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A8. 505 State Personal Property

1. Pur pose

To establish procedures for the managenment and control of
non- expendabl e personal property hereafter defined as
inventorial property owned by or in the custody of the
Board of Regents of the University of Hawai'i.

To satisfy the requirenments of the Federal Governnent for
control over governnent property, as hereafter outlined in
this section and APM A8. 525, Federal Personal Property, for
whi ch the University is responsible and account abl e.

2. Definitions

The follow ng definitions pertain to this section and APM
A8.525.2, Definitions, Federal Personal Property:

Account Code — The six-digit subsidiary |edger code
representing a functional programunit used to record,
classify, and report.

Acqui sition Cost of Non- Expendabl e Personal Property — The
net invoice unit price of property, including the cost of
nodi fications, attachnments, accessories, or auxiliary
apparatus necessary to nake the property useable for the
purpose for which it is acquired. Oher charges, such as
the cost for installation, transportation, taxes, duty or
protective in-transit insurance, shall be included in the
unit acquisition cost in accordance with University
accounting practi ces.

Asset Nunber — A system generated nunber assigned to an
asset record when it is created in the Fixed Assets System
(FFX). The asset nunber may contain up to ten digits.
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Conmponent — A part of a systemor fabrication. System
conponents may be auxiliary or accessory itens.

Controlled Itenms — Tangi bl e personal property of a
sensitive or theft prone nature which is not capitalized
and neets the criteria set forth in APM A8. 550,
Capitalization. Exanples are: Cameras, m croscopes,
audi ovi sual recorders/players, televisions, personal
conputers, nonitors, printers, etc.

Custodi al Departnent — The departnment or unit of the

Uni versity having physical control of property (i.e., using
departnent or sponsoring department for a contract or
grant).

Decal Nunmber — The unique University of Hawai'‘i contro
nunber

assigned and affixed to the asset, when possible, for
identifying an itemor property which is supported by
record of cost, |ocation, custodian, etc.

Di sposal — To pass or part with by form FM S- 76, Di sposal
Application, in relieving custodial responsibility when an
asset is sold, lost, obsolete, damaged beyond econom c
repair, etc.

Donated Property — Any property given, bequeathed, devised
or granted to the University of Hawai'‘i by a public or
private organi zation or by an individual for an expressed
pur pose and for other restricted or unrestricted purposes.
Such property shall be reported, controlled, and naintai ned
under this section, including APM A8.620, G fts.

Equi prent — Any tangi bl e, non-expendabl e personal property
that is capitalized and neets the criteria set forth in APM
A8. 550, Capitalization.

Excess Property — Property with a renmaining useful life
which is no |l onger required by a departnent, but not
necessarily excess to the University’'s systemm de needs and
IS subject to screening, transfer, or disposal action.

Fabricated Property — Property which has been or is in the
process of being fabricated by a departnent. The cost
assigned to the property is the total of its conponent
parts, plus |abor.
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Found Property — Property discovered by the custodi al
departnent or individual conducting the annual physi cal

i nspection which does not appear on the inventory records.
In reporting such property, estimated val ue nust neet the
capitalization criteria set forth in APM A8. 550,

Capi talizati on.

G ouped Itenms — Physically or functionally identical itens
in the sane inventory |ocation. Exanples are: Chairs,
beds, and tables.

I nventorial Property — Non-expendabl e, tangible, personal
property which neets the equi pnment or controlled property
criteria set forth in APM A8.550, Capitalization.

Leased Property — Property acquired by the University of
Hawai ‘i under a |ease or rental agreenent with a vendor.

Loaned Property — Property which is either borrowed by the
University froman external agency or one University
departnent from another; or |oaned by the University to an
external agency or individual that is approved by the
Department Head with mandatory notification to the

| nvent ory Managenent Secti on.

Locati on Code 9099 — The code used to designate the

physi cal |ocation of the property when no specific |ocation
code has been assigned to a building that is not a ngjor
facility (i.e., a shed, small barn) or a facility not

| ocated on University property (i.e., facility located in a
foreign country). Location code 9099 shoul d be acconpani ed
by the nane/address of the location for recording into the
“Qther Location” data field in the asset record.

Mat eri al s/ Supplies — Al personal property including
consunabl es not classified as equi pnent, controlled
property, or a grouped item

Non- I nventorial Personal Property — Property that is
expendabl e, consunmabl e, or parts of buildings and
structures such as electric distribution systens, central
air conditioning systens, elevators, etc.

Personal Property — Property of any kind except real
property (land, |and inprovenents, structures). It may be
t angi bl e -—-havi ng physi cal existence, or intangible —-
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havi ng no physi cal existence such as patents, inventions,
and copyrights.

Personal | y-Omed Property — Property in which the title
vests with an individual and for which the University of
Hawai ‘i assumes no responsibility for its |loss, repair, or
mai nt enance.

Property Adm nistrator — The Property and Fund Managenent
O fice (PFMOD) is responsible for the nanagenent and control
of all property in which the title is vested with the
University, the Federal Government, or other agencies.

Property Custodi an — The individual responsible for

mai nt ai ni ng conti nuous accurate records, periodically
reporting location and condition, conducting annual

physi cal inventory, insuring proper usage, safekeeping, and
mai nt enance of all property. The principal investigator,
who is the academi c or adm nistrative staff nenber
responsi ble for initiating and conducting research,
training, or public service projects, is nornally the
property custodian for the extranurally funded award.

Sal vage — Property that, because of its worn, damaged,
deteriorated, or inconplete condition, has no reasonabl e
prospect of sale or use as serviceable property w thout
maj or repairs or alterations, but which has sone value in
excess of its scrap val ue.

Scrap — Property that has no reasonabl e prospect of sale
except for the recovery value of its basic materials
content.

Sold Property — Surplus University-owned property sold to
an external agency.

Surplus Property — Any property that no | onger has any
value to the University or to the State.

Traded-1n Property — Surplus University-owned property
whi ch has been traded-in for the purchase of new property.

Transfer — Assigning custodial responsibility of an asset
via form FM S-74, Equi pnent Transfer, to another custodi an
or account; novenent of property to another physical

| ocati on.
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(bj ecti ves

To assure that the University’ s personal property
accounting systemis responsive to both State and Federal
requirenents.

To provide for identifying all non-expendabl e personal
property by item description, control nunber (decal), cost,
| ocati on, custodi an, ownership, and other essenti al
information for effective inventory, control, accounting,
di sposal, and reporting purposes.

Applicability/ Responsibilities

The Board of Regents, as a constitutionally established

i ndependent corporation, is responsible for all personal
property to which it holds title. Custodial responsibility
for other personal property is vested with the Board of
Regents to the extent that it has explicitly agreed to
accept responsibility therefor.

The Board of Regents, by authority of Section 304.2(2),
Hawai ‘i Revi sed Statutes, can acquire both real and persona
property and can hold, maintain, use, operate, sell, |ease,
and di spose of sanme whenever appropriate.

The University, notwi thstanding the authority of the Board
of Regents, is accountable for all property acquired and

di sposed of during the year since the inventory recorded as
of the last preceding July 1. Chapter 103D, Hawai ‘i

Revi sed Statutes, requires the University to submt a
detail ed accounting certificate to the State Conptroller
annual |y on or before Septenber 15.

The University of Hawai‘i President, Senior Vice President
for Admi nistration, and the Director of Financi al
Managenment and Control |l er, have redel egated the
responsibility for the managenent and control of
inventorial personal property to the Manager of the
Property and Fund Managenent O fice (PFMO).

The Manager of the PFMO has systemm de responsibility to

i npl enment and adm ni ster the provisions of this

adm ni strative procedure and to neet both State and Feder al
requi renents. The Manager shall informall menbers of the
faculty and adm nistrative officers of their obligations
for the use, care, maintenance, and saf ekeeping of al
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personal property under the control of their respective
departnments or units. The Manager shall issue witten
instructions relating to the acquisition, use, transfer,
and disposition of inventorial property and governnent
property for which the Board of Regents is responsible.
The Manager shall provide for nmaxi numuse of all property.

Depart ment Heads, Directors, Principal Investigators, or
Fiscal Oficers are del egated as responsi bl e custodi ans
when assigned property account(s). Property custodians
have responsibility for direct control, use, care,

mai nt enance, and saf ekeeping of all personal property for
their respective departnents or units. Further, they shal
mai ntai n and control the physical |ocation, account
records, and assure the security of the property to
accurately support the University' s centralized accounting
records.

During the absence of a property custodi an, for whatever
reason, the responsibility for the control, naintenance,
and custody of University and federally owned property is
vested with the Departnent Head or Director, which acquired
the property. Such responsibility includes property
acquired for use of a research, training, or public service
project by a Principal Investigator during the project or
thereafter until the project has been satisfactorily closed
out. Departnent Heads or Directors, however, nmay assign
adm ni strative functions to departnent staff personnel in

t he acconplishment of custodial responsibilities.

The Departnent Head or Director is responsible for assuring
that Principal Investigators neet University and Federa
requi renents for the proper and tinely transfer of

custodi al accounts when a Principal |Investigator goes on
sabbatical or |eave, transfers to another departnment or
institution, or when enploynent is term nated.

Basi ¢ custodial responsibilities include but are not
limted to:

a. Identification and | ocation of all University property
purchased for, or assigned to, their respective
depart nents.

b. Recei ving and i nspecting delivered goods and
processi ng the paynent for such goods in a tinely
manner .
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Reporting inaccurate information to the Inventory
Managenent Section for any errors found on the
THDRO30D, Acquisition Report By Fiscal Oficer, and on
t he THMU300A, Annual Inventory Verification Report,
via a nmenorandum or the formFM S- 74, Equi pnent
Transfer, as appropriate.

Saf eguardi ng and controlling property.

Preparing and submtting to the Inventory Managenent
Section the follow ng forns:

1) FM S-74, Equi prent Transfer, for any transfer of
personal property (Attachnment A).

2) FM S-76, Disposal Application, for action to
sell, trade-in, salvage, or otherw se dispose of
personal property (Attachnent B).

3) Form RMP- 001, State of Hawai ‘i Report of Loss or
Danage of State Property, for making clains
i nvol ving burglary, theft, robbery, danage,
destruction, or disappearance (Attachnment C).

Note: This formnust be submtted along with
FM S-76 when making a claimfor |ost, stolen, or
destroyed property.

4) UH Form 28, Special Bul k Inventory Wrksheet
(Attachnent E).

5) UH Form 29, Consolidated Special Inventory Report
(Attachnent F).

6) UH Form 30, Tenporary O f-Canpus Use of
Uni versity- Owmed Property by a University
Enpl oyee (Attachnment G .

7) UH Form 31, Equi pnment Loan and I ndemmnification by
Non- Uni versity Personnel (Attachment H).

8) AGS Form 18, State of Hawai'‘i Transfer of Property
(Attachnment K).

Determ nation of Inventorial Property — Exceptions
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The foll owm ng exceptions have been established on a
systemm de basi s:

1)

2)

3)

4)

Weapons such as handguns, rifles, shotguns, and
ot her expl osi ve devices, regardl ess of cost.

Smal | attachnents, accessories, or auxiliary
apparatus initially acquired to nake the
inventorial property useable for the purpose for
which it was acquired.

G ouped itens.

Mat erial s under a contract or grant where speci al
requi renents are established.

The foll ow ng property is non-inventorial:

1)
2)
3)

4)

5)

Consunmabl e or expendabl e suppli es.
d ass, cloth, and rubber products.

Parts of buildings and structures pernmanently
built in or installed and the renoval of which
woul d inpair the building or structures.

Attachments to buildings, such as wring,

el ectrical fixtures, heating systens, air

condi tioning systens, plunbing systens, boilers,
and el evator systens that are capitalized as real
property (buildings).

Repl acenent parts that do not extend the life or
i ncrease the value of the property.
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