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HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

INTRODUCTION
FIXED ASSET MANAGEMENT

The Purchasing Department Fixed Asset Division has the responsibility of maintaining
an asset management system that records transactions pertaining to the acquisition,
improvements, and final disposition of fixed assets. These records are summarized and
submitted to the County Auditor’s Office for inclusion in the County’s Financial
Statements on March as well as an inventory of all property on hand by July of every

year.

Two major purposes for creating a fixed
asset management system are: 1) to
ensure accountability for assets purchased
with local and other resources; and 2) to
provide an accurate value of the assets for
both the internal and the Hidalgo County’s
Annual Report.

Hidalgo County currently maintains a
Capital Asset Management System that
consists of two parts: accounting and
property management.

The County of Hidalgo accounts, record,
and reports the ownership of Capital-
Assets in compliance with reporting
requirements established by GASB
Statement 34, the Generally Accepted
Accounting Principles (GAAP), and the
Texas Local Government Code (LGC).

Annual verification of machinery and
equipment by county departments and the
Fixed Asset Division ensures
accountability, reduces the risk of theft,
and loss of assets.

The 2014-Fixed Asset Policy and
Procedures Manual has been prepared to

be used by Hidalgo County Personnel as a
reference to:

1. Initiate the procurement process.

2. Recognize and capitalize assets.

3. Follow the protocol for receiving and
tagging assets.

4. Follow procedures for the inventory
and safeguarding of assets.

5. To identify the accepted disposition
methods of obsolete, broken, and
no longer needed assets.

Included in the procedures manual are
asset category definitions, legal
references, and the necessary forms
and guidelines to account for all assets
assigned to each individual County
Department.

Accountability is not only our inherent
duty as county employees it is also
mandated by law.

Please review this manual and follow
the procedures carefully. In so doing,
the management of resources and tax
dollars is more effective and we remain
accountable to the citizens of this
community.

Purchasing Department
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HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-1

FIXED ASSET POLICY

The Comprehensive Policies and Procedures for Capital Assets Management and
Accounting are as follows:

Expenditures for all items that fit in the definitions of capital asset, or capital projects, will
be capitalized and will initially be recorded at cost, except donated assets that will be
recorded at fair market value.

The County Auditor's Accounting Division has the responsibility to reconcile the general
ledger to the Fixed Asset Division's Subsidiary Ledgers and prepare the depreciation
report for inclusion in the County's Annual Financial Report under the provision of GASB
Statement No. 34.

The Purchasing Department Fixed Asset Division has the responsibility to:

1. Maintain the Capital Asset inventory and official property records for all land,
buildings, improvements, infrastructure, equipment and vehicles (including leased
properties).

2. Establish criteria to capture capital assets that fall within the established
thresholds.

3. Prepare comprehensive policies and procedures for accounting for capital assets
and publish in a capital assets manual.

4. Establish criteria to capture information for non-capitalized but “controllable”
equipment, consistent with the definition of capitalization thresholds as used in
financial accounting. Weapons shall continue to be controlled countywide to
comply with county code.

5. Ensure that all capital assets that meet the established thresholds are currently
recorded in the County’'s Capital Asset System.

6. Perform periodic physical inventories to keep track of county owned property
including minor and “Controllable” assets.

Facilities Management shall track all buildings that they maintain which include minor
buildings in County Owned Parks and submit a list including occupancy information to the
Fixed Asset Division and the Safety Division on a quarterly basis.

The Budget & Management Safety Division shall reconcile on an annual basis all
insurance information to maintain proper insurance of all county owned property.

Hidalgo County Departments shall comply with all the guidelines as indicated in chapters
1 through 14 of this manual.

Purchasing Department FA Policy & Procedures Manual Page 2



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-2

RESPONSIBILITY OF THE COUNTY PURCHASING AGENT

LOCAL GOVERNMENT CODE:

The Texas Local Government Code (LGC), Chapter 262 designates the Purchasing
Agent as responsible for several duties related to the acquisition and management of

assets and indicates that:

All purchases of supplies, materials or
equipment must be made through the
Purchasing Agent (See Texas Local
Government Code — Chapter 262.011).

On July 1 of each year, the County
Purchasing Agent shall file with the
County Auditor and each of the members
of the board that appoints the County
Purchasing Agent an inventory of all the
property on hand and belonging to the
county and each subdivision, officer, and
employee of the county. The County
Auditor shall carefully examine the
inventory and make an accounting for all
property purchased or previously

inventoried and not in the inventory (See
LGC Section 262.011 (i)).

PROCUREMENT STEPS:

1. Each department will include in their
budget request for the next year the
furmiture and equipment deemed
necessary for operation of their
department. If approved for purchase by
the Commissioners’ Court, the County
Auditor's office will determine the
appropriate general ledger account in
which the budgeted asset amount will be
included for the purchase of the fixed
assets.

2. The Purchasing Agent shall make all
purchases of furniture and equipment.
Specifications for the purchases will be
developed in conjunction with the
department. All purchases shall be made
in accordance with purchasing laws of
the State of Texas and procedures
adopted by the Commissioners’ Court.

3. All purchases costing in excess of
$50,000 must be made through the
formal procurement process where a
request is made by the Purchasing Agent
to the Commissioners’ Court to make the
purchase. The bid request is advertised
according to State Law. All sealed
procurement bids are accepted by the
Purchasing Agent who will tabulate the
bids and make recommendations to the
Commissioners’ Court, who will award
the bid to the lowest and/or best bidder
(See Texas Local Government Code
Section 262-011 through 262.035).

NOTE

The IT Department must review and
approve requests for data processing
equipment for compatibility with county
systems.

Purchasing Department
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HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-3

RESPONSIBILITY OF COUNTY OFFICIALS

Elected and appointed officials and department heads are responsible for the care and
custody of fixed assets assigned to their departments. To assist the official in complying
with this responsibility, each official or department head shall designate one or more
employees within their department to coordinate receipt and tagging of new assets,
verify inventories, and maintain control of fixed assets.

¥ Hidalgo County, Texas
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The official or department head shall

designate the representative(s) annually by
October 15 of each year, but shall update
and file the designation if a change occurs
through termination or re-assignment of the
designated individual(s). This is done by
completing and submitting the Declaration

of Representative Form FA.001 (Ref: Page
32).

Although the official or department head
designates the representative(s) to assist
with compliance requirements, the official
or department head stil remains
responsible for an accurate accounting of
all fixed assets assigned to his or her
department. This responsibility cannot be
delegated.

Acceptance of the 2014 Hidalgo County Fixed Asset Policy & Procedures Manual can be
acknowledged by a Department Official by signing, dating, and submitting the Fixed Asset
Policy and Procedures Manual acknowledgment form FA-004 to the Hidalgo County
Purchasing Department/Fixed Asset Division upon receipt of this manual. (Ref: Page No. 35).

Purchasing Department
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HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-4

DESIGNATED REPRESENTATIVE

It is suggested that the staff member at the County’s Departmental level who has
responsibility for financial matters should assume the role of Fixed Asset Administrator,
and become the Department’s designated representative. As part of the administrative
duties and responsibilities, the designated representative should from time to time
conduct fixed asset reviews as follows:

1.
2.

9.

Determine fixed assets needs, this is done at the departmental level.
Establish the use and location of the fixed assets within the organization structure.

Submit requisition, quotes, and other needed documentation to the Purchasing
Department, to initiate the procurement process of items needed.

Receive, inspect, tag, store, and distribute the assets to the intended recipients.

Ensure that vehicles and equipment are properly insured and safeguarded, once the
equipment is received and accepted by the department.

Safeguard warranty information. Warranty documentation is often delivered with the
item when it is received at the user department. The user department is responsible for
maintaining appropriate warranty documentation in their department files.

Document instances when assets need repairs or when items are retumed to be
replaced with a new one under warranty (Notify the fixed asset division whenever a
replacement occurs, for proper retagging and serial number updates).

Fill out a transfer form to transfer items to surplus or to another county department that
may have a need of the unneeded asset, and contact the Purchasing Department
Fixed Asset Division for assistance.

Request disposition of damaged, obsolete, or unneeded fixed assets.

10. Review the Fixed Asset Property Report received from the Fixed Asset Division and

compare to their permanent file, note any discrepancies and retumn the report for
proper corrections.

Purchasing Department FA-Policy & Procedures Manual Page 5



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-5

DEFINITION OF FIXED ASSETS

The term Fixed Assets (Capital Assets) is used to describe assets that have initial lives

extending beyond a single reporting period.

Capital assets include all items purchased, constructed, or donated, and may be either
intangible (e.g., easements, water rights, mineral rights), or tangible (e.g., land,
buildings, building improvements, vehicles, machinery and equipment and —

infrastructure).

In Hidalgo County, Capital Equipment is
defined as intangible and tangible
nonexpendable personal property with an
acquisition cost of more than $1,000 and a
useful life of more than one year.

Reportable Capital Equipment subject to
depreciation includes all items tangible and
intangible with a historical cost of $5,000
and above.

Minor Controllable Assets refers to any
asset having a value or cost of between
$300 and $999.99. These items are
recorded on the county fixed asset
inventory system for monitoring and
reporting purposes.

Controlled assets are items that need to be
secured and tracked due to liability issues,
insurance, licensing, original funding
information or other factors that do not
meet the definition of fixed assets and are
not capitalized because they are below the
$1,000 capitalization threshold. For
departmental budgeting purposes, there is
no difference between a “Capital Asset”
and a “Controllable Asset’. The only

difference is in the procedure for recording
the asset in the county’s financial
statements.

Examples of the types of items that are
tracked as “Minor-Controllable Assets”
are: Personal computers, printers,
televisions, DVR’s, mobile and two way
radios, weapons, cameras, it includes
office furniture such as desks, chairs, small
shredders, bookcases, credenzas, etc.

Expendable supplies refer to items with
an acquisiton cost of less than $300.
Types of items that are considered
expendable supplies include: forms, pens,
pencils, wastebaskets, staplers, stamps,
pocket calculators, tires, batteries, spare
parts, paint, bulbs, lamps, lumber, nails,
tapes, diskettes, ribbons, cables, uniforms,
shoes, boots, hats, badges, hammers,
wrenches, saws, small tools, etc.

The County of Hidalgo Purchasing
Department Fixed Asset Division does not
monitor expendable supplies. Inventory of
supplies remain the responsibility of the
county departments using them.

Purchasing Department

FA-Policy & Procedures Manual Page 6



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-6
FIXED ASSET CLASSIFICATION

There are five (5) major classifications of County Fixed Assets. The classifications
are based on the “Hidalgo County Expenditure Object Codes Guideline” 04-01-2009 Revision.

All fixed assets of the county will fall within one of the 5 classifications as follows:

Capital Asset Classification

Land & Land Improvements
Buildings & Buildings Improvements
Other Structures

Infrastructure

Machinery and Equipment

ok ois =
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HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-6
FIXED ASSET CLASSIFICATION

1. Land and Land Improvements

Land Definition: Land is the surface or crust of the earth, which can be used to support
structures, and may be used to grow crops, grass, shrubs, and trees. Land is characterized
as having an unlimited life (indefinite). Land can be acquired as fee simple or land rights may
be purchased without the transfer of title. The latter may include regular easements, road
right-of-way, conservation easements, development rights, etc.

Land lmproveents consust f betterments site preparatlon and 5|te |mprovements (other
than buildings) that ready land for its intended use. Land and land improvements are
inexhaustible assets and do not depreciate over time.

All acquisitions of land and land improvements will be capitalized as follows:

1. Purchase price or fair market value at time of gift

2. Commissions

3. Professional fees (title searches, architect, legal, engineering, appraisal, surveying,
environmental assessments, etc.)

4. Land excavation, fill, grading, drainage

5. Demolition of existing buildings and improvements (less salvage)

6. Removal, relocation, or reconstruction of property of others (railroad, telephone and
power lines)

7. Interest on mortgage accrued at date of purchase

8. Other costs incurred in acquiring the land

9. Water wells (includes initial cost for drilling, the pump and its casing)

10.Right-of-way.

Right of Way falls under the definition of land if a fee simple title of ownership is issued to the
County. Right of Way Easements on the other hand is considered a contractual right and
falls under the definition of intangible assets.

Purchasing Department Policy & Procedures Manual Page 8



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-6

FIXED ASSET CLASSIFICATION

2. Buildings | object Code: 720 |

A building is a structure that is permanently attached to the land, has a roof, is
partially or completely enclosed by walls, and is not intended to be transportable or
moveable. Generally, Buildings can be capitalized using the purchased buildings and

constructed buildings criteria as follows:

e wm - -

Purchased Buildings

1. Original purchase price

2. Expenses for remodeling,
reconditioning or altering a purchased
building to make it ready to use for
the purpose for which it was acquired.

3. Environmental compliance (i.e.,
asbestos abatement)

4. Professional fees (legal, architect,
inspections, title searches, etc.)

5. Payment of unpaid or accrued taxes
on the building to date of purchase

6. Cancellation or buyout of existing
leases

7. Other costs required to place or render
the asset into operation

Corutéd _Buildings i
1. Completed project costs

3. Cost of excavation or grading or
filling of land for a specific building

4. Expenses incurred for the

preparation of plans,

specifications, blueprints, etc.

Cost of building permits

Professional fees  (architect,

engineer, management fees for

design and supervision, legal)

7. Costs of temporary buildings used
during construction

8. Unanticipated costs such as rock
blasting, piling, or relocation of the
channel of an underground
stream.

9. Permanently attached fixtures or
machinery that cannot be
removed without impairing the use
of the building.

10. Additions to
(expansions,
enlargements)

o o

buildings
extensions, or

County Buildings will be placed on the
fixed asset inventory at actual cost of the
building. If the building is donated or
received in trade, it will be recorded at
fair market value (or appraisal value as
indicated in the Hidalgo County Appraisal

2. Interest accrued during District properties system).
construction
Purchasing Department FA- Policy & Procedures Manual Page 9



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-6

FIXED ASSET CLASSIFICATION

3. Building Improvements |Object Code 452|

This class includes building improvements such as subsequent additions of a new
wing or extension, and also structural renovations and improvements that materially
extend the useful life or increase the value of a building. A building improvement
should be capitalized and recorded as an addition of value to the existing building if
the expenditure increases the life or value of the building by 25 percent of the original
life period cost.

Examples of Expenditures to be capitalized as Improvements to Buildings are:

1.

2.

8.

9.

Conversion of attics, basements, etc., to usable office, clinic, research or classroom
space.

Structures attached to the building such as covered patios, sunrooms, garages,
carports, enclosed stairwells, etc.

Installation or upgrade of heating and cooling systems, including ceiling fans and
attic vents.

Original installation/upgrade of wall or ceiling covering such as carpeting, tiles,
paneling, or parquet (wooden floor).

. Structural changes such as reinforcement of floors or walls, installation or

replacement of beams, rafters, joists, steel grids, or other interior framing.
Installation or upgrade of window or door frame, upgrading of windows or doors,
built-in closet and cabinet.

Interior renovation associated with casings, baseboards, light fixtures, ceiling trim,
etc.

Exterior renovation such as installation or replacement of siding, roofing, masonry,
etc.

Installation or upgrade of plumbing and electrical wiring

10. Installation or upgrade of phone or closed circuit television systems, networks, fiber

optic cable, wiring required in the installation of equipment (that will remain in the
building)

Replacing items of a maintenance nature such as carpeting, flooring, water heaters,
restroom fixtures, etc., will NOT be recorded as fixed assets.

Purchasing Department FA- Policy & Procedures Manual Page - 10



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual
Chapter-6

FIXED ASSET CLASSIFICATION
4. Improvements other than buildings |object Code 739|

Assets (other than general use buildings) built, installed or established to enhance the
quality or facilitate the use of land for a particular purpose.

This refers to the capital asset class that includes depreciable improvements to land other
than those related to site preparation or conversion to a public road.

Examples of Expenditures to be classified as Improvements other than Buildings are as
follows: Fencing and Gates, Parking Lots, Driveways, Parking Barriers, Outside Sprinkler
Systems, Recreation Areas, Parks, Golf Courses, Paths and Trails, Septic Systems,
Stadiums, Swimming Pools, Tennis courts, Basketball Courts, Fountains, Plazas, Pavilions
and Restrooms, Retaining Walls, Exterior Lighting/Lighting Poles, Exterior Paving and
Surfacing, Landscaping, Services and Utilities, Monuments, Flag Poles, Concrete Benches,
Recreational Equipment, and Radio or TV Transmission Towers.

Generally, these structures are not movable, and are permanently installed on concrete, or
retained by cables on the ground.

This also includes “infrastructure” — type assets owned by enterprise funds (e.g. airport
runways, retaining walls, etc.)

Purchasing Department FA-Policy & Procedures Manual Page 11



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-6

FIXED ASSET CLASSIFICATION

S. Infrastructure |object Codes: 731, 732, and 733|

This Class represents those major costs associated with the development of new roads,
reconstruction of existing roads and bridges, and drainage structures within the county.
These costs include construction and pavement, and curb and gutter for county roads.

The recording of infrastructure within fixed assets is a requirement as prescribed by
GASB 34.

Infrastructure Classification and Sub-System
Infrastructure will consist of three classes: Roadways, Bridges and culverts, and four sub-
systems: Paved, hard surfaced, gravel, and earth.

Infrastructure Additions and Improvements

Additions and improvements are those capital outlays that increase the capacity or efficiency
of the asset. A change in capacity increases the level of service provided by an asset. For
example, additional lanes can be added to a highway or the weight capacity of a bridge
could be increased. An extension or betterment is recorded as an addition of value to the
infrastructure if the improvement or addition of value is at the capitalization threshold or
increases the life or value of the asset by 25 percent of the original cost or life period.

Infrastructure paid for jointly by the County and other governmental entities should be
capitalized by the entity responsible for future maintenance.

Purchasing Department FA-Policy & Procedures Manual Page 12



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-6
FIXED ASSET CLASSIFICATION

5. Machinery and Equipment |Object Codes: 741, 742, 743, 745, 747, and 748

These assets include all movable personal property such as Motor vehicles,
Heavy equipment, office furniture and equipment, and computer equipment.
The costs associated with the acquisition of Personal Items are to be
capitalized and depreciated as follows:

Original contract or invoice price

Freight charges

Handling and storage charges

In-transit insurance charges

Installation charges

Charges for testing and preparation for use

Costs of reconditioning used items when purchased

Parts and Labor associated with the construction of equipment

ONOO R WN =

Purchasing Department FA-Policy & Procedures Manual Page 13



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-7

ORDERING FIXED ASSETS

The acquisition of fixed assets starts with the requisition process until the items are
received by the user department.

The authorized administrative assistant for the department will submit a requisition form to the
Purchasing Department to begin the purchasing process.

Fixed Assets must be purchased using the requisition and Purchase Order (PO) process.
The PO Administration captures the data submitted in the requisition. The information
included in the description in the commodity section of the PO is the information seen as
the description of the Fixed Asset Property Report. It is important to use a description that
will easily identify the asset.

Specifications are to be written in accordance with state purchasing laws so that there is no
unwarranted favoritism toward specific vendors.

It is critical that the description information entered for items being ordered during the
requisition process is complete, detailed, and specific enough to be transferred to the fixed
asset system.

Descriptions should be written with the following information sequence: If it is a vehicle, enter
first the year, followed by brand name, model, and specify whether it is a car, van, pick-up,
etc. All other equipment items must have the brand name first such as Dell, HP, etc., followed
by model and finally indicating whether it is a computer, printer, table, chair, etc. Abbreviations
should be commonly used and easily recognizable.

Assets held in trust. Capital assets held by the county on behalf of a non-county entity
and under the temporary control of the county are called assets in trust. This includes
assets owned by the federal government that have been loaned to the county or assets
purchased with federal or state grant funds in which the asset remains the property of the
granting agency.

Example of Assets Held in Trust: Items purchased by the Community Supervision and
Corrections Department (CSCD) are included in the Criminal Justice Assistance Division
inventory and therefore are included in the inventory for Hidalgo County and need to be
tagged. These items are tracked in Hidalgo County’'s Alio Inventory System as assets
held in trust and Purchasing should be notified when these assets are retired. CSCD
numbering system starts with the prefix AA and do not have bar code reading capabilities.

Purchasing Department FA-Policy & Procedures Manual Page 14



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-8

CAPITALIZATION OF FIXED ASSETS

The Purchasing Department Fixed Asset Division has the responsibility of ensuring
that all acquisition of property purchased or acquired through non conventional
means, is properly capitalized including and not limited to purchased items, Court
Awarded Property, Donations, and other additional costs.

Capitalize refers to report capital outlays
as capital assets in the statement of net
assets or balance sheet.

Purchased items such as machinery
and equipment with a unit cost of $1,000
and above are capitalized and included
in the Hidalgo County's Inventory
System. This capitalization threshold was
approved by Hidalgo County
Commissioners’ Court on May 11, 2004.

Court Awarded Property is included in
the County's Inventory System if the
items are to be used for law enforcement
purposes. HIDTA, DA’'s, Sheriff's
Department, and the County Constable
Departments are required to submit to
the Fixed Asset Division (within 10
working days after receipt), a certified
copy of the final judgment along with a
copy of the property insurance
notification for items to be included in the
inventory.

Capital Asset Donations will
be reported at their estimated fair market
value at the time of acquisition by
Hidalgo County. The user department
has the responsibility to complete and
submit to the Hidalgo County Purchasing
Department, Fixed Asset Division the

Inventory Notification Form FA.007
(Ref: Page 38, and obtain County
Commissioners’ Court approval to
formally accept the items in accordance
with LGC § 81.032.

Proration of additional costs
such as transportation, assembling,
installation, and other miscellaneous
costs are part of the acquisition also
known as ancillary costs. A proration
table Form FA.008 may be used to
allocate these additional costs on a
percent basis to the items being
acquired. (Ref: Page No. 39)

Capitalization of add-on costs refers to
upgrades to existing equipment that is
adding a function or part that did not exist
before. Examples of add-ons are a new
module, or electronic card to perform
enhanced functions such as graphics
and sound. In this case, the asset
number, and the serial number must be
provided to the Purchase Order
administrators to be noted in the P.O. as
an upgrade to an existing item. Add-ons
are added to the historical cost of the
asset.

Purchasing Department
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HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-9

RECEIVING & TAGGING FIXED ASSETS

A county asset number (tag) is issued by the Fixed Asset Division at the time a
Purchase Order is authorized and it is delivered to the department that requested the
equipment along with a confirmation form.

Once an ordered item is received at the
Department location, it should be
identified by serial number and
description and cross referenced with the
asset number information.

Tagging should be done by a designated
employee at the department receiving
and using the equipment, with assistance
from the Purchasing Department Fixed
Asset Division.

When practical, tag numbers are to be
placed adjacent to the equipment
manufacturer’s 1.D. plate.

Otherwisé t:g:s houId be placed on a

visible and accessible location such as
the upper left or right hand corner of the
item.

If there is not sufficient space or the
surface is not smooth or appropriate, the
tag number may be placed away from
heavy exposure, wear areas, or at a
place which does not detract from the
equipment's appearance and may be
easily located during inventory.

In some cases, engraving or marking the
item with a marking tool may be
applicable.

Iltems which are considered non-taggable
are: Software, dome cameras, network
cards, computer parts, weapons,
vehicles or equipment wused in
undercover operations. The tags for this
particular kind of equipment must be kept
in a folder for review during audits or
physical inventories. Documentation
such as invoices and pictures should
also be included indicating where the
items are currently located.

After the tagging process is completed, the designated employee should sign and return
the confirmation form FA.003 (Ref: Page 34).
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Fixed Asset Policy and Procedures Manual

Chapter-10

COUNTY VEHICLES REGISTRATION

All County vehicles are subject to the process of registration, insurance, fuel card
and emblems requirements during the acquisition, use, and disposition as follows:

Registration The four basic forms delivered with each vehicle at the time of acquisition
and required as part of the registration process are:

o 130-U “Application for Texas Certificate of Title” (Ref: Page No. 40)

o VTR-62-A “Application for Standard Texas Exempt License Plates” (Ref: Page No. 42)
e “Odometer Disclosure Statement’, (Ref: Page No. 44) and

¢ The Manufacturer’s “Certificate of Origin for a Vehicle.” (Ref: Page No. 45)

' mRegular Exempt License Plates are issued to the user department,
once the registration process is complete. A copy of the Registration Receipt should be
forwarded to the Fixed Asset Division in order for License Plate information to be included
in the County’s Inventory System. (Ref: Page No. 47)

Insurance All County vehicles are required to have full coverage or minimum liability
insurance at the moment of receiving the vehicle. A vehicle insurance notification must be
submitted to the Safety Division Insurance Section within 24 hours of the vehicle being
received by a County Department.

Fuel Cards A fuel credit card request, vehicle description, and license plate number must
be submitted to Fuel Card Specialist for issuance of a Fuel Credit Card.

Emblems Requirement Vehicles applying for Texas Exempt
License Plates “must have printed on each side of the vehicle the name of the agency in
letters that are at least two inches high or in an emblem that is at least 100 square inches
in size, and of a color sufficiently different from the body of the vehicle to be clearly legible
from a distance of 100 feet.” (Refer to: Transportation Code § 502.2015).

Texas Certificate of Title A new “Texas Certificate of Title” should be received by the
user County department within 10 working days. This title should be delivered to the

Fixed Asset Division, and copies should be kept in the user county department files. (ref:
Page No. 46)
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Chapter-10

COUNTY VEHICLES REGISTRATION

Exempt License Plates Disposal When a vehicle displaying an exempt license plate is
sold, junked, or salvaged, the license plates and receipt must now be surrendered to the
Tex DOT local regional office for disposal and record update.

Machinery type vehicles Unconventional type machinery owned by exempt agencies
must be registered with exempt plates if they are used upon highways and streets of
Texas. (One plate issued). Unconventional machinery — such as back hoe’s, welding
units, graders, etc., will be registered and titled. Use form 62-A. (Ref: Page No. 62)

Farm type machinery such as Ford or John Deere tractors can be registered and titled
by using Form 62-A and evidence of ownership.

When tractors are not used on roadways, then an (SMV) Slow Moving
Vehicle Sign should be used.
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Chapter-11

FIXED ASSET INVENTORY

By statute, the Purchasing Agent is required to present an inventory listing of all
Hidalgo County fixed assets to the County Auditor by July 1 of each year in
compliance with LGC 262.011. (1) To meet the statutory requirements, a physical
inventory is conducted once each year of all capital and controllable assets.

Annual Inventory at Department Level
On an annual basis the Fixed Asset
Division will send (by June 30th) a Fixed
Asset Property Report for the previous
year end to the department's
administrator or representative for review
and confirmation.

Each County Department will receive a
computer printout of all equipment
assigned to their department. Upon
receipt of the report, the Department
Head shall assign a member of their staff
to take the inventory. After careful review
if an item is missing, it is the
responsibility of the department head to
report the missing item and the
circumstances involved. If no
discrepancies are noted, the
administrator shall return the Physical
Inventory Confirmation Form FA.005 to
the attention of the fixed asset division

attesting the accuracy of the report. (ref:
Page No. 36)

Physical Inventory Conducted by
Fixed Asset Division

Under the direction of the Purchasing
Agent, the Fixed Asset Manager shall
monitor, review and report inventories
performed by the County departments. A
physical count of Hidalgo County's

inventory is done annually in coordination
with the Department’'s representative.
Complete physical inventories are
certified and maintained by the Hidalgo
County Purchasing Department-Fixed
Asset Division. An inventory certification
of properly accounted for items is
provided to the Elected official or
department head at the end of the
inventory after fixed asset staff conducts
a physical verification based on 100 % or
random inspection of the inventory.

Fixed Asset Audit by County Auditor
Periodically the County Auditor will audit
fixed asset records held in the Purchasing
Department and audit actual equipment
held by various departments in the county
to determine the accuracy of inventory
records.

Unscheduled Inventories

If there is a change in elected official or
department head during a fiscal year, the
Purchasing Agent will be notified of the
change with sufficient time for an inventory
to be performed of the fixed assets of the
department. Upon completion of the final
inventory, any discrepancies shall be
reported to the Commissioners’ Court for
appropriate action.

Purchasing Department
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Chapter-11

INTERNAL CONTROL OF MACHINERY & EQUIPMENT

To maintain accountability at all times of the machinery and equipment assigned to
County Departments, each department assigned representative should maintain a log
book to record the location of the equipment within the Department.

An initial inventory should be conducted to determine the current location of each item
listed in the annual inventory report received from the Fixed Asset Division.

During the inventory, it will be determined by the Department’s assigned representative
the room number, Department Division, Building Name, Floor, and employee name
responsible of using and safeguarding the equipment.

Since this is an internal control, each individual Department should develop their own log
system that will include the condition, and the repairs history of the items.
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Chapter-12
TRANSFERS

The Purchasing Agent has control over the transfer of equipment from one
department to another, with the approval of the Commissioners’ Court. (See Section
262.011 (i) — Local Government Code of Texas).

A department does not have the authority to

S - transfer equipment from one department to

et — another, destroy, throw away, or discard
i equipment. A request to make a transfer or
dispose of equipment shall be submitted to the
= Purchasing Department and with proper
H approval may then be transferred. After

L — approval by the Purchasing Agent, the transfer
e e rerred Wy yp— of assets will take place, at which time both
G s —— departments will sign the form.

Otherwise, the department head is responsible
for all equipment assigned to his/her department.

County assets are acquired to be used for county purposes only. When equipment is taken off
county premises for reasons other than transfers or final disposition, then a formal request and
formal approval from the department head or designee must be obtained. This includes
situations when assets are taken off-site for repairs. The temporary removal must be
documented and a log should be maintained to indicate who accepted responsibility for the
item being removed.

A fixed asset transfer occurs when a department agrees to give an asset to another
department or a department transfers a fixed asset to a new location within the
department.

A fixed asset transfer form has to be completed and the original delivered to the Fixed
Asset Division for processing. The form must have all applicable signatures of the officials
receiving and transferring out the assets, the date, description, serial number and
permanent tag number of the items being transferred. (Ref: Form FA.002-Page No. 33)

Off site use of equipment: All fixed assets should remain at the physical location
assigned to them within the department’'s premises (as shown on the Fixed Asset
Property Report). Assets may only be removed from the department when authorized by
the department head.
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Chapter-13

SURPLUS PROPERTY

The Fixed Asset Division in the county is under the general control of the
Purchasing Agent who is assigned the authority by the Commissioners’ Court to
move surplus assets from one department to another and re-assign fixed assets as the
need may arise.

The Purchasing Department Fixed Asset Division is responsible for warehousing all surplus,
excess, or salvage items. ltems no longer useful to the departments are stored by Purchasing
at the warehouse for reuse by other departments or until sold. User departments can
sometimes leverage scarce budget funds by requesting a transfer of surplus assets located in
the warehouse rather than purchasing new assets. Items such as office fumiture and
equipment are available in the warehouse.

No property is to be accepted by Purchasing Office staff without proper completion of the
transfer information and appropriate signatures of the Hidalgo County Asset Transfer Form
FA.002. The form should be sent to the Purchasing Agent before the transfer is made.

Once the transfer form for surplus is completed, the next step is to transport the asset to the
warehouse or designated location. Departments that can transport the asset directly need to
contact the Fixed Asset Division to ensure that the surplus specialist is available to receive the
asset at the warehouse. The user department shall not drop off assets without the surplus
specialist being available to receive them.

Departments play a key role in ensuring that all fixed assets that are disposed of or sent
to surplus are properly reflected in the County’s annual financial statements.

The surplus form is used for fixed and non-fixed assets. If the item is a fixed asset,
include the permanent tag number. The form is to be completed by the administrator
(designated representative) and signed by the Department Head.
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Chapter-14

FIXED ASSET DISPOSITIONS
Disposition Methods Outline

Salvage and surplus property owned by the county may be disposed under the
provisions of The Texas Local Government Code — (Chapter 263- Sections 263.151
through 263.158).

A fixed asset disposal occurs when a department has a fixed asset that is no longer considered to
be in working condition, is obsolete, scrapped or dismantled. If a department no longer needs an
asset and the asset is not being transferred to another department, the asset can be sent to
surplus for disposition at public auction.

In addition to periodic dispositions during public auctions, capital assets may be written off in
instances where they have been destroyed, stolen, lost, obsolete, or are damaged beyond repair.
A list of such items must be presented to County Commissioners’ Court for approval to be
removed from the County’s Inventory. Final disposition of no longer useful equipment and county
owned real state property can be identified in one of 14 disposition methods as outlined below.

° 1. Auctions

o 2. Competitive bids

. 3. Trade-ins

° 4. Donations

° 5. Returns

o 6. Discarded/Waste Property
o 7. Salvage

. 8. Missing Assets

. 9. Stolen Assets

e 10. Scrap Metal

¢ 11. Disposition by Destruction
o 12, Disposition of Abandoned and Unclaimed Property

° 13. Cannibalization

e 14 Disposition of County Owned Real State Property
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Chapter-14

FIXED ASSETS DISPOSITION
Auctions, Competitive Bids

The Purchasing Agent will periodically request that the Commissioners’ Court
declare property “surplus” or “salvage” for disposition at public auction or by
Competitive Bids.

Auctions

Once Commissioners’ Court approval is received, the Purchasing Office shall coordinate
the placement of the advertisement. LGC § 263.153 (a) specifies that: “ The
commissioners’ court shall publish notice of a sale of surplus or salvage property in at
least one newspaper of general circulation in the county; and (b) The notice must be
published on or after the 30" day but before the 10" day before the date of the sale.”

The Fixed Asset Division supervises the auction to ensure that it meets statutory
requirements and may reject offers in accordance with LGC 263.154 which states: “The
commissioners’ court or its designated representative conducting the sale may reject any
offer to purchase surplus or salvage property if the court or representative finds the
rejection to be in the best interest of the county.”

Once the auction is complete, the Purchasing Department-Fixed Asset Division keeps a
record of each item or surplus or salvage or property sold and the sale price of each item
as dictated by LGC 263.155. Auction proceeds are collected as required by LGC § 263.156
and deposited by the Treasurer in the County’s General Fund or the appropriate Special
Revenue Accounts established by the Purchasing Department and the County Auditor’s
Office Accounting Division for sales of equipment.

Surplus Procedures Prior to Auction

Before the sale of surplus equipment at public auction, all Hidalgo County identifying
information shall be removed. It includes and is not limited to remove all county asset tag
#'s, County Emblems, Light Bars, Radios, and exempt license plates. Any electronic or
digital media shall be erased of any information and it must be rendered inoperable and
useless prior to disposal.

Competitive Bids

The process for competitive bids is similar to that of auctions. The Purchasing Agent shall
compile a list of items to be declared as “surplus” or “salvage” and request
Commissioners’ Court approval of the items for disposal. Once approval is received, the
purchasing department places the advertisement. The Purchasing Agent supervises the
competitive bidding process and again, may reject offers, if it is in the best interest of the
County. Competitive bids are received as identified in the advertisement, opened, read
and the best bid accepted.
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Chapter-14

FIXED ASSETS DISPOSITION

Trade-Ins, Donations, Returns

Trade-Ins

Commissioners’ Court of a county may: “Offer the property as a trade-in for new property
of the same general type if the Commissioners’ Court considers that action to be in the
best interest of the county. (See Texas LGC § 263.152 (a) (2))

If the trade-in option is used, then a request for trade-in must be presented to county
commissioners’ court for approval. Trade-In allowance documentation must be provided
by the vendor and included as part of the agenda package. Trade-In allowance
information must be included in the P.O. by the Purchase Order Administrators.

A trade-in can be defined as exchanging an existing asset as part of an agreement to
acquire a new asset.

Trade-In value, if any should be included in an asset’s cost. Example: Purchase cost +
trade-in value of old asset = total cost of asset.

After obtaining a trade-in allowance from a vendor, the department submitting a
requisition should ensure that the County asset #, description and trade-in allowance of
the old item are entered as a caption and clearly printed in the Purchase Order under the
description of the new item being acquired.

Donations

The Commissioners’ Court: “May dispose of the property by donating it to a civic or
charitable organization located in the county if the Commissioners’ Court determines that
trying to sell the property would result in no bids received or the bid price is less than the
county's bidding related expenses; the donation serves a public purpose; or the
organization provides the county with adequate consideration related to transportation or
disposal expenses related to the property.” (See Texas LGC Ch. 263.152 (a) (4)).

Returns

If it is determined that the equipment is defective and needs to be returned, a credit
memorandum or refund check must be sent to the County Auditor's Office for acceptance
and to deposit the refund in the original budget account. A copy of the documentation
must be forwarded to the attention of the Fixed Asset Division so that the asset records in
the County's Alio Inventory System can be updated to reflect the return of the asset. The
asset number, serial number, and description of the item must be included otherwise the
item will remain in the department’s inventory.
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Chapter-14

FIXED ASSETS DISPOSITION

3. Discarded, Salvage, Missing Assets

Discarded

Discarded waste means property which is incapable of performing its intended function,
and has no value for any other purpose. These materials are of no value to the county
other than through recycling or disposal. (See Texas LGC § 263.152 (a) (3))

Salvage

“Salvage property — means personal property, other than items routinely discarded as
waste that because of use, time, accident, or any other cause is so worn, damaged, or
obsolete that it has no value for the purpose for which it was originally intended” (See
Texas LGC § 263.151.1).

Missing Assets

The user department shall contact the Fixed Asset Division when an item is identified as
“‘missing” and the department cannot prove that theft occurred. Assets identified as
‘missing” shall not be immediately removed from the inventory listing, but shall be
retained until a thorough search can be made to determine that the asset is not located
elsewhere in the county. The user department is required to make a thorough and
adequate search for the missing item and document steps taken to locate the asset.

After the initial physical inventory certification is provided to a County Department, items
not located during subsequent inventories will be subject to a timeframe before allowing
any removal of assets from inventory.

To allow sufficient time to find unlocated equipment, “missing” assets will be retained on
the inventory list for a minimum of three years. For each inventory period during the “three
year” period, the department is required to again make a thorough and adequate search
for the missing item.

After three successive inventories in which a missing item is not located, the responsible
Elected/Appointed Official or Executive Manager shall provide a memo to the Purchasing
Agent and the Commissioners’ Court outlining the circumstances surrounding the missing
item. The Elected/Appointed Official or Executive Manager shall also jointly present to the
Commissioners' Court voting session in which the Purchasing Agent makes a request of
the Commissioners' Court to remove the item from inventory.
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Chapter-14

FIXED ASSET DISPOSITION

Stolen Assets, Scrap Metal, Disposition by Destruction

Stolen Assets

The elected/appointed official or department head shall report stolen items from their
department immediately to the Hidalgo County Sheriff's Office, the County's Safety
Division, and shall complete an incident report. The user department shall send a copy of
the incident report to the Fixed Asset Manager. A replacement should not be requested
until after 90 days to allow for item recovery. An official or department head shall request
an agenda item to report loss, request replacement if necessary, and seek approval to
remove the item from office’s fixed asset listing. Recovered items are similarly reported to
Commissioners’ Court. The user department shall notify the Fixed Asset Division if the
item has/has not been recovered so that the inventory records may be adjusted. Use
Asset Disposition Form FA.006.

Scrap Metal

Accumulation of metal objects that were part of old building structures, metal parts from
alc units, or parts of trashed items, may be disposed by using the services of the County’s
contracted scrap metal company. The request for disposition should be presented to
County Commissioners’ Court for approval.

All scrap metal items that have been declared surplus for disposition, should be
transferred to Facilities Management for proper disposal.

Facilities Management personnel will separate the units as:

1. Metal
2. Copper
3. Aluminum

Facilities Management may sell the scrap metal in the open market or to the county’s
contracted scrap metal company.

All proceeds from the sale of scrap metal will be deposited in the county’'s General Fund.

Disposition by Destruction

Items that may constitute a liability to the county, such as weapons, bullet proof vests, law
enforcement uniforms, emergency light bars, badges, computer hard drives, and items
that are so worn, obsolete, broken, and no longer useful for their intended use, shall be
presented to County Commissioners’ Court to be destroyed. (Please indicate County
asset number, description, serial number, and reason for destruction).
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Chapter-14
FIXED ASSET DISPOSITION

5). Abandoned and Unclaimed Property, Cannibalization, Real Estate
Properties Disposition.

Abandoned and Unclaimed Property

Abandoned and Unclaimed property seized by a peace officer is temporarily held and
disposed of at auction with the proceeds deposited in the County Treasury as outlined in
article 18.17 of the Code of Criminal Procedure.

Cannibalization

In general, assets should not be cannibalized for parts unless it is in the best interest of
Hidalgo County to do so because a need exists for the cannibalized parts or will exist
within the near future. All parts which have a common use shall be considered
recoverable and candidates for cannibalization. Examples of such items include: motors,
chains, gears, and subassemblies commonly sold as reconditioned or rebuilt parts.

After all useful parts of the cannibalized asset have been used the asset must then be
transferred to Surplus for disposal. The user department shall indicate in the “remarks”
column of the Hidalgo County Asset Transfer Form whether or not an item has been
cannibalized and the component(s) that have been removed. This assists the Fixed Asset
Manager in appropriately noting the condition of an asset when it is sold at auction or in
determining whether or not it can be removed from the department’s inventory.

Real Estate Properties Disposition
Real property owned by the County shall be disposed of in accordance with the Texas
LGC Chapters 253.001, 253.008, 272.001, 263.001, 263.007, or 263.008 as applicable.

A request to place the property for sale should be presented to County Commissioners’
Court for review and approval. After the review, County Commissioners’ Court may make
a final determination on the proposed sale.
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CONCLUSION

While no set of procedures or policies can address all circumstances, this manual is
prepared to answer most of the questions about the county fixed assets. It is not the
purpose of this manual to cause hardship to any person, but to provide for a better
understanding of the importance of fixed asset responsibilities and controls.

Any issue not specifically addressed by this manual should be directed to the Purchasing
Agent prior to any action being taken by the department.

All fumiture, equipment and machinery must be used for county business only.

The law is very specific conceming the use of the public property. The purpose of this manual
is to make everyone aware of these laws and to help prevent misuse of county-owned

property.
The protection of property is outlined in Section 31.11 (a) of the Penal Code of Texas

By establishing standards for property control, the job of controlling and managing county
property will be made easier for all concerned.
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LISTOFFIXEDASSET FORMS

Copies of these forms are available in electronic format, and can be delivered via e-mail or in a CD by
calling the Purchasing Department Fixed Asset Division at (956) 318-2626.

FORM No DESCRIPTION

FAOOT ..o, Declaration of Representative Form

FA.QO2... ..o, Transfer Form

FAOO3....c e, Tagging Confirmation Form

FAOOA.. ..., FA Procedures Manual Acknowledgement Form
FAOOS. ..o, Physical Inventory Confirmation
FA.QOB.....covviiiiiiiie Asset Disposition Form

FAOO7...oiiii e, Inventory Notification Form

FA.QO8. ..o, Proration Form

DMV-VEHICLES REGISTRATION FORMS
(Available in electronic format at (www.TXDMV.gov)

130-U..ieiiiiiiiiii “Application for Texas Certificate of Title”
VTR-62-A....ooiiiiiiiii e, “Application for Standard Texas Exempt Lic Plates”
BFA-65-3.....ciiiiii “Odometer Disclosure Statement”

Documents received from dealership and Tex-DOT.

ikttt PP “Manufacturer’s Certificate of Origin for a Vehicle”
30-Cor “Texas Certificate of Title”
VTR-500......cccciiiiiiiiiiiiieeeciieeen Vehicle “Registration Receipt”
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Hidalgo County, Texas
Purchasing Department/Fixed Asset Division

Declaration of Representative Form

DATE:

TO: Hidalgo County Purchasing Department
Attention: Fixed Asset Manager

FROM:

The employees designated below are hereby designated as my representative to handle
and control fixed assets for my department. | understand that | am ultimately responsible
for the care and accurate accounting for all fixed assets assigned to my department.

Name Title Address Phone Number Fax #

Co Cell No{ e-mail address

TEIected/Appointed Official or Department Head Signature

I-Date

Printed EIected/Appointed Official or Department Head Name
Form: FA-001

Department

Page No. 32
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Fixed Asset Policy and Procedures Manual

Acknowledgement Form

Date:

To: Hidalgo County Purchasing Department
Attention: Fixed Asset Manager

I certify that I have obtained, read and understood the contents of the Hidalgo County Fixed
Asset Policy and Procedures Manual as revised April 2014,

Designated Representative Signature Date

Elected/Appointed Official Date
Or Department Head Signature

Form: FA-004 Page No. 35



Fixed Asset Policy and Procedures Manual

Physical Inventory Confirmation

Hidalgo County Purchasing Department
Physical Inventory Confirmation Form

Date:

To: Hidalgo County Purchasing Department
Attention: Fixed Asset Manager

From:

Attach: Completed Inventory List

I have reviewed the attached fixed assets inventory for my department and, except as
noted on the inventory list and referenced below, hereby acknowledge all listed property
to be accounted for and in proper working order.

Elected/Appointed Official or Department Head Signature Date

Comments:

Form: FA-005 Page No. 36
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HIDALGO COUNTY, TEXAS
PURCHASING DEPARTMENT/FIXED ASSET DIVISION
PRORATION SYSTEM

Enter Values From Quote

Prepared by:
Date:

Ref - Quote No:

3/127/2014

DPT NAME: Total Quote = - Estimate No:
Loc: Deliv & Inst Cost = 1.00 Vendor
Asset Capital Equipment Obj Unit Total Instal Cost Deliv&inst Acq Cost |Credit-Inv] Invoice
Qty No Description Code Cost Cost % Prorated Sub-Total () Total
Capital Equip >=1,000 [Obj Code 741-748] $ $ 100 1.00 (1.00) - -
- |Minor Eq: $300 to 999.99 [Obj Code 661-668] .
- |Supplies: <=$299.99 [Obj Codes 601-619] e ity
- TOTAL - - - - - -
Object Unit Total Instal Cost  Installation Credit
Summary Code Cost Cost % Costs Sub-Total Invoice Total
Capital Equipment 0 - - - - - - -
Minor/Misc Eq. 0 - - - - - - -
Supplies 0 - - - - - - -
Total - - - - - - -
P.10F1
jma/FA.PRORATE.SYST.05.11.09 Form: FA-008

Procedures Manual Page No. 39




Sample

APPLICATION FOR TEXAS CERTIFICATE OF TITLE

+~——p SHADED AREAS ARE TO BE COMPLETED & SELLER e
—p TYPE OR PRINT NEATLY IN |NK 0———
TAX OHFICE USETBALY
Tax Codecior - Couny.
Cate T Numdar
1, Voticle KykRCoIN bt = 2 Year 3 bme s Body Enyle

14, AppnanTeOwners ham(x)

Addass
Cix. Siste, T Code

43, Regeanie Navwn
{Renewal Nolce Recpion)
Addesa
Cii. Siate, Dy Code

&, toodl ©. Odorratey Rgsding
10. Vapken Type TP Ho, |52 Vetkle Ui Ha. [ ?’/////‘" "7
L tEem At

A Tornags

I Tis space for VTR Use Only I
3 Appicaer'viasdienal Ajpleants
x Nurtbe't
B0k * balow) or Faderal Tax 1D Nurdw

Crunty Haa

Q Sistemeni i Fars! tor Pon-Disciomaee,
Courty Newe VIR-I71, Aduched

1R, Vehicht Ppicel Lasetion
Ciiy. Rale. Tip Code

Provious Owsars tame
Axdress
Oy, s, 83 Cosa

Sa. OCM - Deshx Lisa Oty

THiS
12 Lierhibider Nams
Addren
Chy. Sate. 3 Cove

{3} ]

16. 154 Uy Do

ECT YO THE FOLLOWINO FRST LI

162 »
4] wmmm A i be
roconied. aBach Form VTR-76T.

17, FOR QORACCTED MTLE, (T Cnangs In Velici Owacrgrion Ove
CHECK REASON(S) DYes DObiwes DO Bock Byl [ Oter

Ctte Clasga bt
Onmaritsy

on
Pesing

Lien

DmM: n!

j1 3
PROVIDNNG A FALBE BTYATEVENT MAY PEBULT 1 FINES AM0/0R

L_—_______wmm__.
THEMILEAGE BHOWN IS O A ~ Achual Misage O 8~ NotAcusl Nosege  WAANIND -
= IF NO BELLEAMGENT, YITUE APPLICANT

OPOMETER DISCLOSURE ~ FEDERAL AND STATE LAW AEGURES THAT YOU STATH THE Mt EAGE UPON TRANEFER OF DWNEREHP. FALURE TO COMPLETE GA
APRIGONMENT.

siste ol e

QDOMETER MHECREPANDY
SHOULD CHECK OWE OF THE 3 BOXES ABDVE UWLESS HUMBER 8 INJICATES *SXEWPT,

oW e 1 tarkia).

X = Misags Excaeds Wachanical Lim'ts

MOTOR VEHICLE TAX

STATEMENT

19, CHECK ONLY IF ARRLICARLE
01 haid Marer Viatisle flsader's {lemal) Poeeit No.

3w gatinly By remmont tan Bl [(VATS,, Tan Cods, §152 048 kD

3 1.m 2 Duals ox Latssr and qusily 12 take @ Fay Marke! Vous Gechuchon (VA 1.8 Tax Cade, §142.002 {cD

]mu-wumnm

l £08. ADDITIONAL TRADE ~ ING? (YN}

@ CESSRPTION OF VEHICLE Mako
TRADED 181 (i any)
21 BALES AND USE TAX COMPUTATION
=] 11§ Halss Prica (s robats hes bown cl =) s
@4 Lozs Trade « i Arcarcd, Descao i Mem 26 Adaw [ Y SOUS——
| J S |

(€] Fov DasleronssorsFastst ONLY « For Marel Velue
Dea,oson Dascrive £ ham 20 Above

(€} Tabia ATeurt (Ren 2, sous Bsm Bm &}
{e} 6.25% Taa on Taxatte Amaurd QAdisly Bem O, &y 00T}

[ 550 Now Repidert Tas « (Prervious Bxse)
0 3 Even Tisde Tax

090G Tax

D 323 Returl Sakvage Fos

01 2.5% Eesisslens Fee {Diessl Vehiales 1606 and Otder > 14,500 Bs],
O 19 Emasions Fee (Thasel Vahickes 1897 ang Newer » 14,000 B3)

) Late Taz Paywant Pecady 015% ¢ D 10%
(s} T Paid %o

0] AMOUNT OF TAX AND PEHALTY OUT
Moy » [Am Hem | . micm llemg)

{GTATE)

- o o n -

QE daimed wides The Noior Vehicie $0%3 #0d Use Tax Law becmae

© $28 or BX) APPUCATION FRE FOR CERTIFICATE OF TINE
(Corsant yow' Camnly Fus Sasesacr Collacinr ki 008 gamac i)

1 HEREBY CERTIFY THAT ALL STATEMENTS IN hmmmmmn
BCT TO THE BEST OF MY

e
b s Bats
Kre of B 5 i) PRRTED KARE [Sores a3 slgnaaara) [
2
TR o ORIV EA, DONEE, OR TRADER L A Sxgnabiey Taie
AIGHTS OF SURVIVORSHIP OWNERSHIP AGREEMENT
W1, THE PERSONS WHOBE BIGNA HIREN APEE
06 TH% VENILT OCIORIZD OH TWiS APPLICATION FOR TTILE. $HALL FOM SCRTURE ~n
CAY SCIRARD BE 1BLD HNTLY. AND I THIE EVENT OF GEATH OF EITHCR OF T1@ PCRSONS
KANED I THE AQPGINENT, THE OF T VLNELE AL VEET W T UG
M. MARAED PERSONS AHE REDURED TO EXECUTE A —
OWHERSHIP SO AMOTOR VISGLE FOAM VT 21 EIGHATURE e

! Traraponsion ﬁmu&wﬂnﬁm
mtmmnmmm-m
*NOTE Yamapodsicn 1,005 REQUARES thal the opzbeants sochd:
h‘:mm.u’zwsdhd m-mwm

rfgnredion en e kaosfe detmens ia QNW

carmctionial Wity W) akSion b iTpaamay, & fon o up s B

muwwmhanmmunh 1 Y0 appsicant G0 et Ravy § sociy! eacisity
Flomgion owriar e Lon prepeses.

hkmam-mwmmmmmmhptnna
oy 49 be

semgary Ba molicon, The Is sepnslend v owniar

fami30U (Rew, 204}

Application for Texas Certificate of Title Form: 130-U
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GENERAL INSTRUCTIONS
APPLICATION FOR TEXAS CERTIFICATE OF TITLE

This form must be compieted and submittad to your County Tax Assessci-Collsctor accompanied by any
required application fee, supporting documents, ragistration fee if applicable, and any metor vehicie tax
due, An application form may be reproduced or faxed; howaver, 8 complsted form must contaln origina!
signatures to be accepted.

AVAILABLE HELP
* For assistance in completing this form contact your County Tax Assessor-Goflactor.

» For infarmation about motor vehicle sales and use 12x, of emission fees, contact the Texes Compiroller of
Public Acaounts, Tax Assistance Section, al 1-800-252-1382 toll free nationwide, or call 512/483-4800.
({From a Telecommunication Davice for the Dea! {TDD) QNLY CALL 1-800-248-40853, loll fiae nationwide or
cali 512/463-4621.)

+ For Witle or reglatration infommation, contact your Counly Tax Assessor-Collaclor ar the Texas Departmant of
Transportation's Vshicle Tiles and Registration Division al 512/485-7611. (From a Telacommunication
Devics for the Deat (TDD) QNLY CALL 512/302-2110)

NOTICE
With a few exceptionas, you are entitiod to he Informed abaut the Information TxDOT ceollactas about you.
Texss Governmens Code, §5§562.021, 552.023, and 558.004 further entitle you to raceive and review the
indormation on request, and to request that the department correct any information about you that Is
deamen incorrect. Please coniact the TxDOT Vehicie Titles and Registration Division, Customer Help
Desk at 512/465-7811 for furthor dotalls.

WARNING:

Arty person who knowingly signs a false, joint statement Is gullty of a felonty of the third degree.
(TEX. TAX CODE ANN.,, §152.101)

NOTICE

‘The salea and use {ax must ba paid to the Courty Tax Assessor-Callector within 20 county working days from the dale
of purchase of enfry into Toxas. Ths county will collsot a $2.50 foo lor irangfer of currenl regietration In addition to the
titls application fees. I not currently registpred, registration fees will be dusa,

Diesel powered vehicles may be aubject bo the Texas Ermdsslons Raduction Plan surchargs on the taxable amount,

il the tax or dasel emissions surcharge ks paid from 1 1o 30 calendar days Iate, a panalty of 5 parcent of tha tax wili bo
charged; it more than 30 calandar days late, the penalty will be 10 parcent of the tax, Minimum penalty is $1.00 (TEX.
TAX CODE ANN., §152.066),

In addiion (o the fale tax payment mummlon Code, §5520.031 and 520.032, provides kor a
delinqusnt transfer perallty of $10.00 for falure to apply lor tile within 20 county working days from date of title
aseignmen. Bubmit this application, along with proper avidence of ownership, and a copy of valid proo! of
ﬂmnaqsla responsibiiity, such &3 a lisbility hsummn- card, polcy, 0ia., a8 provided In Transportation Code,
§s02. 1

All now residents epplying for Texas cortficate of Uile and reglatration for a motor vehicle mus! file at the County Tax
Assessor-Collector of the county In Texas where the applicant resdes within 30 days of establishing rasidency. Texas
law requires that gl vehicles, praviously reglsiersd and titled or registered in ancther stabe or country, be inspecied lor
safaty and the motor and serial merber or vehicle identification number verified beloro such vehicles may be registered
In Texas. These irspeciiona must bo mado by State appointsd Satety Inspection Siations who will then compiste an
out-ol-staie Vehicle identication Corfiicats. This torm must be submittad to the County Tax Assessor-Collector with
your application lor registration and certificats of tite.

Application for Texas Certificate of Title Form: 130-U Page No. 41



Sample

gj? Application for Standard
= Texas Exempt License Plates

s, 128500
1
mllm

Use this form o apply for slandard Texas exempt Bpense plates If your agency I8 not a volunieer fire depanment
or smengency ambuiance sorvice, These agencies should submi ditferent forms to obtain cxompt license piates:

s Volunteer fire departments should submit form VTR-62-F
= Emergency ambulance sesvices should submil form VIR-62-EMS

Completo two pagas of this form. For questions regarding this farm, contact your focal County Tox Assossor-

Caollsctor’s office.
Online form available al: yww lxdot.gov. Mall completed form with sny required attachments to your local County
Tax Assassor-Colieciors office.
Note: A Federal tax exemption stetus or the sasignment of a Comptrolier £.D. number does not qualify you
for axempt plates.

(Print or type only)

Exampt vahicle(s) will ba oparated or laased by the following axempt organl2ation:

Conlact First Neme Inilal Last Name

Kame of Qrganixzation Phone

Addrese

City Slate ___ Zip Code County

Statulo Number {not required for fesoral govornmont, state, ciies, countios, or schaol districts)

(Yo be shown for political subdivisions created under Arl, 16, §50 of the Texas Conslitulion,)

Pfease check the item that applies:

[] Changing from regular issue exempt license plates to standard Texas exempt kicense plates,

[ RAeplacing standard exampt licanse plates. Enter the licansa plate number baing repiacad In tha table on the next
page. Nois: If the plates being replaced were lost, sivlan or mulilated, submit this form directly to your focal

County Tax Assessor-Collecior's office. When your new plates armive, Immediately surrender any remaining
plates (with the axempt kcanse racept) to your lacal VTR Ragional Office.

STANDARD TEXAS EXEMPT LICENSE PLATES

Exempt agencles are raquired to file their paperwork through the County Tax Assessor-Collector's
office in the county where the exermpt agency is located.

NOTICE Wikh a faw axceptions, you are entitled to be informed abat the information TDOT collects about you. Taxas
Government Code, §§552,021, £52,023. and 559,004 further entitle you to recefve and review the Information on
request, and bo request tha dapartment correct any information about you that is deemed incamact, Please contact the
TxDOT Vehicla Titles and Registration Division al 512/465-7611 for further details

TXDOT Form VTR-€3-A-Pape 1 of 2

Application for Standard Texas Exempt License Plates. Form: VTR-62-A Page No. 42



(Repest identifying information from page 1}

Cantact First Name initial 1as1 Name
City State Zip Code County
For County Use
Only
Date fssucd
Year Muke of Vahict Bady Vehicle Regqulred for Previaus
Model . 2 idenflfication Toallas or License
{Milg sod Madel) Styte Numbas Somitraiter™* “P!n?
Etngity Gross 5
walght weight®>
0. | 2001 {*Hands Accord | 4-doar VINsouooo A NA None Exampie Entry
sedun !
0. | 2000 | Lufion-8 Fiathed - ViNzoueoo 8,000 50,000 XXX)D(X Example Entry
$T . :
1.
2.
3.
4 R i
6.
il N
B,
LR
10.
Note: Yau may use this form for 10 vehicles or iess.
* For traders, indicate maks as shopmade (8) or homamade (H).
** Pravide body style for commercial veicles {pickup, durmp, garbage, box van, utllity, flatbed, truck tractor) o trallers {uiility,
flatbed, slock, box, Ivesiock, or stake). indicale (T) for Ureiler or (ST} for sermtraliar.
*** Trallaes {T) end Semiraiiers {ST) waighing in excess of 4,080 Ibs. grozs weight must ba tiled. (Pleass complste Farm 130-U,
AppEcation for Texas Cerlificate of Tide),
°* Grogs weght is the emply of shipning waight plus e heavies! losd o be carriod,

I certify that | sm suthorized to sign this appilcalion and that the vehicte(s) described herein has the applying
organization’s identifying information displayed on both sides of the vehicle in compilance with the foliowing
spetilicalions (sae Jra ation Cod 2.2015):

+ Lstlers are displayed at ieast two inches high or an emblerm is at least 100 squars inches in size, and

s Tha color of tha display contrasts sufficiently with the vehicia's body to be lagible from al ieast 100 fest,

Printed Name of Autharizad Agent

Signatura of Authonzed Agant Dsta

L4yl

TxDOT Form YTR-62-A-Page 201 2
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Sample

FORM EFA-253 - TO REORDER CALL
GREAT AMERICAR 1.000-231.0028

ODOMETER DISCLOSURE STATEMENT

Federal law (and S$tate taw, if applicabla} requires that you stale the milsage upon transfer of
ownership. Falure 10 camplate or providing o faiae stalement may resull in lines andlor
Imprisanment,

BARY JACK TI/CALODNELL counTny H1sC

e 2t 1 . F N
AT ERON S TR - PRIIT) staio that ihe ogometer now

reads {no lenlhs) miles and to the hest of my knowledge thal it refiects
the aclual miieags of the vehicie deseribed bedow. unfess one of the failowing sistements Iz chocked,

(1) 1 horeby certity that to the best of my knowledge the odometer roading
reflects the amaunt of mieage in excess of its mechanical timits,

D 12) | hareby certfy Inat the odometar reading is NOT the actuus miasge
WARNING - ODOMETER DISCREPANCY.

vy CHEVROLET
ooy SIVERADD 2500 g
CENTI TGN NUMBER 1BUHE 438 29F 1 29823
2004
YEAR
TRARSFERORS MAME BADY JACK 11/CALOMELL u(;(]lfn'!TRi iS¢
PO BOX 27
TRANSFERGR'S ADDRESS OTREET] C’ALO#?D
, 2753
e % x Ib e
TRANSFEROR'S Nawz X 2\ & N,
01715709
TAATE OF STRTEMENT
#IDALGO COUNTy
TRANSFERUE'S MAUE

/24 ¥ BREYFOSLE

TRAHEFERCI'S ADDRESS STREET)

RISS Lo s sac
[ TSIaTH 2P EH0E)
TRAWSFEREES NaWE X S
BIGRATUE)
HIDALGY) TouUat.
*) IPRINTEC NAME) .\)

Odometer Disclosure Statement Form: BFA-65-3
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01713709
VEHICLE IDEXTIFICATION 56,

16CHK43K29F 129823

BOOY TYPE

RBLPDO19
PICE MU
10098257156
YEAR makE
2009 CHEVROLET
BHPPIHG WEID

SILVERADO 4WD CREW CAB PICKUP 5901

HP. [SAZ GVWR
51.2 9200

N.T.R.
3/4

I, the unﬁmlmed authorized repne:
lify that the new vehicle mwmtsme%m e said company, Fs-moteorpomnon and Is
i

transfarred oo the above dave and undsr the

HAME OFf DISTRIBUTCR, JEALER, BTC

KO, CYL8. SERIES OR NODAL

1]] CK20743

P.0. NUMBER £13827HIDALGO-1X
mﬁwofﬂwoampany. ﬂrmo(eorpomﬂon named befow, heraby cer

indicated to the tnlawlng Sisiribulr or desder
07083 NFWT3H

BABY JACK IJI/CALDWELL COUNTRY MISC

PO BOX 27
CALDWELL

TX 77836-0027

It is Jurther cartifled that thia was the Hrst transfer of such new vehicle in ordinary trade and commerce

REFEMMMNNNNNERER
% THIS VEHICLEX
* HAS a *
50-STATE #
ENISSION =
SYSTEM *

GS4?ET$E 6 26 0 3 9% %

GENERAL HMDTODRS CORPORATION
& SUBSIDIARIES

baeis Le¥henedd_

(HGMNATURE OF AUTHCAIZED REPRESENTATIVG)

DETROIT M1 4B263-1114

Manufacturers Certificate of Origin
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SVARNING! The form on the back of thés detachabie "ab® may énly be utfized o mhfy TxDOT that you have sold 1hs vehicle described
on the attached certilicate of tille, A TITLE N THE NEW OWNER'S NAME WILL NOT BE ISSUED. To tave a naw (ile lesued in the
New ownar's name, the “Assignmant of Titls” saction on the back of the certilicata of Glie mus! be completed (by sallar and buyes), and
tha new owner must {ie an application fov B8a in his or her nama a1 1he local counly tax assessor-calectors office,

# 455 4¢

OFHGINAL

MAKE OF VERCLF

1FTRX18L
82NB24921 2002 FﬂRb

ST Mo

B
wpeT wﬁz1240373761.

1429757 829104

PHILPOTT MTRS LTD PT MNECHES TX
OAWZR

NTY P

EPH

78

L
SxndTvE OF Cre O ADEKT MUY BE MoK
ersﬂmmcmlumm

OX A CERFFEATE OF TNLE OR
M A CERTFCATE OF TITLE,

NN~

saéaasnm

0N §TAF

PK

DA TINZ BILLD

0959 05/02/2002f

16

cT ACT AL ILEAGE
ENS AVE EXE‘: l

I

238 MAAREY CHFTFET THAT THE PERAON METED WANID) 15 THE O
F THE VEFELE OESCRIEND SBUME WHEHIS SLUILCT 1O The AN LIENS.

AIGHTO OF GUAYIYOABHIP AQAEZENENT
WE, THE PERSOND AN HEPEEY L

Texas Certificate of Title

Form: 30-C
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exas Department of Transportiation
EXCHANGE REGISTRATION RECEIPT

COUNTY : RIDALGO TAC NAME: ARMANDO BARRRERA JR.
DATE: 01/16/2009 EFFECTIVE DATE 01/16/2009
BLATE NO: 1062030 TLMIE. 10 25AM BRPYRATION DAT
DOCUMENT NQ: 29100038365134356€ BMPLOYES ID: ILATMART TRANSACTION ID '108309398273:02328
OWNER NAM3 AND ADDRESS
HIDALGO COUNT
100 E CAND

EDINBURG, TX 78539

REGISTRATION CLASS: EXEMPT-NOT FOR TITLE ONLY
PLATE TYPE: EXEMPFT DOUBLE PLT

ORGANIZATION:

STICKER TYPE:

* *PREVIOUS PLATE NO: 43TMWl PREVICUS EXP MO/YR: 2/2010

VEHICLE CLASSIFICATION: TRK«<=1

VEHICLE IDBNTIFICATION NO: 1FTRX12W9SFA225539
YR/MAKE: 2005/FORD MODEL: BODY
ZMPTY WT: 5100 CARRYING CAPACITY: 1000 GROSS WT: 6100 TONNAGE: ¢.50

BODY VEHICLE IDENTIFICATION NO:

INVENTORY ITEM{S} YR
‘EXEMPT DOUBLE PLT

YEHICLE RECORD NOTATIONS
RELBASE OF PERSONAL INFO RESTRICTED
ACTUAL MILERGR

STYLE: PK UNIT NO:

‘

TRAVEL TRLR LENGTH: ©

PEBS ASSESSED
EXEMPT REGISTRATION 5 6.84

TOTAL b 0.00

METHOD OF FPAYMENT AMD PAYMENT AMOUNT:

EXEMBT
TOTAL AMOUNT PAID $ 0.80
THIS RECEIPT TO BE CARRIED IN ALL CCMMERCIAL VEHICLES.
ORIGINAL
UIRGELRTS IREY 720080 NCYER7400
Vehicle “Registration Receipt” Form: VTR-500-RTS Page No. 47



Hidalgo County, Texas

Fixed Asset Policy and Procedures Manual

Contact Information

Hidalgo County, Texas
Purchasing Department
Fixed Asset Division

2812 S. Highway 281
Edinburg, TX 78539
Tel. (956) 318-2626
Fax: (956) 318-2629

Martha L. Salazar, CPPB
Hidalgo County Purchasing Agent

Martha.Salazar(@co.hidalgo.tx.us

Agueda “Aggie” Garcia
Fixed Asset Manager
Agpueda.Garcia@co.hidalgo.tx.us

Juan M. Alvarado
Assistant Fixed Asset Manager

Juan.Alvarado@co.hidalgo.tx.us

Gabriel Navarro
Inventory Specialist V
Gabriel.Navarro@co.hidalgo.tx.us

Omar Salinas
Inventory Specialist IV

Omar.Salinas@co.hidalgo.tx.us

Dagoberto Rios
Inventory Specialist 11T

Dagobert.Rios@ co.hidalgo.tx.us

Edel Garza
Inventory Specialist ITI

Edel.Garza@co.hidalgo.tx.us

Rogelio Garcia
Surplus Specialist 11

Rogelio.Garcia(@co.hidalgo.tx.us

Daniel Rios
Inventory Specialist 11

Daniel.Rios@co.hidalgo.tx.us

FA Division Contact Information

FA Policy & Procedures Manual
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