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EQUIPMENT TRACKING SYSTEM (ETS) IMPLEMENTATION
NOVEMBER 15, 2016

This is to announce the implementation of the Equipment Tracking System on November 15, 2016, at BIS in the Norwalk Office.  This system will be implemented department wide once resources have been identified and allocated.

The Equipment Tracking System is a web-based system with barcode technology that provides staff with the ability to maintain, track and retain historical inventory records.  It also provides an automated process for performing annual physical inventory audits in accordance with the Auditor-Controller Fiscal Manual Section 6.8.0 (attached).

All actions in the system can be done by scanning the unique DCFS barcode label attached to piece of equipment.  The following is a summary of features available in the system: 

A. Features to support ongoing equipment tracking activities: 
1. Checking in equipment received from vendors or returned from offices.
2. Tracking of equipment distribution to all 28 DCFS offices and 50 outstations. 
3. Assignment of equipment to specific employees, special projects, or work locations.
4. Tracking of salvaged equipment.
5. Tracking of equipment returned to vendors for repair.
6. Tracking of equipment movement within or between offices.

B. Features to support annual inventory audit activities:
1. Automated scanning process of work location barcodes and equipment barcodes to complete the physical annual inventory audit of all non-capital assets.
2. Electronic approval of office manager/supervisor for the annual inventory audit.

C. Reports:
1. Inventory Summary Report – A summary of the equipment inventory in each office by equipment type.  The equipment counts can be drilled down to provide detailed information.
2. Annual Audit Summary Report – A summary of the current fiscal year annual audit completed by each offices.













	
		If you have any questions regarding this release, please 
	e-mail your question to:

	Policy@dcfs.lacounty.gov  |
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Auditor Controller Fiscal Manual
Section:  6.8.0 NON-CAPITAL ASSET EQUIPMENT 

6.8.1 Definition 

Non-capital asset equipment (formally known as portables) is defined as equipment that can be easily carried or moved, especially by hand. Non-capital asset equipment with a unit cost less than $5,000 will not appear on the County's Capital Asset Inventory Listing and must be controlled and accounted for separately by the department. 

Non-capital asset equipment should not be assigned a County property tag number. Instead, the department must use a separate department-issued non-capital asset tag number for tracking and usage purposes. 

Non-capital asset equipment, such as personal computers, related peripherals, firearms, typewriters, calculators, fax machines and other portable assets must be tracked and inventoried annually. 

6.8.2 Internal Controls 

The following internal controls must be established to maintain adequate control over non-capital asset equipment. 

Control of all non-capital asset equipment should be assigned to a manager or supervisor at each location. The assignment of non-capital asset equipment is vested in the manager or supervisor. 

Control of the system of tracking and inventory of non-capital asset equipment should be assigned to the capital assets personnel in each department. 

A department-wide list should be maintained identifying the name of the individual responsible for non-capital asset equipment at each location. 

If non-capital asset equipment (e.g., a desktop PC, etc.) is permanently assigned to an individual, the person to whom it is assigned should be identified. 

If non-capital asset equipment is unassigned and kept to loan out to various employees, the person who controls and issues the non-capital asset equipment should be identified. The person responsible for controlling the non-capital equipment should secure it when it is not on loan. 

A current listing of all non-capital asset equipment should be maintained by the assigned manager/supervisor at each location. The listing should include a description of the item, the FA number, the County identification (property tag) number (and/or manufacturers serial number), and the name of the individual to whom the item is assigned (for permanently assigned non-capital asset equipment). Unassigned non-capital asset equipment should be so identified. 

All unassigned non-capital asset equipment should be maintained in a secured area. 

A "sign-out/sign-in" log should be maintained at each location to control usage of non-capital asset equipment not assigned to individuals on a permanent basis. The log should include the following information:

a. Description of the non-capital asset equipment 
b. Manufacturer's serial number or department property tag number 
c. The FA number (only if the department is using the Capital Asset System to track non-capital asset equipment) 
d. Name of user 
e. Date and time checked out and returned 
f. Signature of user (both out and in) 
g. Issuers initials (both out and in) 

A physical inventory of all non-capital assets must be taken at least once each year. The results of the physical inventory should be reconciled to the department's master listing of non-capital asset equipment.

Records, logs, and other documents must be retained by the Department for review by the Auditor-Controller during regularly scheduled audits or specially requested reviews.
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