will receive an Activity Report (Report
HWY-R23040-DA) that will have listed all of the deletes you have done.
Verify this list to be sure there were no errors that need to be corrected.
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D. Transferring Items on the Master File
Section 1
General Description

The procedures described in this section are to be used as a guide in transferring
Minor Capital property items within a region or between two different Regions.
Below is an outline of the steps required to perform these functions. For more
detailed instructions for each step, see Section 2, Detailed Description.

a. Coding the Transfer Form for Transfers Within the Region

b. Coding the Transfer Form for Transfers Between Regions

c. Entering the Transfers to the Master File

d. Verifying Updates on the Activity Report

Section 2
Detailed Description

a. Coding the Transfer Form for Transfers Within the Region (Form 721-007)
(see form on page IV-29)

When a Minor Capital Inventory item is moved from, one Site to another, one
Org. Code to another, one Fund to another, one Program to another, or one
piece of Equipment to another, a Transfer form should be filled out and the
information on the Master File changed. Following is a description of each
field and how to complete the form. The numbers of the description correspond
with the numbers on the form.

1) TAG NUMBER

This field must contain the “TAG NUMBER” of the item you wish to
Transfer. Please be sure that you have the correct Agency Prefix that
pertains to the actual number on the item that you wish to Transfer.

2) TRANSFER FROM

The following fields should be filled out with the information that
pertained to where the item is being transferred from. If just one field of
information is being changed, you should still fill out these fields, as it
gives the person entering this information in the Master File a means to
double check.

a. Organization Code

b. Agency

c. Fund

d. Prog

e. Region

f. County

g. Type

h. Bldg
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i. Floor/Wing

j. Equipment Number

3) TRANSFER TO

The following fields should be filled out with the information of where
the item is being Transferred to. All fields that pertain to the items new
location must be filled out. The fields should be coded even if they do
not change.

a. Organization Code

b. Agency

c. Fund

d. Prog

e. Region

f. County

g. Type

h. Bldg

i. Floor/Wing

j. Equipment Number

4) DATE

This field should contain the date the item was transferred.

5) RESPONSIBLE SUPERVISOR

This field should be signed by who ever has the responsibility within each
region (i.e., Org. Code Supervisor, Supply Officer, etc.).

b. Coding the Transfer Form for Transfers Between Regions

When a Minor Capital Inventory item is transferred from one region to
another, a Transfer from should be filled out and the information on the Master
File changed. This is to be done by both the sending and the receiving region.
The receiving region will be responsible for updating the information on
the Master File.

1) SENDING REGION

The sending region should fill out the following fields and send the
Transfer form with the item.

Tag Number

Transferred From

Organization Code

Agency

Prog

Region

County
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Type

Bldg

Floor/Wing

Sender and Address

Date (Date Sent)

Responsible Supervisor (possibly Supply Officer)

Recipient and Address

2) RECEIVING REGION

The receiving regions should complete the following fields with the
new information and route it to have the information updated on the
Master File.

Transfer To

New Org. Code

Fund

Prog

Region

County

Type

Bldg

Floor/Wing

Equipment Number

Date (Date Received)

Responsible Supervisor (possibly Supply

Officer)

c. Entering the Transfer to the Master File

Following are step-by-step instructions, a copy of the form, and the screen that
are necessary to Transfer a Minor Capital Inventory Item. The numbers of the
descriptions correspond to the numbers on the form and screens.

1) The first step is to Sign On to the computer terminal. To do this, follow the
instructions for How to Begin (Sign On) in Section III C.

2) The system will now display a screen which will be known as the Minor
Capital Property Menu screen.

3) The third step is telling the Minor Capital System what you want to do.
The Minor Capital Property MENU screen allows you to choose what you
want to do, your options are as follows:

(1) Add/Change/Delete/Inquiry

(2) Additional Cost

(3) Transfer Update

(4) Physical Inventory Update
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(5) Commodity Description Access

(6) Site Description Access

(7) Update Equipment Org Codes

(8) Update Equipment Site Codes

(9) Transfer Equip Site Codes by Org Code

(E) Stop Processing

For transferring items on the Inventory File, you will want the
“TRANSFER UPDATE” screen. So you will enter a (3) three in the
field “OPTION,” and press the “ENTER” key.

4) The system will now display the “TRANSFER SCREEN.”  The following
numbered paragraphs correspond to fields on the screen.

5) The cursor will now be in the most upper left-hand portion of the screen
to the left of the “ OPTION” statement. Enter an “E” in this field to end
the screen.

6) TAG NUMBER

At this point, press the Cursor Tab key once. This will cause the cursor to
advance to the first position of the “TAG NUMBER” field. Enter the Tag
Number of the item you wish to transfer in this field. The first three
positions must be a valid Agency Prefix and the last six must be numeric.

7) After you have entered the Tag Number, press the “ENTER” key. The
system will respond with the current location information for the Inventory
Item, along with the Commodity Code, Commodity Code Description,
Make, Model, and Serial Number. It will also show a message stating
“ENTER NEW LOCATION.”

8) ORG. CODE

At this point, you will press the Cursor Tab key twice. This will advance
you down to the “ORG. CODE” field. This field must be filled in
completely and must be a valid Org. Code.

9) AGENCY

The next field you will be entering is the “AGENCY” field. The curosr
will have already advanced to the first position of this field. This field must
be filled in completely and must be numeric.

10) FUND

The next field you will be entering is the “FUND” field. The cursor will
have already advanced to the first position of this field. This field must be
filled in completely and must be numeric.

11) PROGRAM

The next field you will be entering is the “PROGRAM” field. Enter the
Program as coded on the Transfer Form. If there is nothing coded in this
field, press the Cursor Tab key.
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12) REGION

The next field you will be entering is the “REGION” field. The cursor will
have already advanced to this field. The number must be a valid region
number. Valid numbers are 0, 1, 2, 3, 4, 5, 6, 9.

13) COUNTY

The next field you will be entering is the “COUNTY” field. The cursor
will have already advanced to the first position of this field. This field must
be filled completely, so if the County Code is “1,” it must be entered as
“01.”

14) TYPE

The next field you will be entering is the “TYPE” field. The cursor will
have already advanced to the first position of this field. This field must be
filled in completely.

15) BUILDING

The next field you will be entering is the “BUILDING” field. The cursor
will have already advanced to the first position of this field. This field must
be filled in completely.

16) FLOOR OR WING

The next field you will be entering is the “FLOOR OR WING” field. The
cursor will already have advanced to the first position of this field. This
field will be entered only if there are Floors or Wings coded on the form,
which must match the “SITE.”

DESCRIPTION LISTING” for your area. This field will be entered from
left to right. If what you have entered does not fill all the positions, or there
is nothing coded in this field, press the Cursor Tab key.

17) EQUIPMENT NUMBER

The next field you will be entering is the “EQUIPMENT NUMBER” field.
The cursor will have already advanced to the first position of this field.
This field will be entered only if coded on the Transfer Form. This field is
entered from left to right. If what you have entered does not fill all posi-
tions, or there is nothing coded in this field, press the “ENTER” key.

18) After pressing the “ENTER” key, if everything entered is correct, the
system will move everything from the “NEW LOCATION” over to the
“EXISTING LOCATION” and a message stating the “TAG HAS BEEN
TRANSFERRED” will be displayed. If there are errors, the message
“PRESS ENTER TO LOCATE ERROR” will appear in the upper right-and
portion of the screen, directly below this message will be a message briefly
describing the error. By pressing the “ENTER” key at this time, it will
advance you to the first position of the field that is in error. Correct the
error and press the “ENTER” key again. If there is another error, the
“PRESS ENTER TO LOCATE ERROR” message and another message
describing the next error will show. Continue this process until you receive
the “TAG TRANSFERRED” message. The errors that can occur and the
correction of these errors are as follows:
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a) TAG NUMBER Error Message

‘TAG NUMBER NOT FOUND’

This indicates that the Tag Number you are trying to transfer does not
exist on the Master File. Verify that you have keyed the correct “TAG
NUMBER,” correct the error.

b) Org. Code Error Message

‘INVALID ORG. CODE’

This indicates the “ORG. CODE” you have entered is invalid. If you
have miskeyed the Org. Code, enter the correct number. If you did not
miskey the number, then obtain the correct “ORG. CODE,” enter the
correct number.

c) Fund Error Message

‘INVALID FUND’

This indicates that either you did not enter anything in this field or you
entered something other than numbers.

d) Region Error Message

‘INVALID REGION’

This indicates that the “REGION” you have entered is invalid.

e) County Error Message

‘INVALID COUNTY’

This indicates that the “SITE” you have entered is invalid.

f) Type Error Message

‘INVALID TYPE’

This indicates that the “TYPE” you have entered is invalid.

g) Building Error Message

‘INVALID BUILDING’

This indicates that the “BUILDING” you have entered is invalid.

h) Floor or Wing Error Message

‘INVALID FLOOR OR WING’

This indicates that the “FLOOR OR WING” you have entered is
invalid.

18) “CAUTIONS”

a) You must always key the “TAG NUMBER,” press the “ENTER” key
and get the “ENTER NEW LOCATION” message, before you enter
the new location.
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19) Ending the Session

You may end the transfer update portion of the process and return to
the main system menu. From there, you may select any option which is
displayed in the list of options.

When you have completely finished your work at the terminal, follow the
instructions for How to End (Sign Off) in Section III D.

d. Verifying Updates on the Activity Reports

At the beginning of each week, you will receive an Activity Report (Report
HWY-R23040-EA) that will have listed all of the transfers you have done.
Verify this list to be sure there were no errors that need to be corrected.
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Minor Capital Property Transfer — Form DOT 721-007
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E. Inquiry on Items on the Master File
Section 1
General Description

The procedures described in this section are to be used as a guide for inquiring
about a specific “TAG NUMBER” on the Inventory Master File. Below is
an outline of the steps required to perform this function. For more detailed
instructions for each step, see Section 2, Detailed Description.

a. Determine “TAG NUMBER” you wish to look at.

b. Using the terminal to look at the information on the “TAG NUMBER.”

Section 2
Detailed Description

a. Determine the “TAG NUMBER” you wish to look at, being sure of the
appropriate “AGENCY PREFIX” that pertains to the Tag Number.

b. Inquiring about an item (Tag Number) on the Inventory File requires the use
of a terminal with a video screen that has the capability of using a screen
generating Program (Natural). Following are step-by-step instructions, and
copies of the screen for inquiring about an item. The numbers of the
description correspond to the numbers on the screen.

I) The first step is to Sign On to the computer terminal. To do this, follow the
instructions for How to Begin (Sign On) in Section III C.

2) The system will now display a screen which will be known as the Minor
Capital Property Menu screen.

3) The third step is telling the Minor Capital Property System what you want
to do. The Minor Capital Property MENU screen allows you to choose
what you want to do, your options are as follows:

(1) Add/Change/Delete/Inquiry

(2) Additional Cost

(3) Transfer Update

(4) Physical Inventory Update

(5) Commodity Description Access

(6) Site Description Access

(7) Update Equipment Org Codes

(8) Update Equipment Site Codes

(9) Transfer Equip Site Codes by Org Code

(E) Stop Processing
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For Inquiring about an item on the Inventory File, you will want the
“BASIC INVENTORY UPDATE-INQUIRY” screen. So you will enter
a (1) one in the field titled “OPTION,” and press the “ENTER” key. The
screen will now display the “BASIC INVENTORY UPDATE-INQUIRY
SCREEN.”

4) Once you have the “Basic Inventory Update/Inquiry Screen” on the screen,
the cursor will be in the “Option” field. Since this is an Inquiry, place an
“I” (Inquiry) in this field. The following numbered paragraphs correspond
to fields on the screen.

5) TAG NUMBER

The next field you will want to enter is the “TAG NUMBER” field. The
cursor will have already advanced to the first position of this field. Enter
the “TAG NUMBER” of the item that you wish to do an inquiry on and
press the “ENTER” key.

6) After pressing the “ENTER” key, if the Tag Number you have entered
is valid and is on the Master File, the system will display the current
information for the item.

7) If the Tag Number is not valid you will get a message that states “TAG
NUMBER NOT FOUND.” If this is the case, press the “ENTER” key and
this will advance you to the first position of the “TAG NUMBER” field.
Enter the correct Tag Number, and press the “ENTER” key.

8) Ending the Session

You may end the Basic Inventory Update portion of the process and return
to the main system menu. From there, you may select any option which is
displayed in the list of options.

When you have completely finished your work at the terminal, follow the
instructions for How to End (Sign Off) in Section III D.
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F. Physical Inventory
Section 1
General Description

The procedures described in this section are to be used as a guide in the taking
of your Physical Inventory. Below is an outline of the steps required to perform
this function. For more detailed instructions for each step, see Section 2, Detailed
Description.

a. Take Physical Inventory

b. Enter Physical Inventory

c. Check Errors on Activity Report

d. Verify Missing Items Report

Section 2
Detailed Description

a. The taking of the Physical Inventory is done to assure the accuracy of the data
in regards to the location and to ensure that nothing is missing. The form that
will be used is DOT Form 721-006. Following is a description of each field
and how to fill out the form. The numbers of the description correspond with
the numbers on the form.

1) “REGION” — This field should be coded with the “Region” the building is
in that you are going to be taking inventory of.

2) “COUNTY” — This field should be coded with the “County Code” of the
County which the building that you are taking inventory of is located.

3) “TYPE” — This field should be coded with the “Site Type” of the building
(from the Site Description Listing that you are taking inventory of).

4) “BUILDING” — This field should be coded with the Building Number of
the building, from the Site Description Listing.

5) “FLOOR OR WING” — This field should be coded only if there are Floors
or Wings coded on the Site Description Listing that pertain to the building
that you are inventorying.

6) ORG CODE

7) AGENCY PREFIX

8) “TAG NUMBER” — These fields should be coded with the Tag Numbers
of the items located in the building that you are inventorying.

9) “CONDITION” — These fields should be coded with the condition of
the item that you are inventorying. Valid codes and there meaning are
as follows:

G = Good

P = Poor

U = Unserviceable
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b. After the Physical Inventory Forms have been returned to the Supply Office,
you will need to load this information onto the Master File. Following are step-
by-step instructions, a copy of the form, and screen for entering the Physical
Inventory. The numbers of the descriptions correspond to the numbers on the
form and screen.

1) The first step is to Sign On to the computer terminal. To do this, follow the
instructions for How to Begin (Sign On) in Section III C.

2) The system will now display a screen which will be known as the Minor
Capital Property MENU screen.

3) The third step is telling the Minor Capital System what you want to do.
The Minor Capital Property MENU screen allows you to choose what you
want to do, your options are as follows:

(1) Add/Change/Delete/Inquiry

(2) Additional Cost

(3) Transfer Update

(4) Physical Inventory Update

(5) Commodity Description Access

(6) Site Description Access

(7) Update Equipment Org Codes

(8) Update Equipment Site Codes

(9) Transfer Equip Site Codes by Org Code

(E) Stop Processing

For entering the Annual Physical Inventory, you will want the
“PHYSICAL INVENTORY UPDATE.” So you will want to enter a
(4) four in the field “OPTION,” and press the “ENTER” key.

4. The system will now display the “PHYSICAL INVENTORY UPDATE
SCREEN.” The following numbered paragraphs correspond to fields on
the screen.

5. The cursor will now be in the most upper left hand portion of the screen
to the left of the “OPTION” statement. Enter an “E” in this field to end
the screen.

Once you have the “Physical Inventory Screen” on the screen, you are
ready to enter the data from the “Physical Inventory” form.

6) REGION

The first field you will be entering is the “REGION” field. Press the Cursor
Tab key once, this will cause the cursor to advance to the “REGION” field.
At this time, enter the region as coded on the “Physical Inventory” form.
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7) COUNTY

The next field you will be entering is the “COUNTY” field. The cursor will
have already advanced to the first position of this field. Enter the county as
coded on the Physical Inventory form.

8) TYPE

The next field you will be entering is the “TYPE” field. The cursor will
have already advanced to the first position of this field. Enter the type as
coded on the Physical Inventory form.

9) BUILDING

The next field you will be entering is the “BUILDING” field. The cursor
will have already advanced to the first position of this field. Enter the
building as coded on the Physical Inventory form.

10) FLOOR OR WING

The next field you will be entering is the “FLOOR OR WING” field. This
field will be entered only if there are Floors or Wings coded on the form,
which must match the “Site Description Listing” for your area. This field
will be entered from left to right. If what you have entered does not fill all
the positions, or there is nothing coded in this field, press the Cursor
Tab key.

11) TAG NUMBER AGENCY PREFIX

The next field you will be entering is the “TAG NUMBER AGENCY
PREFIX” field. The cursor will have already advanced to the first position
of this field. At this time, look at the Agency Prefix portion of the Tab
Number fields that are coded on the Physical Inventory Form. Enter the
Agency Prefix as coded on the form.

12. TAG NUMBER

The next field you will be entering is the “TAG NUMBER” field. The
cursor will have already advanced to the first position of this field. Enter
the first “TAG NUMBER” as coded on the Physical Inventory form. You
will be entering only the number portion of the “TAG NUMBER” field.

13) CONDITION

The next field you will be entering is the “CONDITION” field. The cursor
will have already advanced to this field. Enter the condition as coded on
the Physical Inventory form.

14) You will continue to enter the “Tag Numbers” and the “Conditions” until
you have filled the screen or run out of data. When you have entered all
of the “Tag Numbers” and the “Conditions,” or you have filled the screen
press the “ENTER” key.
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15) After you have pressed the “ENTER” key, the program will verify that
the Site Information (Region, County, Type, Building, Floor or Wing)
you have entered matches what is presently coded for those “Tag
Numbers,” if the “Tag Numbers” are actually on the Master File, and if
the “CONDITION CODE” is valid. If these conditions are not true, the
“TAG NUMBERS” and “CONDITION CODES” that are in error will
remain on the screen.

16) If there are “Tag Numbers” on the screen, check to be sure that you have
not miskeyed the number or the condition code. If you have advance to the
field in error, using the Cursor Tab key, enter the correction, and press the
“ENTER” key.

17) If there are still fields on the screen, you may still continue with entering
the data from the next form, just enter the new information over the old,
being sure that if you do not use all of the fields that you used last time,
blank them out using “ERASE EOF” key.

18) Ending the Session

You may end the Physical Inventory update portion of the process and
return to the main system menu. From there you may select any option
which is displayed in the list of options.

When you have completely finished your work at the terminal, follow the
instructions for How to End (Sign Off) in Section III D.

c. The “TAG NUMBERS” that were flagged on the “Physical Inventory Screen”
that were not miskeyed will show up on the “Weekly Activity Report” titled
“ITEMS NEW TO LOCATION REPORT.” This report will indicate which
“Tag Numbers” are not on the Master File. For the ones which are on the
Master File but not at the Location you entered, it will show you the Location
you entered and the Location on the Master File.

From this report you should research and correct the errors and resubmit the
items. The possible causes of these errors and the corrections are as follows.

1) “TAG NUMBER” Not On The Master File

a) There are two ways this error can occur. They are:

1 The Inventory Taker wrote the wrong number (transposed) on
the form.

2 The item was never added to the Master File.

b) After you have researched the problem and have resolved why this
occurred, to correct, follow the procedures that are listed below, that
correspond to the appropriate reason.

1 Obtain the correct “Tag Number” and resubmit the number using
the “Physical Inventory Screen.”

2 Add the item to the Master File, following the procedures under
“Addition of New Items.” Then resubmit the “Tag Number” using
the “Physical Inventory Screen.”
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2) “LOCATIONS” Do Not Match

a) There are two ways this error can occur. They are:

1 The Inventory Taker wrote the wrong numbers on the form.

2 The item was moved from one location to another without
submitting a Transfer form.

b) After you have researched the problem and have resolved why this
occurred, to correct, follow the procedures that are listed below, that
correspond to the appropriate reason.

1 Obtain the correct “Tag Number” and resubmit the number using
the “Physical Inventory Screen.”

2 Transfer the item to the correct Location, following the procedures
under “Transferring Items On The Inventory File.” Then resubmit
the “Tag Number” using the “Physical Inventory Screen.”

d. After you have completed taking inventory for the complete region, and you
have corrected all of the errors from the “Items New To Location Report,”
call the Headquarters and request a “Missing Items Report” for your region.
This report will list all of the items that are on the “Master File” that were not
found when the Physical Inventory was taken. These items
should be researched and if they are found, submit the “Tag Numbers” using
the “Physical Inventory Screen.” If the items cannot be found then the proper
disposal action should be taken.
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G. Maintaining the Commodity Code Master File
Section 1
General Description

The procedures described in this section are to be used as a guide in maintaining
the Minor Capital Commodity Code file. Below is an outline of the steps required
to perform this function. For more detailed information and instructions for each
step, see Section 2, Detailed Description.

a. Adding, Changing, Deleting or Inquiring on a Commodity Code, Useful Life
and Description.

b. Verifying Updates on Activity Report.

c. Producing Commodity Code Catalogs.

Section 2
Detailed Description

a. When it is necessary to Add, Change, Delete or Inquire about a Commodity
Code, Useful Life and Description on the file, the steps necessary are as
follows:

1) The first step is to Sign On to the computer terminal. To do this, follow the
instructions for How to Begin (Sign On) in Section III C.

2) The system will now display a screen which will be known as the Minor
Capital Property MENU screen.

3) The third step is telling the Minor Capital System what you want to do.
The Minor Capital Property MENU screen allows you to choose what you
want to do, your options are as follows:

(1) Add/Change/Delete/Inquiry

(2) Additional Cost

(3) Transfer Update

(4) Physical Inventory Update

(5) Commodity Description Access

(6) Site Description Access

(7) Update Equipment Org Codes

(8) Update Equipment Site Codes

(9) Transfer Equip Site Codes by Org Code

(E) Stop Processing

To maintain the Commodity Code file, you will want the “COMMODITY
CODE ACCESS” screen. So you will enter a (5) five in the field
“OPTION,” and press the “ENTER” key.

4) The system will now display the “COMMODITY CODE UPDATE
SCREEN.”
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5) The cursor will now be in the most upper left hand portion of the screen to
the left of the “ OPTION” statement.

6) At this point, you will want to enter the appropriate “OPTION” for what
you wish to do. The “OPTIONS” are as follows:

A — Add

C — Change

D — Delete

I — Inquire

E — End

7) After you have entered the “OPTION,” the cursor will have already
advanced to the “COMMODITY CODE” field. Depending on what
“OPTION” you have entered, proceed with the appropriate steps as
follows:

a. “A” = Add

1 Enter the Commodity Code for the item you wish to add. This
field must be filled out completely and must be numeric.

2 The next field you will be entering is the “COMMODITY
DESCRIPTION” field. The cursor will have already advanced
to the first position of this field. This field is entered from left
to right.

3 After you have entered the “COMMODITY DESCRIPTION”
field, press the “ENTER” key. If there were no errors, the system
will respond with “ADDED,” indicating the add was successful.

4 If the add was unsuccessful, there will be an error message
indicating what the error is. Advance to the field that is in error,
using the Cursor Tab key, correct the error and press the “ENTER”
key. Following is a list of errors that can occur:

a. Commodity Code already exists.

b. Commodity Description not entered.

b) “C” = Change

1 Enter the Commodity Code you wish to change and press the
“ENTER” key.

2 The system will return the current information on the file. Using
the Cursor Tab key, advance to the field you wish to change.
Enter the change and press the “ENTER” key.

3 If there were no errors, the system will respond “CHANGED,”
indicating the “Change” was successful.

4 If the change was unsuccessful, there will be an error message
indicating what the error is. Advance to the field that is in error,
using the Cursor Tab key, correct the error and press the “ENTER”
key. Following is a list of errors that can occur:
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aa Commodity Code does not exist.

bb Commodity Description was blanked out.

c) “D” = Delete

1 Enter the Commodity Code for the item you wish to delete. This
field must be filled out completely and must be numeric. Press the
“ENTER” key.

2 The system will respond with the current information on the file
and a message “VERIFY DELETE.” At this point, enter a “D”
again in the “OPTION CODE” field, and press the “ENTER” key.

3 If the Delete was successful, the system will respond with
“DELETED.” If the Delete was unsuccessful, there will be an error
message indicating what the error is. Following are the errors that
can occur:

aa Commodity Code does not exist.

bb You may not delete a Commodity Code as long as anything is
coded to that code on the Minor Capital Inventory File.

d) “I” = Inquiry

1 Enter the Commodity Code for the item you wish to inquire about.
This field must be filled out completely and must be numeric.
Press the “ENTER” key.

2 The system will respond either with the current information on
the file or an error message stating that the Commodity Code does
not exist.

8) Ending the Session

You may end the Commodity Code Access portion of the process and
return to the main system menu. From there, you may select any option
which is displayed in the list of options.

When you have completely finished your work at the terminal, follow the
instructions for How to End (Sign Off) in Section III D.

b. At the beginning of each week, you will receive an Activity Report
(Report’HWY-R23040-GA) that will have listed all of the Adds, Changes and
Deletes you have done on the Commodity Code file. Verify this list to be sure
there were no keypunch errors that need to be corrected.

c. It will be necessary to produce Commodity Code Catalogs on occasion.
The steps necessary to produce the Catalogs are as follows:

1) LOGON to TSO — To be an authorized user you must be familiar with
your own passwords and account numbers.

2) The next response you will receive is:

REPORT SELECTION

(1) COMMODITY CODE SEQUENCE (NUMERIC)
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(2) COMMODITY DESCRIPTION SEQUENCE (ALPHA)

(3) BOTH (1) AND (2)

ENTER NUMBER OF YOUR CHOICE (1 or 2 or 3)

Enter the appropriate code and press the “ENTER” key.

3) The next response you will receive is:

ENTER JOB CLASS

Enter the appropriate job class and press the “ENTER” key.

4) After you have receive the READY, type:

LOGOFF

This completes your session and logs you off the computer.

10:P65:DP/FAIM
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Part V Reports

A. Weekly/Monthly Activity Reports
Activity records are produced each time the Minor Capitol system is run and the
file(s) are updated. Reports showing this activity are available on a weekly and
or monthly basis.

Additions and Inventory Action Costs — Report R23040-BA

Description : This report lists inventory items added to the master
file and provides a total of the acquisition costs for
all transactions. Summary control is provided by
Organization.

Purpose : This report will be produced weekly to serve as an
Activity Report. It will also be produced monthly.

Sequence : Region
Organization
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Regions

Volume : 14 pages

Changes — Report R23040-CA

Description : This report lists all changes to the Inventory
Master File.

Purpose : This report serves as a proof list of all change
transactions.

Sequence : Region
Organization
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Region

Volume : 2 pages
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Commodity Code Activity — Report R23040-GA

Description : This report lists all transactions made to the
Commodity Code File.

Purpose : This report is a proof list for Commodity Code
transactions.

Sequence : Commodity Code
Transaction Code

Frequency : Monthly

Distribution/Prints : Headquarters

Volume : Approximately 20 lines per month
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Deletions — Report R23040-DA

Description : This report lists Master File data for items that have
received a delete transaction.

Purpose : This report is used as a reference for deleted items.

Sequence : Region
Organization
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Regions

Volume : 10 items
7 pages

8
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Items New to Location — Report R23040-FA

Description : This report lists all inventory items found at a
location during an ongoing physical inventory but
shown on the Inventory Master File as being at a
different location. The item was apparently moved
without submitting a transfer form to the Supply
Officer. Items on this report should be transferred
before the Missing Items report is run otherwise it
will show up on the Missing Items report.

Purpose : The purpose is to identify items moved without
having the System notified.

Sequence : Region Site
Tag Number

Frequency : Annual after the Inventory for a Site or Building
has been entered. During a physical inventory at the
weekly/monthly process.

Distribution/Prints : Headquarters
Respective Regions

Volume : Approximately 400 items
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Transfers — Report R23040-EA

Description : This report lists all items that have been transferred
either between Regions or within a Region. This
report will be produced weekly to serve as an
Activity Report for region distribution and monthly
for Headquarters.

Purpose : This report serves as a proof list to verify the proper
action of transfer transactions.

Sequence : Region Organization
This report is duplicated with one copy being in
“From” Region and Organization sequence and
the other copy in “To” Region and Organization
sequence.

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Regions

Volume : 24 items
7 pages
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B. On Request Reports
Following are 12 reports that are available on request. Only the Commodity
Code Catalog, Site Description List, Inventory Monitoring, and Missing Items
Reports are available on request by the region.

1. EQUIPMENT BY ORG CODE

2. EQUIPMENT BY ORG BY LOCATION

3. RECAP OF MISSING ITEMS

4. COMMODITY CODE CATALOGS

5. ITEMS BY TAG NUMBER

6. SITE DESCRIPTION LIST

7. SURPLUS ITEMS LIST

8. INVENTORY MONITORING REPORT

9. MISSING ITEMS REPORT

10. COMMODITY SUMMARY REPORT

11. WEEKLY/MONTHLY ACTIVITY REPORTS (see Section A)

12. FEDERAL PARTICIPATION REPORT

The above reports are produced when requested or by weekly/monthly
process. To request reports, contact your Regional Supply Officer or the
Headquarters Purchasing and Materials Management Office. The Region
Reports are produced by the following means:

The first step is to LOGON to TSO.

The next response you will receive is:

TSO/E INFORMATION CENTER FACILITY USER SERVICES

OPTION ===> 8

Select option #8 — “SPF.” Type the highlighted character to the right of the
OPTION arrow, and press ENTER.

The next response you will receive is:

    - - - - - - - - - - - - - - - - - - - - - - - -  ISPF/PDF PRIMARY OPTION MENU  - - - - - - - - - - - - - - - - - - - - - -

    OPTION   = = = >  6

Selection option #6 — “COMMAND.” Type “6” to the right of the option and
press “ENTER” key.

     - - - - - - - - - - - - - - - - - - - - - - - - -  TSO COMMAND PROCESSOR  - - - - - - - - - - - - - - - - - - - - - - - - -
     ENTER TSO COMMAND OR CLIST BELOW:

     = = = >  menu23d

Type in “MENU23d” and press the “ENTER” key.
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The next response you will receive is:

ENTER number of your choice.

To this, respond with the selection provided and press the “ENTER” key.

The next response will be different for each report selected.

Please carefully follow the directions and each prompt.
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Equipment By Org Code — Report

Description :

Purpose :

Sequence :

Frequency :

Distribution/Prints :

Volume :

Equipment By Organization By Location — Report R23070

Description : This report lists all of the Minor Capital items within
an organization code.

Purpose : The Organization Code Supervisor signs this report
(copy 3) acknowledging the items listed are under
their control.

Sequence : Organization
Commodity Code Number/Description
Tag Number

Frequency : During the biennium physical inventory

Distribution/Prints : Headquarters
Respective Regions (all six-digit organizational
code supervisors)

Volume :
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Recap of Missing Items — Report R23020CA

Description :

Purpose :

Sequence :

Frequency :

Distribution/Prints :

Volume :

Commodity Code Catalog — Report R23063

Description : This report lists all Commodity Codes and their
corresponding descriptions that are in the system.

Purpose : The catalog is used as reference for determining a
Commodity Code for new items. It will be prefaced
by an alphabetic index.

Sequence : Commodity Code

Frequency : On Request

Distribution/Prints : Headquarters
Regions

Volume : Approximately 10,000 items.
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Items by Tag Number — Report R23062

Description : This report lists all Minor Capital Property items in
Region and Tag Number sequence.

Purpose : This report is to satisfy General Administration
requirements. It will also be used for internal
requirements.

Sequence : Region
Tag Number

Frequency : On Request

Distribution/Prints : Headquarters
Respective Regions

Volume : 80,000 items
4,000 pages

Site Description Activity — Report R23040-HA

Description : This report lists all transactions made to the Site
Description File.

Purpose : This report is a proof list for Site Description
transactions.

Sequence : Site Code
Transaction (Action) Code

Frequency : Monthly

Distribution/Prints : Headquarters

Volume : Approximately 20 lines per month
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Surplus Items — Report R23061

Description : This report lists all items that are indicated in the
surplus field as being surplus.

Purpose : This report is used to select items to fill a need
rather than buying new and to delete items which
have been surplused for over a month.

Sequence : Commodity Code
Region
Organization Code
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Regions

Volume : 350 items (30 transactions/monthly)
20 pages

Inventory and Monitoring — Report R23020-CA

Description : This report lists each item in the Inventory Master
File. It page breaks on Region and Organization.

Purpose : The purpose of the report is to:

1. Give a list of items to the person responsible
for them.

2. Allow monitoring of all items.

Sequence : Region
Organization Code
Tag Number

Frequency : On Request

Distribution/Prints  : Headquarters
Respective Regions

Volume : 80,000 items
9,000 pages
Note: This report is a candidate to be printed
on microfiche for Inventory Administration in
Headquarters.
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Missing Items — Report R23020-CA

Description : This report lists all the Inventory items not found during,
a Physical Inventory but shown on the Inventory Master
File. The item was either stolen or lost, or at the Site but
missed during the inventory.

Purpose : This report will help identify items which have been
stolen or lost since the last inventory.

Sequence : Region
Organization
Tag Number

Frequency : Annual after the Inventory for a region has been 
entered.

Distribution/Prints : Headquarters
Respective Regions

Commodity Summary — Report R23020-DA

Description : The report summarizes the number of inventory
items and the maintenance costs for a Commodity
Code. Subtotals are also listed for each Model,
Make, and Region within the Commodity Code.

Purpose : The purpose of the report is to:

1. Provide maintenance costs for each model so
comparisons can be made when purchasing
new items or salvaging old items.

2. Provide the number of items of a given
commodity or model.

Sequence : Commodity Code
Region
Make
Model

Frequency : Annually

Distribution/Prints : Headquarters
Respective Regions

Volume : 25,000 items
2,000 pages
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Federal Participation — Report R23901-A

Description : This report lists items purchased with federal dollars
and the percent of participation.

Purpose : This report is a proof list for federal participation
transactions.

Sequence : Region
Organization
Tag Number

Frequency : Sent to regions with federal participation items once
a year for verification.

Distribution/Prints : Headquarters
Respective Regions

Volume :
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C. Monthly Reconciliation Reports

TRAINS/Minor Capital Reconciliation Report — RAM0164

Description : This report lists the payment documents in TRAINS
using Object Codes JC01 and EQ04.

Purpose : This report is used in conjunction with the Monthly
Change in Acquisition Cost Report R23112 to reconcile
the payments in TRAINS with the Acquisition Costs
entered into the Minor Capital Inventory System.

Sequence : Org Code, Payment Document

Frequency : Monthly

Distribution : Headquarters — Accounting. Two copies are forwarded
to Purchasing and Materials Management.
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Monthly Change in Acquisition Cost Report — R23112

Description : This report lists the acquisition cost changes to items
in the Minor Capital Inventory System.

Purpose : It is used in conjunction with the TRAINS/Minor
Capital Reconciliation Report — Ram0164 report to
reconcile the cost in the Minor Capital System with
the paid amount in TRAINS.

Sequence : Tag Number, Org Code

Frequency : Monthly

Distribution/Prints : Headquarters — who forwards to regions
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Compensating Tax and/or Deferred Sales Tax Liability for Vouchers Processed
During (Month/Year)

Description : This report is generated by Headquarters Accounting.
It lists excise (compensation) tax payments on
equipment that did not have sales tax included on
the original voucher.

Purpose : It is used in conjunction with the TRAINS/Minor
Capital Reconciliation Report — Ram0164. Excise
tax charges normally show up on the Reconciliation
Report a month after the original payment. The excise
amount needs to be included in the acquisition cost in
the Minor Capital System (addition cost screen) via
the Add/Change Form.

Sequence :

Frequency : Monthly, around the 10th.

Distribution/Prints : Headquarters Accounting sends a copy to Purchasing
and Materials Management, who then copies the
applicable pages of JC01 and EQ04 (by org code)
and forwards to the regions.
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