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Donated Equipment and/or Supplies
(Finance)
Equipment Declared Surplus:  

· http://www.state.ky.us/agencies/finance/depts/printing/oneforms/eformlibrary.htm 

· Scroll to:  Declared Surplus (B-217-2) (includes the B-217-2 Continuation Page)
· Click on b2172.exe 








Equipment Transfer – 

· http://www.state.ky.us/agencies/finance/depts/printing/oneforms/eformlibrary.htm   
· Scroll to:  Requisition: Surplus Personal Property (B-217-3)

· Click on b2173.exe
Equal Education and Employment Opportunities M/F/D

Donated Equipment

Equipment donated to area technology centers will be inventoried by the same procedures as purchased equipment.  The principal should maintain a record of all donated equipment and the estimated value.   (See Form, Donated Equipment and/or Supplies)
Equipment

Equipment is considered a unit of furniture, an instrument, a machine, an apparatus, or a set of articles that meet ALL of the following conditions:

(1) It retains its original shape or appearance with use.

(2) It is non-expendable; that is, if the article is damaged or if some of its parts are lost or worn, it is more feasible to repair it rather than replace it.

(3) It costs $250 or more.

(4) It does not lose it’s identity through incorporation into a different or more complex unit or substance.

Computers (CPU’s and monitors) are considered equipment regardless of cost and must be inventoried.

All procurements falling in the equipment category, whether new or replacement must be requested through the current equipment approval process and approved before any purchases are made.  An executive order 2008-011 Request Form must be approved through Finance.  
Equipment Insurance
780 KAR 7:070
When payment for equipment is made, MARS automatically recognizes equipment as a fixed asset.  The principal/designee must complete information pertaining to the equipment so that insurance is activated.   Equipment must be entered when payment is made.  If equipment is not added to MARS inventory, insurance will not cover it after 90 days from date of purchase.

Equipment Inventory
780 KAR 7:060
Items of equipment costing under $250 will receive a Property of Workforce Development sticker.  This will allow recognition of any equipment costing under $250 during a physical inventory.  Equipment costing over $250 must receive a barcode and be placed on the school inventory.

	The following are specific items that SHOULD NOT be classified as personal property for purpose of inventory, regardless of their cost:

	(1)
	Books, films, filmstrips, transparencies, slides, tapes, or sets of these items

.

	(2)
	Teaching packages where all or part of it is consumable.  (If these packages contain individual items that meet all of the conditions to be classified as inventoriable personal property, these items should be individually inventoried.)



	(3)
	Tool kits (this exemption pertains only to kits that include wrenches, sockets, etc., that are normally dispersed and placed on boards.  It does not include kits that retain their identify such as electrical training kits, fuel injection testing kits, etc.)



	(4)
	Items that become part of a more complex unit, such as: guards, motors, bed rails, mattresses, etc



	(5)
	Items that become a permanent part of the physical structure such as wall-mounted mirrors, chalkboards, and bulletin boards permanently attached to the structure, built-in cabinets and shelves, air and water regulators, etc



	(6)
	Internal computer parts should be added to the original cost of the computer to which they are added.



	(7)
	When any attachment becomes part of an inventoried piece of equipment, the cost should be added to the price of that piece of equipment.




Property identification stickers or barcodes must be placed on equipment before the equipment is placed in service.

	Equipment On-Site Spot Bid

	The following steps shall be followed when requesting an on-site spot bid

For equipment disposal:

	(1)
	Compile a list of equipment for disposal.  Check with other schools to ensure they cannot use the equipment.  Send list to the Deputy Commissioner for approval.



	(2)
	Send list on the B217-2 declared surplus form (see electronic forms -Declared Surplus (B-217-2) (includes the B-217-2 Continuation Page).



	(3)
	This list will be sent from Fiscal Services to Finance Administration, Surplus Property Division, requesting approval.



	(4)
	If approval is given, Fiscal Services will contact the principal to set up a day and time for Sealed Bid sale.



	(5)
	Schools must advertise for no less than two (2) weeks in the local paper(s), distribute flyers, etc.



	(6)
	Fiscal Services will assist and furnish all paperwork for the sale.



	(7)
	After all funds have been collected and tabulated, they shall be deposited in the school account.  All sales tax will be handled through normal channels.



	(8)
	Fiscal Services will delete all disposed equipment from the inventory system.



	(9)
	All items not sold will be disposed of on site by the school.



	(10)
	All barcodes/stickers/tag numbers must be removed from surplus equipment approved for disposal.


Equipment Transfer

To request equipment be transferred to another state agency, a memo with a list of equipment must be sent to the Fiscal Services Section.  A letter from the agency must accompany the request stating they agree to accept the equipment.  When the request has been approved, a copy will be returned to the school and the equipment may be transferred.   This process does not need to be approved by Finance Administration.

To request a transfer of equipment to a board of education, local government, or non-profit organization, two forms must be completed, B217-2 (Declared Surplus (B-217-2) (includes the B-217-2 Continuation Page) and B217-42A (Application for Direct Transfer of Surplus State Property to Non-State Agencies). A letter of request and completed forms must be sent to Fiscal Services.  If the transfer is to a non-profit organization, a copy of tax-exempt letter 501c-3 must be attached.  Finance Administration approval is required for this transfer request.  The school will be notified when approval is granted. 

Missing Equipment

Equipment that is missing or is unaccountable should be put into a new program code setup to hold the equipment until deemed necessary to delete.  Missing equipment must be transferred into program code 600501-missing equipment.  When equipment has been verified to be unaccountable, complete a B217-2 (Declared Surplus B-217-2 includes the B-217-2 Continuation Page) and a memo requesting to delete equipment from inventory.  Finance Administration approval is required for this request.

Surplus Equipment Disposal

Equipment that has been used for parts, scrapped out or does not work and is of no use to the Education and Workforce Development Cabinet may be disposed of on site by sending a memo requesting approval to the Fiscal Services Section.   Prior to disposing of any equipment in the area technology centers, a list shall be sent to the Deputy Executive Director, Office of Career and Technical Education for distribution to other centers for possible use.   When an approved copy of the disposal request is returned, then and only then, can the school principal dispose of the equipment. . Equipment may be disposed of by means of dumpster or landfill.  It may be necessary to check with the Sanitation Department/landfill to verify that equipment can be accepted.  This process does not need to be approved by Finance Administration.   Equipment for disposal must be submitted on the appropriate form.  (See Forms: http://www.state.ky.us/agencies/finance/depts/printing/oneforms/eformlibrary.htm)  

Note:  The office of Fiscal Services is the only office that can delete equipment from the inventory.

Trade-in Equipment

Approval to trade in equipment with one vendor requires approval by Finance Administration and the completion of the B217-2 (Declared Surplus (B-217-2) (includes the B-217-2 Continuation Page) form.    If there are two or more vendors being considered, approval is not required by Finance Administration but by Fiscal Services.  A letter requesting the trade-in and a list of vendors and proposed trade-in amounts must accompany the appropriate form.
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