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The purpose of this policy is to establish a proper accounting and reporting mechanism for the tracking of the Commonwealth’s personal property. 

The goal of this policy is to ensure that all the Department’s assets are accounted for in a uniform manner.

Policy

The Department shall maintain an automated asset management system for all Commonwealth personal property for all program as defined in 802 CMR 6:00 (Fixed Asset Management and Reporting Responsibilities). This policy is applicable to both department and provider operated programs.

The Department shall designate an Asset Officer who is responsible for control, use, and care of all assets assigned to the Department.

All locations (including provider operated) shall designate an Asset Manager to maintain control of assets and to furnish records and reports as required by the Asset Officer.

The Agency shall perform random audits to ensure compliance as resources permit.
The Department shall conduct an annual physical inventory of all of its assets.  This is accomplished by a verification and reconciliation of the items contained on the inventory printout as supplied by the Department’s Asset Officer.
Procedures

A.     Definitions

        1.     Generally Accepted Accounting Principles (GAAP) Fixed Assets - Buildings, 
 
    equipment and construction in progress (including all furnishings and fixtures) 
 
    with a historical unit cost of $15,000 or more and all land.
        2.      Major Fixed Assets - Buildings and equipment with a historical cost between 
 
     $5,000 and $14,999.99
        3.     Minor Fixed Assets - Buildings and equipment with a historical cost between   
  
    $100 and $4,999.99
B.     Inventory Control
        1.     All asset transactions (e.g.: acquisition, transfer, lost, stolen, obsolete and 
 
    surplus) shall require the submission of a completed Asset Update Form. 

        2.     All updates which originate at each location shall be submitted to the Asset 
 
    Officer who shall record all changes in the agency’s Automated Asset 
 
  
    Management System. 

        3.     All assets deemed to be obsolete shall be disposed of in accordance with 802 
 
    CMR 3.00.
        4.     The Asset Manager shall be responsible for affixing an inventory control tag 
  
    containing the unique inventory control number to each item.

5. All new sites shall complete an Inventory Control Form which includes the 
     generic description, acquisition cost, serial number, acquisition date, unique 
     inventory control number, condition code and estimated useful life and shall 
     be forwarded to the agency’s Asset Officer.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· To create an accurate record of the Commonwealth’s assets annually.
· To enable the Department to accurately recover assets under appropriate circumstances.
· To have accurate information which can be incorporated into the Commonwealth’s                                                                                                    Financial Statement where appropriate.







