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HIDALGO COUNTY, TEXAS

Fizxed AssetPolicy 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 Tuly of every

Vear.

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

ACCOUNTING

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

The information processed in the Fixed
Asset Division that pertains to additions
and deletions of capital assets is reported
annually to the County Auditor's Office to
beincludedinthe Hidalgo County's Annual
Financial Statements.

PROPERTY MANMAGEMENT

County Departments and the Fixed Asset
Division have the responsibility to conduct
annual verifications of machinery and office
equipment to ensure proper maintenance
of fixed assets. The annual verification

promaotes accountability reducing the risk
of theft, and loss of assets.

The 2014-Fixed Asset Policy and
Frocedures Manual has been prepared to
be used by Hidalgo County Fersonnel as a
reference to:

1. Initiate the procurement process.

2. Recognize and capitalize assets.

3. Followthe protocol for receiving and
tagging assets.

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

5. Toidentifythe accepted disposition
methods of obsolete, broken, and
no longer needed assets.

Includedinthe procedures manual are
legal references, and the necessary
forms and guidelines to account for all
assets assigned to each individual
County Department.

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

Purchasmg Department

FA Policy & Procadurss hamal Pape 1



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-1

FIXED ASSET POLICY

The Comprehensive Policies and Procedures for Capital Assets Management are as

follows:

Expenditures for all iterms 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 (FMW).

The Furchasing Department Fixed Asset
Division has the responsibility to:

1. Maintain the Capital Asset
inventory and official propery
records for all land, buildings,
improvements, infrastructure,
eguipment andvehicles (including
leased properies).

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

J. 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 minar
and “Contrallable™ assets.

7. Report all additions and deletions
of capital assets incurred during
the fiscal year to the County
Auditor's  Office  Accounting
Division for inclusion in the
Financial Statements.

8. Reconcile on an annual basis the
General Ledger information with
the County's Alio  Inventory
System.

Facilities Management shall track all
buildings that they maintain  which
include minaor buildings in County Owned
Farks 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 with the Fixed
Assets Division on an annual basis all
the inventory information to detect
discrepancies as it perains to the
insurance of all county owned property.

Hidalgo County Departments shall comply with all the guidelines as indicated in chapters

1 through 15 of this manual.




HIDALGO COUNTY, TEXAS

Fixed AssetPolicy 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
Furchasing Agent (%ee Texas Local
Government Code — Chapter 262.011).

on July 1 of each year, the County
Furchasing Agent shall file with the
County Auditor and each of the members
of the board that appoints the County
Furchasing Agent an inventory of all the
property on hand and belonging to the
county and each subdivision, officer, and
emplovee 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 inventary | See
LGC Section 262.011 (i)).

PROCUREMENT STEPS:

1. Each department will include in their
budget request for the next year the
furniture and eqguipment 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 amountwill be
included for the purchase of the fixed
assats.

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

J. All purchases costing in excess of
550,000 must be made through the
formal procurement process where a
reguestis made bythe Purchasing Agent
tothe Commissioners Courtto make the
purchase. The bid request is adverised
according to State Law. All sealed
procurement bids are accepted by the
Furchasing 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

[Jee Texas Local Government Code
Section 262-011 through 262.035).

NOTE

The |T Department must review and
approve reqguests for data processing
eguipment for compatibility with county
systems.

Purchasmg Department

FA Policy & Procedures Manual Page 3



HIDALGO COUNTY, TEXAS

Fized 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 m complyving
with this responsibility, each official or department head shall designate one or more
emplovees within their department to coordinate receipt and tagging of new assets,
verify inventories, and maintain control of fixed assets.

The official or department head shall designate the

fal === representative(s) annually by Cctober 15 of each year,

but shall update and file the designation if a change

B occurs through termination or re-assignment of the

designatedindividual(s). This is done by completing and

e P e S submitting the Declaration of Representative Form
FA.001 {Ref: Page 26).

Although the official or department head designates the
representative(s)to assist with compliance reguirements,
the offidal or department headstill remains responsible
foran 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

rmmm Folicy & Procedures Manual can be acknowledged by

) a Department Official by signing, dating, and

submitting the Fixed Asset Policy and Procedures

i Manual acknowledgment form FA-004 to the Hidalgo

=mEmrT County Purchasing DeparntmentFixed Asset Division
AT T T T upon receipt of this manual. (Ref: Page No. 29).

The duties of the designated representative are
— . outlined in chapter 4 page 5 of this manual. These
duties refer to the establishment of the maintenance
requirements for fixed assets as well as compliance
with warranties and maintenance agreements.

Purchzsmg Department FAPolicy & Procedures Manual Page 4



HIDALGO COUNTY, TEXAS

Fized Asset Policy and Procedures Manual

Chapter-4

DESIGNATED REPRESENTATIVE

It 15 suggested that the staff member at the County’s Departmental level who has
responsibility for fmancial matters should assume the role of Foied Asset Admimstrator,
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 depantmental level.
Establish the use andlocation of the fixed assets within the organization structure.

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

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

Ensurethatvehides and equipment are property insuredand safeguarded, once the
equipment is received and accepted by the department.

Safeguardwarranty information. Warranty documentation is often delivered with the
iterm when itis received atthe userdeparment. The user department is respansible for
maintaining appropriate warranty documentation in their department files.

Document instances when assets need repairs or when items are returned to be
replacedwith a newoneunderwamanty (Motify the fixed asset division whenever a
replacement accurs, for proper retagging and serial number updates).

Fill out a transfer formto transfer iterms to surplus orto another county deparntment that
may haveaneedofthe unneeded asset, and contact the Furchasing Department
Fixed Asset Division for assistance.

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

10.Reviewthe Fixed Asset Property Report receivedfrom the Fixed Asset Division and

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

Purchasing Dapartmant FA-Policy & Procaduras Marmal Paga 3



HIDALGO COUNTY, TEXAS

Fized Asset Policy and Procedures Manual

Chapter-5

DEFINITION OF FIXED ASSETS

The term Fixed Assets (Capital Assets) 15 used to describe 1tems that have a useful life
of at least one vear, and complies with the established threshold to be included in the

County’s Inventory System.

Capital assets include all items purchased constructed, or donated, and may be either
intangible (e.g., easements, water rights, mineral rjghtsj or tangﬂ:rle (e.g.. land,
buildings, building improvements, vehicles, machimery and equipment and -
infrastructure). In addifion to capital assets, the County maintains an mventory of minor
controllable assets, with the exception of expendable supplies.

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

Reportable Capital Equipment subject to
depreciation includes alliternstangible and
intangiblewith 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 needto be
securedandtracked dueto liability issues,
insurance, licensing, original funding
information or other factors that do not
meetthe definttion of fixed assets and are
notcapitalizedbecausethey arebelow the
$1,000 capitalization threshold. For
departmental budgeting purposes, there is
nao difference between a “Capital Assef”
and a “Confrollable Asset”. The only

difference is inthe procedureforrecording
the asset in the county's financial
statements.

Examples of the types of iterms that are
fracked 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 iterns with
an acquisition cost of less than $300.
Types of items that are considered
expendable suppliesinciude: forms, pens,
pencils, wastebaskets, staplers, stamps,
pocket calculators, tires, batteries, spare
parts, paint, bulbs, lamps, lumber, nails,
tapes, diskettes, ribbons, cables, unifommns,
shoes, boots, hats, badges, hammers,
wrenches, saws, small tools, efc.

The County of Hidalgo Furchasing
Department FixedAsset Division does not
muonitor expendable supplies. Inventory of
supplies remain the responsibility of the
County departments using them.

Purchasing Diepartmant

FA-Policy

& Procadurss hiamal Pagz 6



HIDALGO COUNTY, TEXAS

Fized AssetPolicy 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, and the
“Hidalgo County Capital Aszet Guide-01-02-2002" Editions.

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

Far complete infarmation on Capital

Aszet Classification, plesse referto

the “Capital Asset Guide” —Hidalgo 1

Land and Land Improvements

County Auditor's Office, "Effective
lanuary 1, 2002."

Buildings & Buildings Improvements

Cther Structures

Infrastructure

Machinery and Equipment

Purchasing Diepartmant FA-Policy & Procedures hanual Pagz 7



HIDALGO COUNTY, TEXAS

Fized Asset Policy and Procedure s Manual

Chapter-7

ORDERING FIXED ASSETS

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

The authorized administrative assistant forthe department will submit a reguisition formto the
Furchasing Department to begin the purchasing process.

Fixed Assets must be purchased using the requisition and Purchase Crder (PO} process.

The PO Administration captures the data submitted in the reguisition. 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 impontantto use a description that
will easily identify the asset.

Specifications areto be writtenin accordance with state purchasing laws so thatthere is no
unwarranted favaritism toward specific vendors.

It is critical that the description information entered for items being ordered during the
reguisition process is complete, detailed, andspecificenoughto be transferredto the County's
Fixed Asset Inventory System.

Descriptions should bewritten with thefallowing information sequence: If itis a vehicle, enter
firstthe yvear, followed by brandname, model, and specify whether it is a car, van, pick-up,
etc. All other equipment iterms must havethe brand namefirstsuchas Dell, HE, etc., followed
by modelandfinally indicatingwhether itis a computer, printer, table, chair, etc. Abbreviations
should be commaonly 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
purchasedwith federal or state grantfunds inwhich the assetremains the property of the
granting agency.

Example of Assets Held in Trust: ltems purchased bythe Community Supervision and
Corrections Department (CSCD) are includedinthe Criminal Justice Assistance Division
inventory andtherefore are included in the inventary for Hidalgo County and need to be
tagged. These items are tracked in Hidalgo County's Alio Inventory Systemn as assets
held in trust and Purchasing should be notified when these assets are retired. CSCD
numbering svstem starts with the prefix A4 and do not have bar code reading capabilities.

Purchasing Diepartrmant FA-Policy & Procedurss hanual Pag= &



HIDALGO COUNTY, TEXAS

Fized AssetPolicy and Procedures Manual

Chapter-2

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, 15 properly capitalized including and not limited to purchased items, Court
Awarded Property, Donations, and other additional costs.

Capitalize referstoreport capital outlays
as capital assets in the balance sheet.

Purchased items such as machinery
and equipmentwith a unit cost of 51,000
and above are capitalized and included
in the Hidalge County's Inventory
System. This capitalization thresholdwas
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 usedforlaw enforcement
purposes. HIDTA, DA's, 5Sheriff's
Department, and the County Constable
Departments are required to submit to
the Fixed Asset Division (within 10
waorking davs after receipt), a cerified
copy of the final judgment along with a
copy of the property insurance
notification foritems to be includedin the
inventory.

Capital Asset
Donations will
be reported at
their estimated
fair market
value at the
time of
......... acquisition by
== ' Hidalgo County.
The Luser

department has

the responsibility to complete and submit

to the Hidalgo County Purchasing
Department, Fixed Asset Division the
Inventory MNotification 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

acqguisition 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
acguired. (Ref: Fage No. 39)

Capitalization of add-on costs refers to
upgrades to existing eguipment 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 Crder
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 Diepartmant

FA-Policy & Procadurss hiamal Pag= 9



HIDALGO COUNTY, TEXAS

Fized Asset Policy and Procedures Manual

Chapter-9

RECEIVING & TAGGING FIXED ASSETS

A county asset number (tag) 1s 1ssued by the Fixed Asset Division at the time a
Purchase Order 1s authorized and 1t 1s 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.

Taggingshould be done by a designated
employee at the department receiving
and usingthe eguipment, with assistance
from the Purchasing Department Fixed
Asset Division.

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

Otherwise, tags should be placed on a

visible and accessible location such as
the upper left ar right hand corner of the
iterm.

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 fram the
equipment's appearance and may be
easily located during inventory.

In s0me cases, engraving or marking the
item with a marking tool may be
applicable.

Iterms which are considered non-taggable
are: Software, dome cameras, network
cards, computer parts, weapons,
vehicles or equipment used 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
iterns are currently located.

Afterthetagging process is completed, the designated employvee should sign and return

the confirmation form FA.003 (Ref: Page 28).

Purchssing Diepartrmant

FA-Policr & Proceduras hamal Pagz 10



HIDALGO COUNTY, TEXAS

Fized AssetPolicy and Procedures Manual

Chapter-10

FIXED ASSET PHYSICAL INVENTORIES

Bv statute, the Purchasing Agent 1s required fo present an mventory listing of all
Hidalgo Countv fixed assets fo the County Auditor by Tuly 1 of each vear m
compliance with LGC 262.011. (i) To meet the statutory requirements, a physical
inventory 1s conducted once each vear 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
vear end to the deparment'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
Headshall assign a member of their staff
totake the inventory. After careful review
if an item is missing, it is the
responsibility of the depariment 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 repont. (Ref:
Fage No. 30)

Physical Inventory Conducted by
Fixed Asset Division

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

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

Fixed Asset Audit by County Auditor
Feriodically the County Auditor will audit
fixed assetrecords heldin the Purchasing
Department and audit actual eguipment
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 durng a fiscal vear, the
Furchasing Agent will be notified of the
changewith sufficienttimeforan inventory
to be performedof the fixed assets of the
department. Upon completion of the final
inventory, any discrepancies shall be
reportedto the Comimissioners’ Court for
appropriate action.

Purchasing Diepartmant
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HIDALGO COUNTY, TEXAS

Fized AssetPolicy and Procedures Manual

Chapter-11

INTERNAL CONTROL OF MACHINERY & EQUIFMENT

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 inventary should be conducted to determine the current location of each itemn
listed in the annual inventory repor received from the Fixed Asset Division.

During the inventory, it will be determined by the Depantment's assigned representative
the room number, Department Division, Building MName, Floar, and employee name
responsible of using and safeguarding the eguipment.

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

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

Purchasing Diepartmant FA- Policy & Procadurss hianual Pag= 12



HIDALGO COUNTY, TEXAS

Fized AssetPolicy and Procedures Manual

Chapter-12

COUNTY VEHICLES REGISTRATION

All County vehicles are subject to the process of registration, msurance, 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 acqguisition
and required as part of the registration process are:

« 130-U“Application for Texas Cerificate of Title” (Ref- Page No. 34)

» VTR-G2-A"Applicationfor standard Texas Exempt License Flates™ (Ref Page No. 36)
» “Odometer Disclosure Statement”, (Ref Page Mo 28) and

» The Manufacturer's “Certificate of Origin for a Vehicle.” (Ref: Page ho. 29)

Fegular Exempt License Flates 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 Flate information to be
included in the County's Inventory System. (Ref Page ho. 41)

Texas Certificate of Title

After the registration has been completed, a new “Texas
Cerificate of Title™ should be received by the user County
departmentwithin 10 warking days. This title should be delivered
to the Fixed Asset Division, and copies should be kept in the
user county department files. (Ref Page Mo, 40)

Emblems Requirement

Vehicles applyingfor Texas Exempt License Plates “must have
printed on each side of the vehicle the name of the agency in
letters that are at leasttwo inches high orin an emblemthatis at
least 100 sguare inches in size, and of a color sufficiently
different fromthe body of the vehicle to be clearly legible from a
distance of 100 feet” {Refer to: Transportation Code § 502.2015).

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

Fuel Cards A fuel credit card request, vehicle description, and license plate number must
be submitted to Fuel Card 5Specialist for issuance of a Fuel Credit Card.

Purchasing Departmant FA- Policy & Procedurss hiamal Pap= 13



HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-12

COUNTY VEHICLES REGISTRATION

Exempt License Plates Disposal When a vehicle displaying an exempt license plate is
sold, junked, orsalvaged, 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 tvpe 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: Fzge No. 36

#arm type machinery such as Fbrd orJohn Deere tractors can be registered and titled
by using Form 62-4 and evidence of ownership.

en tractors are not used on roadways, then an (SMV) Slow Moving
Vehicle Sign should be used.
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Chapter - 13

TRANSFER OF ASSETS

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).

Adepartment does not have the

= P S

e autharity to transfer eguipment

fromone departmentto anaother,
destroy, throw away, or discard
equipment. Areguestto make a

transfer or dispose of equipment
shall be submitted to the
Furchasing Department and
e - with proper approval may then
. - - : betransferred. After approval by
mrie T I T Tr—— the Purchasing Agent, the
transfer of assets will take
sesmay P T place, at which time both
departments will sign the farm.
Mtherwise, the department head
is responsible for all equipment assigned to hisfher department.

County assets are acquired to be used for county purposes only. When equipmentis taken off
county premises for reasons other thantransfers or final dispasition, 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 remaval must be
documented and a logshould be maintained to indicate who accepted responsibility for the
itemn 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
AssetDivision for processing. The form must have all applicable signatures of the officials
receiving and transferring out the assets, the date, description, serial number and
permanenttag number of the iterms being transferred. (Ref: Form FA.002-Fage No. 27)
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Chapter - 14
SURPLUS PROPERTY

The Fixed Asset Division in the county 1s under the general control of the
Purchasing Agent who 1s assigned the authorty 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 Depatment Fixed Asset Division is responsible forwarehousing 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 depantments can
sometimes leverage scarce budget funds by requesting a transfer of surplus assets locatedin
the warehouse rather than purchasing new assets. ltems such as office furniture and
egquipment are available in the warehouse.

Mo propertyis to be accepted by Purchasing Office staff without proper completion of the
transfer information and appropriate signatures ofthe Hidalgo County Asset Transfer Form
FA.002. The form should be sent to the Purchasing Agent before the transfer is made.

Cnce the transferformfor surplus is completed, the next step is to transport the asset to the
warehouse or designatedlocation. Depatmentsthat cantransportthe asset directly need to
contactthe Fixed Asset Divisionto ensurethatthe sumlus specialistis availableto receivethe
asset atthe 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-15

FIXED ASSET DISPOSITIONS
Disposition Methods Outline

Salvage and surplus property owned by the countv may be disposed under the
provisions of The Texas Local Government Code — (Chapter 263- Sections 263.151
through 263.138).

Afixed assetdisposal occurs whena department has afixed assetthatis nolongerconsidersed to
be in working condition, is obsolete, scrapped or dismantled. Ifa department nolonger 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.

Im additionto pericdicdispositions during public auctions, capital assets may be written off in
instances wherethey 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
remaved from the County's Inventory. Finaldisposition of nolonger us eful equipment and county
owned real state property can beidentifiedin one of 14 disposition methods as outlined below.

. 1. Auctions

. 2. Competitive bids

' 3. Trade-ins
. 4, Donations
. §. Returns

. 6. Discarded/\Waste Property

. 7. Salvage

. 8. Missing Assets

. 9. Stolen Assets

« 0. Scrap Metal

. 11. Disposition by Destruction

. 12. Disposition of Abandoned and Unclaimed Property
» 13 Cannibalization

» 14, Disposition of County Owned Real State Property

Purchasing Departmant FA- Policy & Procedures Nanual Pag= 17



HIDALGO COUNTY, TEXAS

Fized Asset Policy and Procedures Manual

Chapter-15

FIXED ASSETS DISPOSITION
Auctions, Competitive Bids

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

1. Auctions

Once Commissioners’ Court approval is received, the Purchasing Office shall coordinate
the placement of the adverisement LGC § 263153 [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 orits designated representative conductingthe 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.”

Oncethe auction is complete, the Purchasing Department-Fixed Asset Division keeps a
record of each item orsurplus orsalvage or property sold andthe sale price of each item
as dictated by LGC 263.165. Auction proceeds are collected as required by LGC § 263.156
and deposited bythe Treasurerinthe 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

Befaore the sale of surplus eguipment at public auction, all Hidalgo County identifving
information shallbe removed. tincludes and is notlimited to remove all county asset tag
#'s5, County Emblems, Light Bars, Radios, and exempt license plates. Any electronic or
digital media shal be erased of any information and it must be rendered inoperable and
Lseless prior to disposal.

2. Competitive Bids

The process for competitive bids is similarto that of auctions. The Furchasing Agentshall
compile a list of items to be declared as “surplus™ or “salvage”™ and reguest
Commissioners' Court approval of the items for disposal. Once approval is received, the
purchasing department places the advertisement. The Purchasing Agent supernvises the
competitive bidding process and again, may reject offers, if itis in the best interest of the
County. Competitive bids are received as identified in the adverisement, opened, read
and the best bid accepted.

Purchasing Departmant FA- Policy & Procedurss hamal Pagz 13
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Chapter-15

FIXED ASSETS DISPOSITION

Trade-Ins, Donations, Returns

3. Trade-Ins

Commissioners Court of a county may: “Offerthe 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 reguest for trade-in must be presented to county
commissioners’ courtfor 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
acqguire 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 shouldensure that the County asset #, description and trade-in allowance of
the old item are entered as a caption and clearly printedin the Purchase Order under the
description of the new item being acguired.

4, Donations

The Commissioners’ Court: “May dispose of the property by donating it to a civic or
charitable organizationlocated in the county if the Commissioners’ Court determines that
trving to sellthe property would resultin no bids received aor 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)).

5. Returns

If it is determined that the equipment is defective and needs to be returned, a credit
memaorandumaor refund check must be sentto the County Auditar's Office for acceptance
and to deposit the refund in the ariginal budget account. A copy of the documentation
must be forwarded to the attention of the Fixed Asset Division sothat the asset recards in
the County's Alio Inventory Systermn can be updated to reflect the return of the asset. The
assetnumber, serial number, and description of the iterm must be included otherwise the
itern will remain in the department’s inventory.
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Chapter-15

FIXED ASSETS DISPOSITION

Discarded, Salvage, Missing Assets

6. DiscardedWaste Property

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))

7. Salvage
“Salvage property — means personal property, other than itermms routinely discarded as
waste that because of use, time, accident, or any other cause is so0 worn, damaged, or

obsolete that it has no value for the purpose for which it was ariginally intended” [ See
Texas LGC § 263.151.1).

2. Missing Assets

The userdepartment shall contactthe 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
adeqguate search for the missing item and document steps taken to locate the asset.

Afterthe initial physical inventory cerification is provided to a County Department, lterms
not located during subsequent inventaries will be subject to a timeframe befare allowing
any remaval of assets from inventory.

To allow sufficienttime to find unlocated equipment, *missing™ assets will be retained on
the inventory listfor a minimumaof three years. Foreach inventory period during the “three
vear® period, the depantmentis requiredto again make a thorough and adequate search
for the missing itern.

Afterthree successive inventories inwhich a missing itemn is not located, the responsible
Elected/&ppointed Official or Executive Manager shall provide a memo to the Purchasing
Agentandthe Commissioners’ Court outlining the circumstances surrounding the missing
itemn. The Elected/dppointed Officialor Executive Managershallalso jointly presentto the
Commissioners’ Courtvoting session in which the Purchasing Agent makes a request of
the Commissioners’ Court to remove the item from inventory.

Purchasing Department FA- Policy & Procedures hanual Pags 2{
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Chapter-15

FIXED ASSET DISPOSITION

Stolen Assets, Scrap Metal, Disposition by Destruction

., Stolen Assets

The electedfappointed 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 repart. The user department shall send a copy of
the incident repont to the Fixed Asset Manager. A replacement should not be requested
until after 90 davs to allow for item recovery. An official or department head shall reguest
an agenda itemn to report loss, request replacement if necessary, and seek approval to
remaove the iterm from office’s fixed assetlisting. Recovered items are similarly reported to
Commissioners’ Court. The user department shall notify the Fixed Asset Division if the
itern has/has not been recovered so that the inventory records may be adjusted. Use
Asset Disposition Form FA.006. (Ref: Page 31)

10. Scrap Metal

Accumulation of metal objects that were part of old building structures, metal parts from
alcunits, or parts of frashed items, may be disposed by using the services of the County's
contracted scrap metal company. The reguest for disposition should be presented to
County Commissioners’ Courtfor approval. The request should include a list of any iterms
thatmay have a County asset number, andfor serial number, and a complete description
to ensure proper remaval of such itemns from the County's Inventory System.

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
2. 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.

11. Disposition by Destruction

lterns 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 iterms
that are so worn, obsolete, broken, and no longer useful for their intended use, shall be
presented to County Commissioners’ Court to be destroyed. (Flease indicate County
asset number, description, serial number, and reason for destruction).
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Chapter-15

FIXED ASSET DISPOSITION

Abandoned and Unclaimed Property, Cannibalization, Real Fstate Properties
Disposition.

12. Abandoned and Unclaimed Property

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

13. Cannibalization

In general, assets should not be cannibalized for parts unless it is in the best interest of
Hidalgo County to do 50 because a need exists for the cannibalized parts or will exist
within the near future. All partts which have a common use shall be considered
recoverable and candidates for cannibalization. Examples of such items include: motors,
chains, gears, and subassemblies commaonly sold as reconditioned or rebuilt pars.

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
Managerin appropriately noting the condition of an asset when itis sold at auction orin
determining whether or not it can be removed from the department's inventory.

14. 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.

Areguestto placethe property for sale should be presented to County Commissioners’
Courtforreview and approval. Afterthe review, County Commissioners’ Court may make
a final determination on the proposed sale.

Beginning in Fiscal Year (FY) 2014, all Real Estate Property approved by County
Commissioners’ Court may be forwarded to the Confracted Real Estate Broker for Final
Disposition.

-
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CONCLUSION

While no set of procedures or policies can address all circumstances, this manual has
been prepared to serve as a guideline and reference for guestions related to the
management of County fixed assets.

It i5 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.

Anyissue notspecifically addressed by this manual should be directed to the Purchasing
Agent prior to any action being taken by the department.

All furniture, equipment and machinery must be used for county business anly.

The law is very spedfic concerningthe use of the public property. The purpase of this manual
is to make evervone 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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LISTOFFXED ASSETFORMS

Copies of these forms are available i electronic format, and can be delrvered via e-mail or ma CD v
calling the Purchasmg Department Foeed Assst Division at (950) 318-2620.

FORM No DESCRIPTION

Fa00_. . ...................Declaration of Representative Form

FAOOZ ... TransferForm

FAOOS. .. .. ... .......................TaggingConfirmationForm

FAODO4 ... ... FAProcedures Manual Acknowledgement Form
FAO05_.. . ... .Phvsical Inventory Confirmation

FAOOG. .. ... ... AssetDisposition Form

FAOOT e e Inventory Motification Form

FADDE ... ... ... ProrationForm

DMV NEHICLES REGISTRATION FORMS

(Awvailable in electronic format at (www. TXDMV.gov)

130-U0 ... Applicationfor Texas Cerificate of Title”
VTR-G2-A . e Application for Standard Texas Exempt Lic Flates®
BFA-GB5-3... ... Cdometer Disclosure Statement

Documents received from dealershipand Tex-DOT.
e e e Manufacturer's Certificate of Crriginforaehicle”
30 e Texas Certificate of Title”

VTR-500..................................\ehicle “Registration Receipt’
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Hidalgo County, Texas
Purchasing Department/Fixed Asset Division

Declaration of Representative Form

o TEN A

DATE:

T: Hidalge 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.

Hame Title Address Phone Number Fax# |CoCellNe| e-maiaddress
Elected'/Appointed Crfficial o Cepartment Head Signature Cate
Printed Elected/Appointed Official or Department Head Mame Department

Declarstion of Representative Form: FA-DD1 Page Mo. 28
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Fixad Asset Policy and Procadures hiznnal

Acknowledgement Form

Date:
To: Hidalgo County Purchasmg Department
Aftention: Fxed Asset Manager

I certify that | have obtamed, read and understood the contents of the Hidzlgo County Fixed
Aszzet Policy and Procedures Manual 2s revised August 2014.

Designated Representative Signature Date

Elect=d Appomted Official Date
Or Department Head Signature

Fonm: FA-004 Page Mo, 29



Fixed Asset Policy and Procedures hianual

Physical Inventory Confirmation

Hidalgo County Purchasimg Department
Physical Inventory Confumation Form

Doats:

To: Hidalgo County Purchasing Department
Attention: Fimed Asset Manager

From:

Attach: Completed Inventory List

I have reviewed the attached fixed assets mventory for my department and, except as
noted on the mventory list and referenced below, hereby ackmowladge all listed property
to be accounted for and m proper workmg order.

Elect=d Appomted Official or Department Head Signature Date

Comments:

Physical imeamtary Camfirmation Fanm: FA-D05 Pags Mo, 30
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HIDALED COUNTY, TEXA S
PURCHA SING DEPARTMENTIFIXED A2 SET DIVISION

PRORATION 2Y STEM

Enter Valwes From Quota

DPT NAME:

Loe:

Total Guoe = -

Deliv & iInst Cost = -

Prapared by:

Date: 842014

Raf - Quote No:

Vandor

Reviaw ed by:

Azzat Capital Equl pment o Unit Totsl  Instsl Cost  Delwdinst  LcgCost | Creditdnw | AcgCost
Gty N Descripton Cods Cost Cost ) Prorated  Sub-Total (4 Total
*  Capltal Equip ==1.000 [J T41-T43] 3 100 - - - -
*  |Mimor Ege 3300 o 999,99 [00) Code 661-668 - =
* |Fuwpples -=3299.90 [Ob] Codes 601619 - =
- Tokl - - - - -

Oject
[OBJECT CODE SUMMARY] Code

C3pRal Ecuipment

Lnk
Cost

Total Instal Cost
Cost %

Instalation
Cosils

CredR

Sub-Tofal vake Tofal

Mnorhsc Eg - - = - - - -
Supplies - - - - - - =
Toal - - - - =

M FAPRORATE. SYST.05.11.14

GM4Z04

P.10F1
FA D)8 Page 33
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GENERAL INSTRUCTIONS
APPLICATION FOR TEXAS CERTIFICATE OF TITLE

This ferm must ba compisted and submitied bo your County Tax Assessor-Collecion sccompanied by any
required sppdication fes, supporting documants, regisirsiion bee I spplicable, and sery mabor vehicks iax
due. o application horm may be reproduced of faxed; however, 8 completed form mist contaln orlginal
algnasures bo be scospied.

AVAILARLE HELP

+ For aasistancs in completing this fom contact your Courty Tax Assessor-Colscior.

= [Fou inlormaiion sbout malor vahicls sales end Use e, oF smission fees, contact tha Tems Compiroler of
Puble Acoounds, Tax Assisinnce Seciion, it 1-500-252- 1352 joll feee nalioride, or call §1264803-4600.
{From & Tebooommyrication Cevice for the Deal (TDO} DHLY CALL 1-500-2E8-4099, kol e natonwisy of
ol 3120 .)
+ For e o registiiion indpmation, oontact your County Tax Assessor-Collechor or The Texas Deparirn] of
‘e Vishicle Thies: and Pigitiration Divislon =1 3124857811, (From a Telessmmurication
Darvicn for Sha Deal (TDD) OHLY CALL 512902-2110)

Daak ot 512485-T811 dor further detalls.

Ay parson whi knowingly signs a falsa, joint slaloment s guity of & felony of T thind degree.
{TEX. TaX CODE AN, §132.101)

HOTICE

Thi s o i b Tl b il o B Tty Thot Ausiediior-Colletton withis 20 counly working days rom e dale
Hwﬂmiwﬁ-mmﬂuﬁnuﬂhhhh it OF Crteril PEQHEREO® if ROENON 1D The

Drggapl porwprad wohitiis: sy B Sulbjecs B T Tioud Emidderd Aaducten PIES SUFERAFDE O Wb DOOkbls Becint

¥ P 1 oF S SMEiag mlpﬂmlhﬂ_ﬁﬂl“lmﬂlmﬂnuﬂﬂ
B et Bk 30 et dind M, Bab paaaly il b 10 paecardt of P Lk Mirdom. panally | 8700 (TEX.
TAX AR S ).
hmnhﬂnmﬂ l'-uuuuﬂ: “ﬁgﬁ.ﬂiﬂmmmﬂ-
M“m 1 0 gy il DO iy WO
ot Bubenl e appiication, along wih procer svdee of mﬂﬂlﬂ!ﬂlﬂw"
Wm-a“mmmm as prordnd I Tremponiaton Coda,

e PRI AN D aicias, peovicuRly RpRRBNED BNl DS of RgieTed I o BSalE oF country, be inepected lor
adpty ] T Miohor ind Sdedil Aushed & wehicls wiiilied D' BLOh welbicked My e regaied
1 Ve, TR nEpechions M B9 raos Srabong wite wiil D COMQIet &N
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Sample

Application for Standard
Texas Exempt License Plates

™

T

Lise ghis oo %o appdy foc standand Texas exempd koenss piakes B your S08ncy 8 not & voluntesr fins depariment
O BTGy RTEUANOH T0E. THade SQEncied Shoukd Sl diflerent Rorms &0 obdaiy eaeml kosras plales!

+  ‘Wiluniesr iew Separiments should subma fam TR -82-F
= Emwepency ambulance servioss should submil o YTR-G2-EMS

Camplahn hed pagad of this foms. For quasions mgardng this formn, somad youf 06l Cously Tix ASa08e0r

Coflecior's
?:'WMHWHWMI&“MIWHmWM
Mote: A Federal tax sxempiion sisbus or the sssignment of a Comptrolier LD, numbes does not qualify you
Tar axemgnt plates.
{Prird or
Exerrpt vahicks(s) will ba oparated or laassd by tha fofiowing axempt organization:
Coniact Fest hama inal Lot Mawrva
Harra o Cgpiniziotion Prone
A
Chy Siske ___ ZpCode County
(7o bs hown kOGR! IR Sesd w7 A 16, 850 of e Tauss Consihon) e ]
Plaass chuck the [tem Bhat appiie:
[0 Changing hroon aguiar issue susmgd & plaing i siancierd Taans osmpl b plates,

[ Replacing sandand sxsmpl lcenss plales. Enisr ths Rosras plats number baing replaced in tha bl on e ned
pags. Mota: If the pistes baing replaced waos lal, slols of mutiabsd, submil this loem deecy 10 your kcal
Couniy Tax Assessor-Coliecior's olice. When your nerw plales amive, hmmmm

LA (WA L Pal bl il rRoaant) Bo your sl VTH Pageonal Oy

STAKDARD TEXAS EXEMPT LICEMSE PLATES

Exempl agencies are nequined to filg thair paperwerk through the County Tax Assessor-Coliecion's
office in e county whars the exempt agency s Iocated,

MOTICE Wit o dew saorctions., you any erdtied o be Informed aboet e informuation TeDOT collects sbout yor, Toxe
Crowamimand Cooe. SEEET02]. BT 023, and BHE.004 Serner sn0Be s 10 eceba nd Mvilw T INloason on
Hﬂmﬂw vy irlorrdion stdul you thal i desmad ntomsct. Pleane morksd e
ol Pegainaleon Divinion o 512WESTO1T ke e delads.

THDOT Form VTR-E2-A - Fage 1 ol 2
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(e msnfying informaton iom pege 1)
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Sample
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ATIFICATE OF ORIGIN FOR A
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Sample
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EXCHAMGE REGISTRATION RECEIFT

COMTY : HIDALDO TAC HAME: ARMANDO BARRERL JR.
DATE: l!-!.,"!.l!'f'!lﬂﬂi EFFECTIVE DA.'I'I. o1 16/2009
FLATE RO 2083030 TIME. 10. DEFIRATION

i
DOCUMENRT 801 251000303601 340%4 BFLOYER :n LEMART TRARSACTION ".r_i_ 1083093082 T162128

OWHER RAME AND ADDRESS
HIDALOD COUNTY

120 E CANQ

EDINBURG, TE TR51%

ERGISTRATION JLARE, l'-l:lll'FT m'r FOR TITLE ONLY
FLATE :ﬁum DoimLE I

©tFREVIOUS FLATE BO: 41TEWL  PREVIOUSE EXR MOSYR: 272010
VERICLE CLARSSIFICATION: TREz=1
VERICLE TCENTIFICATION MO: 1FTRILIWSSFAIISSS

TR/HAFE ! inurm I'lJIII-I BODY STYLE! FE EMET 1o
EMFTY T §100 BO CAPMCITV 1000 GROSS WT: 8100  TONNAGE: 0.9%0
BODY VEMICLE Iﬁlﬂ'.l'lﬂﬁfhﬂﬂ- 1] TRAVEL TRLE LEWOTH: o

INVENTORY ITEM{O) ™ FEES ADSESSED
EXEWNPT DOUBLE PLT EXBIFT REGISTRATION ] & &b
TOTAL 5 o, &0

VEHICLE RECORD MOTATIONS METROD OF PAYMENT AKD PAYHENT AMOUNT:
EELEASE OF FRESOMAL INPD REESTRICTED
ACTUAL MILEAGE
EXEMFT

TOTAL AMOUNT PAID § &, 88

THIS RECEIFT TO BE CARRIED IN ALL COMMERCIAL VEMICLES,

WTERATET Y I

Vehicke “Registration Reosipt” Fanm: VTR-S00-RTE
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iz Hidalgo County, Texas
e i Fixed Asset Policy and Procedures Manual

o i I. E :..‘ T- o J

Contact Information

Hidalgo County, Texas
Purchasing Department
Fixed Asset Division

28125 Highway 281

Edinburg, TX 78535

Tel. [956) 318-2626

Fax: (956) 31B-2620

Martha L Salazar, CPPE  Hidalzo County Purchasing Azent  Martha.Salazar@oo hidalzoteus x 4852
Azpsds “Aggie” Garcia.. Fixed Aszst Manager.......  AZueda.Garciz@oo hidalzotius x 4573
Juan M. Alvarado........... Assistant Fixed Aszet Manager...  JuanAlvarado@co hidalzobows  x 4870
EZabriel Mavarro...........  Imventory Specalistyv...............  Gabriel Navarro@op. hidalzo b us x 4872
omar 5alinas.........oeee. Imventory Specialistiv.................  Omar.5alinaz@coo hidalzo.txus x 4854
Cagoberto Rios.............  Inventory Specialistill................ DazobertRiosEco hidalzo.teus  x 4BED
Edel Garta. . IMvEnmtory specialistiil................ EdelGarza@co hidalzo tous % 4EE3
rogelio Garda..............  Swurplus Specialistil......oeeeo.ee.. BogelipGarcia@co.hidalzotus  x 4878
Camiel Alaniz......coeeee. IMventory Specalistil................  Daniel AlanizEco hidalzo.tus x4E71

F& Division Contact Information F& Policy B Procedures Manuz| Fage ho. 42
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