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A8.506 Acquisition

1. Purchase Order or Contract

I nventorial property acquired by either purchase order or contract
and paid through the University's disbursing systemor fed to the
University via the Research Corporation of the University of
Hawai ‘i is initially picked up on the inventory as a pendi ng asset
record. After all the required data fields on a pendi ng asset
record have been fully defined, the pending asset record is
approved.

On a nonthly basis, the Inventory Managenent Section provides
Property Custodi ans and Fiscal Oficers with Report THDRO30D,
Acqui sition Report By Fiscal Oficer, and THDRO30, Acquisition
Report By SL Account Code, which are |istings of new acquisitions.
The reports contain the follow ng informtion:

(1) Decal Number (10) Buil di ng Canpus
(2) Asset Nunber (11) Acquisition Date
(3) Descri ption (12) Acquisition Method
(4) Manuf acturer’s Name (13) Docunent Nunber
(5) Model Number (14) Check Number

(6) Serial Number (15) Ownership Code

(7) Cust odi an (16) Quantity

(8) Bui | di ng Nane (17) Unit of Measure
(9) Bui | di ng Nunber (18) Cost

Pre- nunbered decals to be physically affixed to the property are

attached to the Report THDRO30D, Acquisition Report By Fisca

Oficer. Report THDRO30, Acquisition Report By SL Account Code,

di splays the cost contributed by the FM'S 10-digit SL account code

}p acPuigf_the asset. Report THDRO30 should be retained by the
iscal officer
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Donat ed Property

When property is donated, APM A8.620, G fts, applies. The

recei ving departnent or unit shall, upon the receipt of such
property, pronptly notify the University of Hawai ‘1 Foundati on
(UHF) by conpleting and submtting UHF Form DP014, Transmtta
Form for Non-cash G fts. The University of Hawai ‘i Foundation

w Il forward the UHF Form DP014, Transmttal Form for Non-cash

G fts, to the Inventory Managenent Section for recordation of the
equi pnent or controlled property into the fixed assets system
The notification nust provide the foll ow ng:

(1) Donor

(2) The description, nodel, serial nunber, manufacturer’s nanme
of iten(s) being donated

(3) Fair market value or anount of the iten(s)

(4) Locati on

(5) FM S SL account code and title accountable for the
controll ed property or equi pnent

(6) Pur pose and restrictions stipulated by the donor

(7) Indicate if itemshould not be inventoried, e.g., notor

vehicle to be dismantled for parts

Pre- nunbered decals to be physically affixed to the property are
%;%ached to the Report THDRO30D, Acquisition Report By Fisca
i cer.

Fabri cated Property

Prior to fabrication, the Fiscal Oficer, with the assistance of
the Principal Investigator or Property Custodi an, shall conplete
FMS Form 73, Fabricated Property, and submt the conpleted form
to the I nventory Managenment Section. |In order to record
fabricated property accurately in the fixed assets system al
fabrication paynents shall be coded with subcode 7790, Equi pnent,
Fabrication In Prog. After initial paynment, a decal for the
fabricated property shall be issued via Report THDRO30D,

Acqui sition Report By Fiscal Oficer. Subsequent additions or
deductions in costs to the initial paynent shall be reported on

t he THDR0O35, Cost-Changes Report By SL Account Code. |In order to
capitalize each conponent part as It i s purchased, subsequent
purchases to the initial paynent shall cite the decal nunber

I ssued for the fabricated property on the purchasi ng docunent.
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Upon conpl etion of the fabrication process, the fiscal officer,
principal investigator, or property custodian shall informthe
I nvent ory Managenent Section via nenorandum of the foll ow ng:
(1) I n-service date of the fabricated property

(2) Tot al cost

(3) Property location (i.e., building canpus, building nunber,
room fl oor, or other |ocation)

Found Property

Found property is reported to the Inventory Managenent Section by
menor andum  The nmenorandum shall provide the foll ow ng
i nformati on:

1) Description of the
property 5) Omner shi p
2) Manuf acturer’s nane 6) 10-digit FMS SL
account
3) Model nunber
7) Serial nunber
4) Location (i.e.,
bui | di ng canpus, 8) Ci rcunst ances
bui | di ng nunber, ot her surroundi ng the
| ocati on, and di scovery

roont fl oor)

The Property Custodi an shall be the Responsible Person of the FM S
SL account code accountable for the property. The value is
estimated by the Custodi al Departnment. The date found is used as
the in-service date unless the acquisition date can be determ ned
or confirmed by other neans.

Pre- nunbered decals to be physically affixed to the property are
attached to the Report THDRO30D, Acquisition Report By Fisca
Oficer.

Acqui sition of Surplus Property

The University of Hawai ‘i, as a nonprofit, tax-exenpt educationa
institution, may acquire Federal or State surplus persona

property at a nomnal cost. The University is authorized to
participate in this program by designating "Authorized
Representati ves" fromthe University systemto coordinate with the
Departnent of Accounting and General Services (DAGS), Surplus
Property Ofice, to officially authenticate the acquisition of
such property in accordance wth applicable laws (Internal Revenue
Code, Federal Property and Adm nistrative Services Act,
Rehabilitation Act, etc.). The official representative designated
for the University is the Property and Fund Managenent O fice
(PFMO). University faculty or staff nenbers may acquire surplus
property. The acquisition of such property shall be coordi nated
I'n advance with the Fiscal Oficer for the departnent or unit.
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If the acquisition fair market value of the surplus property neets
the capitalization criteria of APM A8.550, Capitalization, the

i ndi vi dual and departnent acquiring the property shall be
identified on the purchase/ paynent docunent.

Surplus itens acquired under the State Agencies Surplus Property
program from DAGS Surplus Property Ofice shall be valued at 23.3
percent of its ORIG NAL ACQUI SI TI ON COST. Surplus property itens
nmeeting the equi pnment or controlled property criteria of APM
A8.550, Capitalization, shall be recorded into the inventory
system Surplus property not neeting the criteria shall be coded
as expenditures of the current period. Refer to APM A8.516-c,

Val uati on at Fair Market Val ue.

These procedures are used for all funds, including extranural
funds 1 f the particular contract or grant permts the acquisition
from DAGS Surplus Property Ofice.

Pre- nunbered decals to be physically affixed to the property are
attached to the Report THDRO30D, Acquisition Report By Fisca
Oficer.

Acqui sition Under Contracts with Extranural Sponsors

Refer to APM A8. 528, Acquisition, Federal Personal Property.

G ouped Itens

Sone itenms with unit costs not neeting the capitalization criteria
of APM A8.550, Capitalization, may be inventoried. Itens that are
physically or functionally 1dentical, have sufficient useful life
and whose total value as a group justifies recordation for the

pur pose of inventory control shall be treated as “G ouped Itens.”
Each group shall be recorded as a single asset and shall be

assi gned one decal nunber.

Pre- nunbered decals to be physically affixed to the property are
attached to the Report THDRO30D, Acquisition Report By Fisca
Oficer.
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