Capital Assets and Inventory
When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title [H1].
The duties of 1) maintaining custody of capital assets and inventory, 2) taking the annual physical inventory and preparing the inventory report, and 3) approving changes to inventory records and the annual inventory report are segregated among individuals.  (For smaller agencies where segregation of duties is not possible, compensating controls should be noted.)   [H2]
Position Title

                      PCN                      Duty # (1,2 or 3)       
Physical Inventory and Reconciliation

Annually, ___________________, downloads the inventory recorded in the Advantage system from DAWN, http://washoe .state.nv.us:7778/, and reconciles it with a physical inventory of the agency’s assets [H3].  Upon reconciliation the _______________ initials and dates the inventory report [H4].  The __________________, a management position, signs and dates the inventory report evidencing review and approval of the report [H5].

_____________________ enters the inventory completion date into Advantage on the Condition/Last Inventory Date Update (FADU) screen [H6].  
New Assets

If the agency makes a direct purchase of an asset costing over $5000, ______________ sends an approved  Property Disposition Report (PDR) and a copy of the invoice to the Purchasing Division – Property Management section [H7a].  A state ID tag is prepared and the asset is entered into Advantage as part of the agency’s inventory.  
Property Disposition Report (PDR)
In addition to those prepared for any direct purchase assets, _____________________ also completes a PDR on all property that is donated to or by the state [H7b], excess property [H7c], beyond repair [H7d], lost or stolen [H7e], missing [H7f], or transferred to or from the agency [H7g].  All PDR forms are approved and signed by the ________________ [H2c].  

(If your agency maintains an inventory of merchandise that is sold, include the procedures followed for tracking and monitoring this inventory here.  If this does not apply to your agency, indicate “N/A” on the SAQ.)  [H8]
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