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FIXED ASSETS INVENTORY AND CONTROL
Policy

A. General

The Supreme Court will accountfor all capital andnon~capitalequipment. All
acquisitionsof equipmentusing SupremeCourt fundswill be documentedin an
agreement.

This policy coversany equipmentpurchasedwith state,federal,or other funds
providedthroughthe ArizonaSupremeCourt,

The AdministrativeOffice of the Courts (AOC) FinanceOffice shall maintainwritten
inventoryandpropertycontrolpolicies andprocedures.

All equipmentincludedunderthis policy shallbe clearly identified and lOcated for
purposesof regularphysicalinventory.

B. ~

“Care and custody” is the responsibilityto maintain fixed assetsin useablecondition,
securefixed assetsfrom theft, loss, improperuse,andto insurefixed assetsin caseof

“Care and custody”of eachassetbecomestheresponsibilityof the headof the Judicial
DepartmentUnit (IDU) or Local GovernmentUnit (LGU) to which the fixed assetis
assigued.

C. ~

1, TheAOC wantsto accountfor all componentsin the network aspart of its
systenrconfigurationmanagementsystem.

2. All upgradesof $500 or moreto existing units will be recordedunderthe
original tag numberand reportedby the ~U or LGU in accordancewith
ownershipof the original unit.

a) If the JDUor LGU owns the original unit and the ArizonaSupreme
Courtpaysfor an upgrade,the upgradewill be recordedand reportedby
the JDUor LGU.
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b) If the Arizona Supreme Court owns the original unit andthe JDU or
LGU pays for the upgrade, the upgrade will be recorded and reported by
the AOC.

3. If the setof central processingunit (CPU), monitor, and keyboard is all owned
by oneIDU, only one tag will be usedfor the set. If the componentsof a set
are owned by different JDUs, the AOC will tag one componentand record and
report all componentsit owns with a unit value of $500 or more.

SUPREME COURT OWNS THE EOUIPMENT

Purpose

The purpose ofthis section is to set forth minimum procedures and guidelines for inventory
and property control of dapitalequipment (including furniture and equipment) owned by the
Arizona Supreme Court.

The Arizona Supreme Court purchasesand retains ownership of the equipment. The Judicial
DepartmentUnit in possessionof the equipment will needto veri~and confirm possessionof
the equipment from a list generatedby the Administrative Office of the Courts (AOC). The
inventorypolicy is part of the equipment placementagreement.

Definitions

A. Ci~aleui~~meansany fixed assetwith a purchaseprice of $1,000or moreand
a usable life of oneor more years.

B. ~ means any fixed assetwith a purchasepriceof $500 to $999
and usablelife of oneor more years.

C. ~ meansany fixed assetwith a purchaseprice of $1.00 to $499
anda usable life of one or moreyears.

D, ~ is any opcrating unit, office, or courtof the Arizona
Judicial Departmentreportingto the Chief Justice; chiefjudgesof the Court of
Appeals;presidingjudgesof the superiorcourt, justicecourts, and municipal courts;
clerksof court; staff attorneys;divisions of the AdministrativeOffice of the Courts;
court administrators;andprobationdepartments,with responsibilityfor reporting,care,
and custodyof the fixed asset.

E. ~ is any county,city or schooldistrict with
responsibility for reporting,care,and custodyof the fixed asset.
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Policy

A. ~

The AOC Finance Office shall maintain tagging or numbering procedures for all
capital andnon~capitalequipment coveredby this policy. Arizona Supreme Court tags
will be issuedand shall be placed on capital and non~capitalequipment.

All tags shall be securely fastenedto each piece of equipment On items where a tag
cannot be affixed, the tag number and “ARIZONA SUPREI~COURT” should be
recorded on the item with an indelible pen or a scribing tool.

B. ~

Each JDUor LGU shall appoint an official inventory andproperty control person who
will serveas the contact person for information on inventory and property control
matters. Responsibilities shall be assiguedto the official inventory andproperty
control person which, at a minimum, shall include guidelinesfor maintainingaccurate
inventory andproperty control information and records.

C. ~cJc~~Aii~

The AOC FinanceOffice shall establishaccuraterecordsfor all equipmentincluded

under this policy. Theserecords shall, at a minimum, indicate:
Acquisition date
A brief descriptionof the item
Currentlocation(codeor suitablealternative)
Programfunding source
Tag or assetnumber
Model and serial number
Account number
Purchasedocumentnumber (claimlvoucher)
Original cost including, shipping, taxes, and installation

The inventory control recordsshall be maintainedin sucha fashion as to permit ready
accessand review.

D. Iny~&cha�~in

All operatingunits shall conductan annualphysicalinventoryof capital equipmentin
a mannerprescribedby the AOC FinanceOffice. The AOC FinanceOffice will
submit an annualinventoryreportto theDepartmentof Administration,General
AccountingOffice.
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E. Each person will be heldpersonally responsible for reporting lossof all capitaland
non~capitalequipment under his/her control. Lost or stolen inventory items should be
reported to the AOC Finance Office immediately. The AOC Finance Office will alert
the AOC Security Supervisor where appropriate.

Due to his/herresponsibility for care and custody of all fixed assetsin their area, a
new JDU head should perform a physical inventory as soon as practical.

Upon receiving notice of a new JDUhead, the AOC Finance Office will forward a
complete listing of fixed assetsassiguedto that JDU area for verification.

F. Responsibility for recording of appurtenancessuch as cabling will residewith the JDU
or LGU who owns the building where it is located.

G. The funding for equipment maintenance,physical security (i.e., locks, alarms, fire
extinguishers, etc.) and risk management(insurance) will be provided in accordance
with the terms of the equipment placement agreement.

H. The accounting and reporting value of the assetsremains at its original purchase cost
until it is determined to be obsolete. Assetsare not depreciated. When an upgrade of
$500 or more is made to equipment, the value of the assetwill be increasedfor the
original purchase cost of the upgrade.

The AOC FinanceOffice will noti~’the JDUof its reportingresponsibilities. AOC
divisions which have placed fixed assetsin the field will make sample spot checksfor
fixed assetswhenthey conduct field reviews of probationdepartmentsor court
operations.

~erofEuiment

Any movement or transfer of Supreme Courtequipmentfrom one JDUto another JDU
shallbepre~approvedby the AOC division that providedthe equipment.

K. ~

No SupremeCourtpropertyshallbe transferred,converted,traded~in,cannibalized,or
otherwisedisposedof without the written authorizationof the AOC FinanceOffice.
Before any surpluspropertyis disposedof, the AOC FinanceOffice in conjunction
with the appropriateAOC division and/orJDU shall first determinewhetherthe
propertycanbe utilized by any other~U. If so,the propertyshall be transferredto
theotherunit, and the transfershallbe recordedusing theAOC propertycontrol form.

If thereis no otherusefor the fixed assetwithin the judiciary, the AOC division head
responsiblefor providingthe equipmentshall determineif the propertycanbe traded~
in or cannibalized.
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If the fixed assetis not transferred, traded4n, or cannibalized, theproperty will be
disposedof through the Department of Administration Surplus Property Division.

For federal’.purchased equipment used in conjunction with a state funded program, the
operating unit shall follow procedures required by the funding source or follow the
procedures outlined for court~purchasedequipment, whichever is appropriate.

L. Write~~Offof Fixed Assets

Annually, after the inventory of fixed assetshas been completed,the AOC Finance
Office will review the list to determine if any assetsshould be written off, Items that
have not been physically located for the last three successiveinventories will be
written off by the Administrative Director of the Courts. Exceptions may be madeto
the write~offpolicy by the Administrative Director.

COURTS OTHER THAN THE SUPREME COURT OWN THE EOUIPMENT

Purpose

The purpose of this section is to set forth minimum procedures and guidelinesfor fixed assets
(furniture andequipment)owned by the Judicial Department Unit other than the Supreme
Court.

It is the intent of this policy that all equipment items be accountedfor under an inventory
system. Each court, including its probation departments,must be ableto accountfor all
equipmentregardlessof the funding sourceused to purchase the equipment.

Definitions

A. ~ meansany piece of property or a fixed assetwith a purchaseprice
of $1,000or more anda usablelife of oneor moreyears.

B. ~ meansany pieceof property or a fixed assetwith a purchase
priceof $500 to $999 and usablelife of oneor moreyears.

C. ~ is any operatingunit, office, or courtof the Arizona
JudicialDepartmentreportingto theChief Justice;chiefjudgesof the Courtof
Appeals;presidingjudgesof the superiorcourt, justice courts, and municipal courts;
clerksof court; staffattorneys;divisions of the AdministrativeOffice of the Courts;
court administrators; andprobationdepartments,with responsibilityfor reporting,care,
andcustody of the fixed asset.

D. ~ is any county, city or schooldistrict with
responsibilityfor reporting,care,and custody of the fixed asset.
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Policy

A. General

This policy covers any equipment valued over $500purchased from state, federal, or
otherfundsprovided through the Arizona Supreme Court. All acquisitionsof
equipmentusing Supreme Court funds will be documentedin an agreement.

If the Arizona Supreme Court provides the funding and the JDU purchasesthe
equipment, a funding agreementwill be sigued that clearly delineatesthe mu owns
the equipment. The JDU will record transactions in its fixed assettracking system.
The inventory policy is partof the funding agreement.

If the Arizona Supreme Court purchasesthe equipment and transfers ownership of the
asset,the JDU will record transactions in its fixed assettracking system. The
inventory policy is part of the equipment grant agreement.

The JDUshall maintain written inventory andproperty control policies and
procedures.

All equipment included under this policy shall be clearly identified and located for
purposesof regular physical inventory.

The JDUshall maintain an inventory log asdescribedin the recordkeepingsectionof
this policy.

B. ~

For itemsthat the SupremeCourtpurchasesand maintainsownershipof, the Supreme
Court will issuetagsandrequiretagging of the equipment. For all otheritems, the
JDUshall maintain a tagging/numbering system.

C. ~jn

The inventoryand propertycontrol personshall establishaccuraterecordsfor all
equipmentunder this policy. Theserecordsfor capitaland non~capitalequipment
shall, at a minimum, indicate:

Acquisition date
A brief descriptionofthe item
Currentlocation (codeor suitablealternative)
Programfunding source
Tag or assetnumber
Model andserialnumber
Accountnumber
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Purchase document number (claim/voucher)
Original costincluding shipping, taxes, and installation

The inventory control records shall be maintained in such a fashion as to permit ready
accessand review.

D. ~y~th~ie

The mu shall conduct a physical inventory of equipment annually. The report of the
physical inventory shall be maintained andavailable for review andaudit upon request
by the Administrative Office of the Courts (AOC).

E. ~

Equipment must be usedfor the approved purchase for five years, unlesswritten
permission is given by the Administrative Office of the Courts. After five years, the
equipment may be transferred upon approval of the presiding judge of the court.

F.

Equipmentwhich is no longer neededor usable shall be surplused in accordancewith
the following:

For equipmentfor which title was grantedto the mu, themu shall follow any
proceduresrequiredby the original funding agreement.If no suchrequirementsare
includedin the funding agreement,then local surpluspropertyproceduresmay be
utilized,

G. jfi~tinto~’

The Arizona SupremeCourt,Administrative Officeof the Courts, reservesthe right to
modify this policy asneeded.

ATEDTMPLOYEE’SHOE

Thenatureof certainjob functionsand level of responsibility for specific employeesrequires
they be ableto performwork which benefitsthestatefrom home. This work may requirethe
locationof office equipmentat the employee’shome.

Approval

A Division Directormay approvein writing the assigumentof specific business~equipmentto
an employee’shomeonly if thejob functionsor responsibilitiesrequiresuchequipment. The
Deputy Director or AdministrativeDirectormay approvethe assigumentof specific equipment
for Division Directorsandotheremployeesnot assignedto a specific division or membersof
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the Executive Office staff. Approval shall be indicated on a form on which the specific
equipment authorized to be removed for homeuse is listed. The original approval form shall
be filed in the employe&s personnel file in HumanResources, A copy of the form shall be
forwarded to the AOC FinanceOffice.

Inventory

The SupremeCourt inventory shall list the location of all equipment removed for home use.
The employeewho records the equipment on the inventory form shall sign the removal
authorization form. Employeeswho return equipment shall requestthe inventory be updated.
Any equipment assignedto an employee’shomeshall be returned upon terminating
employment with the SupremeCourt prior to the issuanceof the final paycheck.

Space,Electricity, Phone Lines and Usage

The employeeshall provide office space,electricity and shall usetheir private telephoneline
for computer or fax usagewithout reimbursement for theseexpenses,unlessprior
arrangementsare madeand approved by the Deputy or Administrative Director.
In exchangefor the employeeproviding phone line, usage,spaceand electricity, the employee
may utilize the equipment for occasionalnon-businessusageas long as the employeepays for
any direct costassociatedwith such usage.

Removal

An employeeauthorizedto removeequipmentfor home useshall presentthe removal
authorizationform to securitystaffwho shall verify that authorizationand inventory
signaturesappearon the form. A recordof the equipmentremoval shallbe madein the
securitylog.


