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INTRODUCTION

FIXED ASSET MANAGEMENT

The Purchasing Department Fixed Asset Division has theresponsibility of mamtaming
an asset management system that records transactions pertaining to the acqusition,
mprovements, and final disposition of fixed assets. Theserecords are sunmmanzed and
subrmitted to the County Auditor’'s Office for mclusion m the County’s Financial
Statements onMarch as well as an inventory of all property on hand by July of every

year.

Hidzlgo County currently maintains a Capital
Azzet Manzgement System that consists of
two partss  sccounting  and  property

management.

ACCOUNTIMNG

The County of Hidalgo sccounts, records, and
reports the ownership of capital assets in
compliance with reporting requirements
established by GASE Statement 24, the
Generally Accepted Accounting Principles
[GAAP), and the Texas Local Government Code
[LGC).

The information processed in the Fixed Asset
Division that pertsins to sdditions and
deletions of capital assetsis reported annually
to the County Auditor's Office to be induded in
the Hidalgo County's Annuzl Financial
Statements.

PROPERTY MAMNAGEMENT

County Departments and the Fixed Asset
Division have the responsibility to conduct
snnuzl verifications of machinery and office
equipmentto ensure proper maintenance of
fixed assets.

The 2015-Fixed Asset Policy and Procedures
Mznuzal has been prepsred to be used by
Hidzlgo County Personnel a5 2 reference to:

1. Initiate the procurement process.

2. Recognize and capitalize assets.

3. Followthe protocaol for receiving and
taEsing assets.

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

5. To identify the accepted disposition
methods of obsolete, braken, and na
longer needead assets,

Included in the procedures manual are
legzl references, and the necessary forms
znd guidelines to zccount for all zssets
zssigned to each individual County
Department.

County  employees are  inherently
responsible for protecting County assets
entrusted to them. This includes the
proper care, maintenance, contral, and
rezsonable safeguards to prevent loss,

damsage, or theft of such zssets,
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Chapter-1

FIXED ASSET POLICY

The Comprehensive Policies and Procedires for Asset Management are subject to
certain guidelnes as follows:

1. Assets that fit the definition of capital asset will be capitahzed and subject to
mventory control. 2. Assets with an mventory cost of 3300.00 to 399999 are also
subject to mvertory confrol. In addiion, weapons regardless of cost are subject to

mventory control. 3. Donated and cowrt-awarded assets wall be recorded at faw
market value (FMV).

The Purchasing Department Fixed Asset Division has the responsibility to:

1.

Maintzin 2 comprehensive Asset inventory and official property records for all land,
buildings, improvements ather then buildings, machinery, construction in progress, minor
assets, weapons regardless of cost, infrastructure, equipment and vehicles (including
lezsed properties), and forfeited assets swarded to the County.

Estzblish criteriz to capture capital assets that fall within the established thresholds.

Prepare comprehensive policies and procedures for accounting for capital assets and
publish in 2 capital assets manual.

Establish criteriz to capture information for non-capitalized but “controllzble” equipment,
such 25 weapons, bullet proof vests, electronic equipment, and other items with an
acquisition or fair market value of less than 5, 1000. (Refer to Ch. 5, Page 9 afthis manual).

Ensure that all capital 2ssets and other assetssubject to inventory control that meet the
established thresholds are cumrenthy recorded inthe County's Asset Management System.

Perform periodic physiczl inventories to keep track of county owned property including
minar and “Controllable” zssets.

Report all =dditions and deletions of capital assets incurred during the fiscal year to the
County Auditor's Office Accounting Division for inclusion in the Financial 5tatements.

Reconcile on an annual basis the General Ledger information with the County's Alio
Inventory System.
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Chapter-1
FIXED ASSET POLICY
The Purchasing Department Fixed Asset Division has the responsibility to:
9. Verify zsset descriptions entzred intothe Alio Inventory Module are clear and specific.
10, Distribute zsset t2gs to departments in 2 timely manner.

11, Prowide training to departments on asset tracking and record keeping requireaments for
capital and minor equipment, including intangible assets.

12, Require that departments recondle assetson hand with the capital 2sset and minor asset
listing at least once = year and notify the results to the Fixed Asset Division.

13, Require that departments file an incident reportwith the police for lost or stolen zssets
and notify the Fixed Asset Division.

14, Present to Commissioners’ Court 2 listing of lost and stolen assets for approval to remove
the zssets from the inventory listing at least once a year.

15, Require that departments prepare transfer forms when transferring assets to another
department and when declaring assets surplus or szlvage.

16. Require that departments maintzin 2 log to doumentwhen zssets are removed from the
office. Approval for removing zssets from the office should be granted by the department
head or designee.

17, Require that departments receiving donsted egquipment obtain Commissioners’ Court
spproval.

18. Require that departments notify the Fixed Asset Division when leasing or trading-in assets
in arder to ensure proper inventorying. Leased assets may need to be inventoried
depending on the |ease sgreement.

19, Reconciling & report of judsments containing court awarded assets from Ableterm/
Odyssey, the County's Justice Court Information System, to the court awarded zssets
added to Alio inventory system and/ or auctioned.

20, Reconcile zll donated assets listed on the Commissioners’ Court 2gendas to the Alio
inventory system.

21, Establish records retention requirements for standardized forms.
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Chapter-1
FIXED ASSET POLICY

Facilities Management shall track all buildings that they maintainwhich indude minor buildings in
County Cwned Parks and submit a list including occupancy information to the Fixed Asset
Division and the Safety Division on 2 quarterly basis.

The Executive Office-3afety Divisionshall reconcile with the Fixed Assets Division on an annuszl
basizall the inventory information to detect discrepancies as it pertains to the insurance of all
county owned property.

Hidzlga County Departments shall comply with 21l the guidzlines 25 indicsted in chaptars 1
through 17 of this manual.
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Chapter-2

RESPONSIBILITY OF THE COUNTY PURCHASING AGENT

LOCAL GOVERNMENT CODE:

The Texas Local Govemment Code (LGC), Chapter 262 designates the Purchasing
Agent asresponsible for several duties relatedto the acquisihon and management of

assets and mdicates that:

All purchzses of supplies, materials or
equipment must be made through the
Purchasing Agent ([%ee Texas Local
Government Code — Chapter 262,011},

On July 1 of each wyear, the County
Purchasing Agent shall file with the County
Auditor and each of the membears 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 mzke zn
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 yesr the
furniture and equipmentdesmed necessary
for operstion of their department. If
approved far purchass by  the
Commissioners’ Court, the County Auditor's
office will determine the approprizts gener
ledgersccountin which the budgeted asset
amount will be included for the purchase of
the fixed zssets.

2. The Purchasing Agent shall maks all
purchases of furniture and egquipmeant.
Specifications for the purchases will be
developed in conjunction with the
department. All purchases shall be made in
sccordance with purchasing laws of the St=e
of Texas and procedurss sdopted by the
Commissioners' Court.

3. All purchases costing inexcess of 550,000
must be made through the formal
procurement process where 2 request is
made by the Purchasing Agent to the
Commissioners' Court to make the purchas.
The bid request is advertised sccording to
State Law. All sealed procurement bids are
accepted by the Purchasing Agent whao will
tabulate the bids and make
recommendstions to the Commissioners'
Court, who will award the bid to the lowest
andfor best bidder ([See Texas Local
Government Code Section 262-011 through
762.035).

MOTE

The IT Department must review and approve
requests for data processing equipment and
compatibility with county systems.
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Chapter-3

RESPOMNSIBILITY OF COUNTY OFFICIALS

Elected and appomnted officials and departmentheads are responsible for the care and
custody of fixedassets asagnedtothar departments. To assistthe offical m complying
with this responsibility, each o fficial or department head shall designate one or more
employess wathn their department to coordinate receipt and taggng of new assets,
venfy mventones, and mamtam control of fixed assets.

The official or department head shzall designste the
representativels) annuzlly by October 15 of each year, but
shall updste and file the designation if 2 change ocours throush
terminzstion orre-zssignmentofthe designated individual|s).
This isdone bycompleting and submitting the Declaration of
Representative Form FA.001 [Ref- Page 32).

Although the official or department head designates the
represantztivels) to assistwith compliance requirements, the
official or department head still remains responsible for an
sccurste sccounting of sl fixed assets assigned to his or her
department. This responsibility cannot be delegsted.

Acceptance of the 2015 Hidalgo County Fixed Asset Polioy &
Procedures Manuzl can be acknowledzged by 2 Department
Cifficial by signing, d=ting, and submitting the Fixed Assst
Policy and Procedures Manual acknowledgment form FA-
004 to the Hidalgo County Purchasing Department/Fixed
Azset Division upon receipt of this manuzal. [Ref: Page No.
35).

The duties of the designated representative are gutlined in
chapter4 page 5 ofthis manuzal. These duties refer to the
establishmentafthe maimtenance requirements for fixed
zzsets 25 well =5 complisnce with warranties and
msaintenance greements.
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Chapter-4

DESIGMATED REPRESENTATIVE RESPONSIBILITIES

It 1z suggestedthat the staff member at the County’s Departmental level who has
responsibility for financial matters should asaume therole o fFxed Asset Admamistrator,
and become the Department’s designatedrepresentative. As part of the admmustrative
duties andresponsibilities, the designated representative should from time to tume
conduct fixed asset reviews as follows:

1.

2,

1D

11

Determine fixed zssets needs, this is done st the departmental level.
Establish the use and location of the fixed assets within the organizstion structure.

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

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

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

Sefeguard warrenty information. YWamanty documentation is often delivered with the item
when itis received at the userdepartment. The user dz partment is responsible for maintzining
sppropriste warranty documentstion in their department files.

Documentinstances when assets nesd repairs or when items are returned to be replaced with
&new one under wamanty [Motify the fixed asset division whenever a replace ment occurs, for
proper retageging and serial number updates).

Fill out = transfer form to transfer itemns to surplus orto another county department that may
have 2 need of the unnesded zsset, and contact the Purchasing Department Fixed Asset
Division for assistance.

Request dispasition of damsaged, obsolete, ar unnesded fixed assets

Reviewthe Fixed Asset Property Report received fromthe Fixed Asset Division and compare to
their pemanent file, notz any discrepandes and return the report for proper corractions.

Werifying the receipt of 2ll assets purchased, donated, court-zwarded andfor transfered from
ather County departments.
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Chapter-4

DESIGMATED REPRESENTATIVE RESPONSIBILITIES

12

13,

14,

15

16.

17.

18

148

20,

21

22,

23,

24,

25,

26,

27.

Verifying that asset tags are promptly received from the Purchasing Departmant.
Ensuring asset tags are promptly and properly affixed to assets.

Verifying assetdescriptions onthe zsset listing and purchase orders accurstely and clearly
describethe assetby induding the asset type, serial number, make, madel, and year; if
spplicable.

Ensuring County assets are only used for official County business.
Maintsining and updsting, s necessary, the internally generated asset listings.
Conducting periodic physical inventories of assets.

Recondling assets on hand with the intemal asset listings and the Alio invertory listing at least
ance a year and provide the results to the Purchasing Department.

Filing police reports and/or affidavits inthe event an item is lost/stolen, == applicable, and
notifying the Purchasing Department.

Werifying that the Commissioners Court 2pproves the remaoval of lost and stolen zssets from
the =sset inventory listing =t least once =2 year.

Maintaininga log to documeant the remawal, return, and purpose of the use of County
equipment.

Mzintziningz comprehansive 2ssetimnventory list thatat 2 minimum includes the asset tag
number, asset VIM/'serizl number, asset description, name of employes assigned the asst, and
asset's current location andor name of employee entrusted with the asset.

Requirethe designated staff members msponsible forfixed assets o sttendtr=ining on asset
tracking and record kesping requiremsents.

Establish records retention requirements for asset standardized forms.

Ensuring copies of final judgments containing court awarded assets are forwarded to the
Purchasing Department.

Ensure zll assets donsted are presented to Commissioners Court for approval.

Ensure sssetrecords forms are kept in sccordance with the records retention schedule.
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Chapter-5

DEFIMITION OF FIXED ASSETS

The term Fixed Assets{Capital Assets)1s usedto descnbeitems that have a useful hfe
of atleast onevyear, and conplies with the established threshold to be mcluded m the

County’'s Inventory System.

Capital assets mclude allitems purchased constructed, or donated, and may be either
mtangble (e.g., easements, water nghts, mineral nghts), or tangble (e.g., land,
buldings, bulding mmprovements, vehicles, machinery and equipment and —
mfrastructure). Inadditionto capital assets, the Cowty mairntains an mventory o f nunor
controllable assets, with the exception of expendable supples.

In Hidalgs County, Capital Equipment is
defined =5 intangible =and tansible
nonexpendable personal property with an
acquisition cost of more than 51,000 and a
useful life of more than one year.

Reportable Capital Equipment subjsct to
depredsztionindudes all items tangible and
intangible with a historical costof 55,000 and
zbove.

Minor Controllable Assets refers to any asset
having a value or cost of between 5300 and
5999 99 These items are recorded on the
county fixed asset inventory system for
manitoring and reporting purposes.

Controlled assets are items that need to be
secured and trecked due to lizbility issues,
insurance, licensing, original funding
infarmation orotherfactorstha donot meet
the definition of fixed zssets and are not
capitalized because they are belowthe 51,000
capitalization threshold. For departmental
budseting purposas, there is no difference
betweena "Capital Asset” and 2 "Controllzble

Aszet”. The onlydifferencz is in the procedure
for recordingthe asset inthe county's finandal
statements.

Examplas of the types of items that are tracked
=5 "Minor-Controllable Assets” are: Personal
computers, printers, televisions, DVR's, maobile
and twao way radios, weapons, cameras, it
includes office fumiture such as desks, chairs,
small shredders, bookcases, credenzas, et

Expendable supplies refer to items with an
acquisition cost of less than 5300. Types of
items that are considered expendable supplies
include: formns, pens, pencils, wastebaskets,
staplers, stamps, pocket calculators, tires,
batteries, spare parts, paint, bulbs, lamps,
lumber, nzils, tapes, diskettes, ribbons, czbles,
uniforms, shoes, boots, hats, badges,
hammers, wrenches, saws, small tools, etc.

The County of Hidzlgo Purchasing Departmant
Fized Asset Division does not monitor
expendzble supplies. Inventary of supplies
remain the responsibility of the County
departments using them.
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Chapter-6

FIXED ASSET CLASSIFICATION

There are five (3)major classifications of County Fixed Assets. The classifications
arebased onthe “Hidalgo County Expenditure Object Codes Guideline” 01-01-
2013, and the "Hidalgo County Capital Assei Guide-01-01-2002" Editions.

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

1. Land and Land Improvements

2. Buildings & Building Improvements

3. Improvements Cther than Buildings

4, Infrastructure [County Roadways)

L. Machinery and Equipment

Forcomplete information on Capital Asset Classification, plesse referto the "Capital Asset
Guide” — Hidzlgo County Auditor's Office, "Effective lanuary 1, 2002 "

Purchasing Department Fi- Policy & Proceduwres Manua
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Chapter-7

ORDERING FIXED ASSETS

The acquaitonoffixedassets starts with the requsition process until the items are
received by the user department.

The authorzed administrative assistant for the department will submit 2 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 commaodity section of the POisthe infformation seen as the description
ofthe Fixed Asset Propery Report. [t isimportant to use s description that will easily identify the
El

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

It is critical that the description information entered for items being ordered during the requisition
process is complete, detsiled, and spedfic enousgh to be transferred to the County's Fixed Assst
Inventory System.

Drescriptions should be writte nwith the fallowing information sequenca: Ifitis a2 ve hicle, enter firsttha
year, followed by brend name, model, and specify whether it is a2 car, van, pick-up, etc. &ll other
equipmentitems must have the brend name first such as Dell, HP, etc., followsed by model and finally
indicating whether it is 2 com puter, printer, tzble, chair, etc. Abbrevistions should be commaonly used
and esasily recognizable.

Assets held in trust, Capital assets held by the countyon behalfof 2 non-county entity and under
the temporary control of the county are called assetsin trust. Thisincludes 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 zsset remains the property of the granting 2gency.

Example of Assets Held in Trust: [tems purchased by the Community Supervision and Comections
Department [CSC0) 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 Hidzlgo County's Alio Inventory System =5 assets held in trust and Purchasing
should be notified when these assetsare retired. C5C0 numbering system starts with the prefix
A4 and do not have bar code reading capabilities.
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Chapter-8

CAPITALIZATION OF FIXED ASSETS

The Purchasng Department Fixed Asset Divisionhastheresponsibility o f ensunng that
all acqusibon o fproperty purchased or acquired through non conventional means, 1s
propetly capitahized meluding and not muted to purchased items, Court Awarded
Property, Donations, and other addiional costs.

Capitalize refersto report capital outlays as
capitsl assets in the bslance sheet.

Purchased items such 25 machinery and
equipment with 2 unit cost of 51,000 and
zbowve are capitalized and included in the
Hidalga 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 Systemifthe items are to
be used for law enforcement purposes.
HIOTA, DA's, Sheriff's Department, and the
County Constable Departments are required
to submit to the Fixed Asset Division [within
10 waorking days after receipt), a certified
copy ofthe 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 =t their
estimated fasir market
value =t the time of
acquisition by Hidzalgo
County. The user
department has the
responsibility to
complete and submit to
the Hidzalgo County Purchasing Department,

Fixed Asset Division the Inwentory
Motification Form FA.007 [Ref: Page 38),
and obtain County Commissigners’ Court
approval to formally zccept the itemsin
accordance with LGC § 81.032.

Proration of additional costs such as

transportstion, assembling, installstion, and
ather miscellaneous
costs are part of the
acquisition also known
25 ancillary costs. A
proration table - Form
FA.00E may be used to
sllocate thess
sdditional costs on 2
percent basis to the

iterns being acquired. [Ref: Page No. 39)

Capitalization of add-on costs refers to
upgrades to existing equipment that is
zdding a function or part that did not exist
before. Examples of add- ons are 3 new
madule, 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
inthe P.O. 25 an upgrade to an existing item.
Add-ons are added to the historical cost of
the asset.
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Chapter - 9
RECEIVING ASSETS

After the procurement process has been completed, the County Department
requesting the equipment will go through the process of recerving and 1dentifymg
the assets.

Az of Fiscal Year 2015, the County of Hidzlgo does not have = Centralized Shipping and
Receiving Department to receive and ware house newly acquired assets and supplissfor further
distribution to County Departments.

Current proceduresin place are that allitems ordered are physically delivered by vendors to
the physical address location of the County department requesting the needed assets and
supplies.

Az = result, identifying and acknowledging receiptof the equipment is the sole responsibility of
the designated representative st the department lawvel.

Once the equipment is received, the designated represenmtative should contact the Fixed Asset
Division requesting the physical deliveryofthe tags zlong with the tagging confirmation form.

Az part ofthe request, the PO numberand a description of the items being received should be
noted.

In situstionswhen the originzl asset ordered, sfter being tagged, failsto work and needs to be
exchanged or returned, the designated representstive should remowve the asset tag from the
piece of equipment, and notify the Fixed Asset Division upon receiptofthe new replaced item.

Infarmation such as the newserial number should beindudedin the notification. The originally
zssigned asset number should be typed inan Avery [sbel indicsting "Replacement”, and placed
in the replaced item. Upan receiptofthe notification, the Fixed Asset Division will procesed to
update the Alio inventory system.
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Chapter - 10

TAGGING OF ASSETS

A county asset number (tag)is 1ssued by the Fixed Asset Division at the tume a
Purchase Orderis authonzedandit 1s debivered to the department that requested
the equpment along with a confirmation form.

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

Tageing should be done by a2 designated
employee st thedepartmentreceiving and
usingthe equipment, with assistance from
the Purchasing Department Fixed Assst
Divisian.

When practical, tag numbers are to be
placed =djzcent to the egquipment
mzanufacturer's [.O. plate.

Ctherwise, tags should be placed on &

visible and accessible locstion such s the
upper left orright hand corner of the item.

Ifthere is not sufficientspace or the surface
iz not smooth or sppropriste, the tag
number may be placed away from heawy
exposure, wesar aress, or 3t 2 place which
does not detract from the equipment's
appearance and may be essily located
during inventory.

In some cases, engraving or marking the
item with 2 marking tool may be applicable.

ltems which are considered non-tagszble
are: Softwsare, dome cameras, network
cards, computer parts, weapons, vehicles or
equipmentused inundercover operastions.
The tags for this particular kind of
equipment must be kept in 2 folder for
review during audits or physical inventoriss
Documentation such a5 invoices and
pictures should also be induded indicating
where the items are currently located.

After the tagging process iscompleted, the designated employee should sign and return the
Tagging Confirmation Form FAJ003 within 10 waorking days from the date the tags were
received for proper update into the County's Inventory System. (Ref: Page 34),
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Chapter-11

FIXED ASSET PHYSICAL INVENTORIES

By statute, the Purchasing Agent 1s required to present an mventory hsting of all
Hidalgo County fixed assets to the County Auditor by July 1 of each yearm
compliancewith LGC 262.011. (1) To meet the statutory requirements, a physical
mventory 15 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) = Fixed Asset
Property Report for the previous yearend to
the department's =administrator or
representative for review and confirmsation.

Ezch County Department will receive a
computer printout of 2l 2quipmeant assigned
to their department. Upon receipt of the
report, the Department Head shall assign &
member of theirstaff to take the inventory.
After careful reviewifan itemis missing, itis
the responsibility ofthe department head to
report the missing item and the
circumstances invablved. If no discrepancies
are noted, the asdministratorshall returnthe
Physical Inwentory Confirmation Form
FAO05 to the sttention of the fixed asset
division attesting the sccurscy of the report.
The confirmsation should be received at the
Purchasing Department/Fixed Asset Division
within 30 calendzr days for proper updates
to the County's Inventory Systam. (Ref: Page
No. 36)

Physical Inwentory Conducted by Fixed
Asset Division

Underthe direction of the Purchasing Agent,
the Fixed Asset Manzger shzll monitor,
review and report inventories performed by
the County departments. A physiczl count of
Hidalgo County's inventory isdone annually
in coordination with the Department’s

representative. Complete physical
inventories are certified and maintained by
the Hidalgo County Purchasing Department-
Fixzed Asset Division. An inventory
certification of properly accounted for items
is provided to the Elected official or
department head at the end of theinventory
sfter fixed =zsset staff conducts 2 physical
verification based on 100 % or random
inspection of the inventory.

Fixed Asset Audit by County Auditor
Periodically the County Auditorwill audit fixed
szset records held in the Purchasing
Department and sudit sctualequipment held
by wvarious departments in the county to
determine the sccurscyof inventory records.

Unscheduled Inventories

If there is & change in elected official or
department hezsd during = fiscal year, the
Purchasing Agent will be notified of the change
with sufficient time far an inventory to be
performaed of the fixed szssets of the
department. Upan completion of the final
inventory, any discrepandes shall be eported
to the Commissioners’ Court for appropriate
action.

Upon receipt of the notification of
discrepancies by a County department, the
Fized Asset Division will update the
inventory records within a period of time not
exceeding 10 working days.

______
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COUNTY VEHICLES REGISTRATION

All County vehicles are subject to the process of remstration, msurance, fuel card
and emblems requirements dunng the acqusition, use, and disposition as follows:

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

1. 130-U"Application for Texas Certificate of Title" (e foge Mo 20)
2. VTB-62-A “Application for Standard Texas ExemptLicense Plates” [ser foge no. 22)
3.
4

"Odometer Disclosure Statement”, [ser foge Mo 22) and

. The Manufacturer's “Certificate of Origin for aVehide.” [mer Foge Mo 25)

Regular Exempt License Plates are issued to the user department,
once the registretion processis complete. A copy of the Registration
Receipt should be forwardedto the Fixed Asset Division in order for
License Plate information to be included in the County's Inventory
System. [Ret Foge Mo 27)

Texas Certificate of Title

Afterthe registration has beencompleted, 2 new "Texas Certificate of
Title* should be received by the user County department within 10
warking days. This title should be deliversd to the Fixed Asset
Division, and copies should be kept in the user county department
files. map Boge na 25

Emblems Requirement

Vehicles applying for Texas Exempt License Plates "must have printed
on each side ofthe vehiclethe name oftha 2genoy in lettersthat are
at lezst twao incheshigh orin an emblem that is 2t least 100 square
inchesin size, and of 2 colar sufficiently different from the body of
the vehicleto be clearly lagible from a distance of 100fzet” [Refer to:
Transportstion Code § 502 2015). An exception to this requirement

zpplies only to vehicles used to perform the official duty of 2 law enforcement agency. All
emblems should be removed a5 soon 25 2 vehicle is declared surplus to be sold, junked, or

salvazed.

Exempt License Plates Disposal When avehicle displaying an exemptlicense plate is sold,
junked, orsalvaged, the license plates and receipt must now be surrendered to the Tex DOT loczl
regional office for disposal and record updste.




HIDALGO COUNTY, TEXAS

Fixed Asset Policy and Procedures Manual

Chapter-12

COUNTY VEHICLES REGISTRATION & INSURANCE

Insurance

All County wehicles are required to have full coverage ar minimum lizbility insurance st the
mament of receiving the vehicle. Avehicle insurance notification must be submitted tothe Safety
Division Insurance Section within 24 hours of the vehide being received by 2 County De partment.

Fuel Cards

Afuel credit card request, vehide description, license plate number, and County Asset Mumber
[Tag Mumber) must be submitted to Fuel Card Spedalist for issuance of a Fuel Credit Card. [Refer
to Fuel Credit Card Policy) for proper use of the card.

Machinery Type Vehicles

e

vos M L !
K
: o~

Unconwventional type machinery owned by exempt sgencies must be registered with exempt
platesifthey are used upon highways and strests 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. jRef: Poge MNo. 42)

Farm type machinery such == Ford ar lohn
Deere tractors can be registered and titled by

using Form 62-A and evidence of ownership.

Exception to License Plates: When tractors are
not used on roadways, then an [SMV) Slow
Moving Vehicle 5ign should be used.
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ASSET SAFEGUARDING & REPORTING

Laws Enforcement Accounting and Safeguarding of weapons

Each County Law Enforcement Diepartmant has the responsibility to account and safepnard the
weapons undertheir control. Upon receipt of a weapon, the officer in charge of maintaining tha
inventorv should conduct a due diligencato identifv, accomt, and recerd all partinent information
in a log book, and follow certain procedurss which includs:

1.

Conduct a periodic inventory of weapons to ensurethat the Alioweapon inventory listing
agrees to the weapons on hand. The inventory count should be documented and
maintained an file to identify when inventory procedures were completed.

Prepare a "sign-out” log to document the name of the officer that was issued and
returned the general use weapon.

Ensure that purchased, court awarded and/ordonated weapons are promptly added to
the Alio asset inventory listing. In addition, supporting documentstion for court awarded
and/or donated weapons should be promptly provided to the Purchasing Department.

. Consistently prepare “Firearm Requisition Foarms" and “Firearm Return Forms" to

document the issuance and return of wespons, as spplicable.

Ensure that employees prepare a written affidavit documenting the circumstances that
resulted in the weapon being lost /stolen.

Infarm zll officers of the requirementto provide reimbursement for lost /stolen weapons.

Ensure that police reports, affidavits, receipts, and othar documentation supporting the
reimbursementofthe lost /stolenweapons are provided to the Purchasing Department
far remavwal of the weapon from the Alio inventary listing.

Document the name of the Shariff's Office Division responsible for investigating and
reporting on lost fstolen weapons [i.e., Internal Affairs). In addition, the name of the
person responsible for adjudicating the results of the investigation and determining any
disciplinary action should be documented.

Document the name of the person responsible for entering lost, stolen, or missing
weapons intg the MNCIC databsse, or any other zpplicable databsse. The written
confirmation from the database should be maintzined on file.
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Chapter-14
ASSET INTERNAL CONTROLS

To mamtam accowrtability at all tumes ofthe madmnery and equipment assigned to
County Departmernts, each department assignedrepresentative should mantam a log
book to record the location of the equipment within the Department.

Aninitial inventoryshould be conducted to determinethe current location of each item listed in
the annusl inventory report received from the Fized Asset Division.

Duringthe inventory, itwill be determined by the Department’s assigned representative the
room number, Department Division, Building Mame, Floor, and employee name responsible of
using and ssfeguarding the equipmeant.

Off site use of equipment

All fixed assets should remain st the physical locstion assigned tothemwithin the department’s
premises [asshown on the Fixed Asset Property Report). Assets may only be removed from the
department when suthorized by the department head.

Asset Replacements

Inthe event an item isreturned and replaced with a new one, the old tag number should be
removed from the defective itembefare it istaken off the County premises where the old asset
was located. Upon receipt of the new item, a notification should be sent to the Purchasing
Department including the asset # information, the description, serial number of the new item,
and & reference to the ariginal PO.

Temporary Remowval of Assets from assigned location

Oninstanceswhen a piece of equipment such a5 a computer is removed from its permanent
zssigned location within the County Department, such =s for repairs by T or by 2 contracted
vendaor, the information pertaining to the asset being removed from the premises should be
documented in the log maintzined by the designsted staff member responsible for the
management of the County property assigned to his department. The lag information should
contain the removal date, estimated return date, and the purpose for the temporary remaovsl of
the equipment.

Since thisisan internal control, each individual Departmentshould develop their own log system
that will include the condition, and the repairs history of the item(s).
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TRAMSFER OF EQUIPMENT FROM OMNE DEPARTMENT TO ANOTHER
The Purchasmg Agent has control over the transfer of equipment from one

department to another, with the approval ofthe Conmmssioners’ Court. (See Section
262011 (1)— Local Govemment Code of Texas).

Adepartment does not have the

. suthority to transfer equipment

— = fram one department to
= = T i ] : another, destroy, throw sway, or
e discard equipment. A request to

maks = transfer or dispose of
equipmentshall besubmitted to
the Purchasing Department and

— o - with proper approval may then
e b - i i e o : be transferred. After approval by
—_— T — - the Purchasing Agent, the
— w— - ' transfer of zssets will take place,
- x = = . at which time bothdepartments

will sign the form.

Ctherwise, the department head is responsible for 2ll equipment assigned to his/her department.
County assets are required to be used for county purposes only. When equipment is taken off county
pramises for rezsons other thantransfers or final dispasition, then a2 formal request and formal
approval from the department head or designee must be obtained. This includes situstions when
assats are taken off-site for repairs. The temporary removal mustbe documemzad and 2 log should be
maintzined to indicste who sccepted responsibility for the item being removed.

Afixed asset transfer occurswhen s department sgress to give an 2sset to another department
or 2 department transfers 2 fixed 2sse2t to 2 new location within the department.

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

Once the transfer form is received at the Fixed Asset Division, the Hidalgo County Inventory
System should be updated within 2 period of 10 waorking days.
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Chapter - 16
TRAMSFERS TO SURPLUSOF NO LONGER MEEDED PROPERTY

The Fixed Asset Division m the county i1s under the general control of the
Purchasing Agent who 1s assigned the authonty by the Comrmussioners’ Court to
move surplus assets fromone department to another andre-asagn fixed assets asthe
need may anse.

The Purchasing Department Fixed Asset Division is responsible for warehousing sl surplus, excess, or
salvage items. [tems no longer useful to the de partments are stored by Purchasing st the warehouse
for reuse by otherdepartments oruntil sold. User departments can sometimes |eve ege scarme budsst
funds by requesting 2 transfer of surplus zssets located in thewarshouse ratherthan purchasing new
sssets. [tems such as office furniture and equipment are available in the warehouse.

Mo propertyisto be sccepted by Purchasing Office steffwithout proper completion of the transfer
information and ap proprste signatures of the Hidslgo County Asset Transfer Form FAMDZ. The form
should be sent to the Purchasing Agent before the transfer is made.

Once the tmnsfer form for surplus is completed, the next step is to transport the asset to the
warehouse or designated locstion. Departments that cantrensportthe sssetdirectly need to contact
the Fixed Asset Division toensure that the surplus specizlist is available to receive the asset st the
warehouse. The user department shall not drop off assets without the surplus specizlist being
svailable to receive them.

Departments play 2 key role in ensuring that 21l fixed assets that are disposad of or s2nt to
surplus are properly reflected in the County's annual financial statements.

The surplusform isused for fixed and non-fixed zssets. If the item is a fixed =sset, include the
permanent tag number. The form is to be completed by the administrator [designated
represantative) and signed by the Department Haad.

Far miscellansgus items such as confiscsted items that have been Count-Awarded for dispasition,
abandoned and unclaimeditems, and other items [not in inventory), the County departments
submitting the transfer from should ensure that an I0#, Final Judgment number, and the fund
account numbers are included in the Transfer Farm.

The Purchasing Department/Fixed Asset Division has no responsibility for missing or unaccountad
items not having the necessary information that isincluded in the final report delivered to the
County Auditor's Office/Accounting Division for final distribution of funds into the proper
sccounts, Properdistribution of funds benefit the County Departments transferring assets to
surplus for disposition and are authorized to appropriste such funds.
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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).

Afixed asset disposal occurs when a2 department has a fixed asset that is no longer considered to be in
warking condition, is obsolete, scrapped or dismantled. Ifadepartment no longer nesds an ass=t and the
asset iz not beingtransferred to anotherdepartment, the asset can be sent to surplus for disposition at
public auction.

In addition to periodicdispositions during public auctions, capital assets may be written off in instances
where they have been destroyed, stolen, lost, obsolete, or are damaged beyond repair. Alist of such items
must be presented to County Commissioners' Court for approval to be removed from the County's
Inventary (Ref: Form FA-D0E, Page Mo. 37). Final disposition of no longer useful eguipment and county
owned real state property can be identified in one of 14 disposition methods == outlined below.

. 1. Auctions

L 2. Competitive bids

. 3. Trade-ins

. 4. Donations

. 5. Returns

. 6. Discarded/\Waste Property
. 7. 5zlvage

. 8. Missing Assets

. 9. 5tolen Assets

L 10. Scrap Metal

L 11. Dispaosition by Destruction
L 12, Disposition of Abandoned and Unclaimed Property
. 13. Cannibalization

. 14, Disposition of County Owined Real 5tate Property
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FIXED ASSETS DISPOSITION

The Purchasing Agent will penodically request that the Comumissioners” Court
declare property “surplus™ or “salvage” for disposition at public auction or by
Compettive Bids.

1. Auctions

Once Commissionars’ Court approval is received, the Purchasing Office shall coordinate the
placement ofthe advertisement. LGC § 263,153 (a) specifies that:  The commissioners’ court shall
publish notice of 2 sale of surplus or szlvage property in 2t least one newspaper of general
circulationin the county; and [b) The notice must be published on orafter the 307 day but before
the 10* day before the date of the sale”

The Fized Asset Divisionsupendsesthe auctionto ensure that it meets statutory requirements
and may reject offersin accordance with LGC 263,154 which states: "The commissioners’ court ar
its designated representative conducting the sale may reject any offer to purchase surplus ar
szlvage property ifthe court or representative findsthe rejectionto be inthe bast interest of the
county.”

Once the auctionis complete, the Purchasing Department-Fixed Asset Division keeps 2 record of
each item or surplus or salvage or propertysold and the sale price of each itemn asdictated by LEC
263,155, Auction procesds are collected 25 required by LGC § 263.156 =nd deposited by the
Treasurerin the County's General Fund or the appropriste Special Revenue Accounts established
by the Purchasing Departmentand the County Auditor's Office Accounting Division for sales of
equipment. The Surplus Auction Final Report should be delivered to the Accounting Division
within 10 working daysin order to distribute suction proceeds to propergeneral ledger sccounts
in atimely manner.

Surplus Procedures Prior to Auction

Before the sale of surplus equipment st publicauction, all Hidalgo County identifying information
shall be removed by the County Department st2ffin charge of dedaring the items as surplus for
dispasition. Itincludes and is not limited to remowve 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 rendared inopersble and useless prior to disposal.

Prior to submittal of the transferform, spedal asttention should be given to indicate the funding
source of the items being declared surplus for disposition. The funding information provided by
the department should help expedite the timelycompletion of the Surplus Auction Final Report.
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FIXED ASSETS DISPOSITION

2. Competitive Bids

The process for competitive bids is similar to thetof auctions. The Purchasing Agent shall compile
a list of items to be declared a5 “surplus” or “salvaze” and request Commissioners’ Court
spproval of the items for disposal. Once spproval is received, the purchasing department places
the advertisement. The Purchasing Agent supervises the competitive bidding process and agsin,
may reject offers, if it is in the best interest of the County. Competitive bids are received as
identified in the sdvertisement, opened, resd and the best bid accepted.
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FIXED ASSETS DISPOSITION

Trade-Ins, Donations, Returns

3. Trade-Ins

Atrade-in can be defined asexchanging an existing asset a5 part of an agreement to scquire a
new asset. Commissioners’ Court of a county may: “"Offer the property as & trade-in for new
property of the same general type ifthe Commissioners’' Courtconsiders 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 = request for trade-in must be presented to county
commissioners courtfor approval. Trade-In allowance docwumentstion must be provided by the
vendor and included a5 part of the 2genda packsge. Trade-In allowance informsation must be
included in the P.O. by the Purchase Order Administrators.

Trade-In value, ifany should be included in an asset's cost. Example: Purchase cost + trade-in
value of old zsset = totzl cost of asset.

After obtaining 2 trade-in allowsance from = vendaor, the department submitting 2 requisition
should ensure that the County 2sset &, description and trade-in zllowance of the old item are
entered s 2 caption and clearly printed in the Purchase Order under the description of the new
itern being acquired.

4, Donations

The Commissioners' Court: "May dispose of the property by donating it to a civic or charitable
arganization located in the countyifthe Commissioners’ Court deteminesthattrying to sell the
property wouldresult in nobids received or the bid price is less than the county's bidding relsted
expenses; the donation serves 2 public purpose; or the organization provides the county with
sdequate consideration relsted totransportation or disposal expenses relzted to the property.”
[See Texas LGC Ch. 263.152 [a) [4)).

5. Returns

If it is determined that the squipment is defective and needs to be returned, a credit
memarandum or refund check must be sentto the County Auditor's Office for scceptance 2nd to
depaosit the refund in the original budget account. A copy of the documentation must be
forwarded to the sttention of the Fixed Asset Division so that the asset records in the County's
Alig Inventory System can be updated to reflect the retum ofthe zsset. 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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FIXED ASSETS DISPOSITION

Discarded, Salvage, Missing Assets

6. Discarded/Waste Property

Discarded waste means proparty which isincapable of peforming its intended function, and has
na walue for any other purpose. These materials are of no value to the county ather than through
recycling or disposal. [See Texas LGC § 263.152 (a) (3))

7. Salvage

"Salvage property— means personal property, other than items routinely discarded 25 waste that
becsuse of use, time, accident, or any other cause isso0worn, damaged, or obsoletethat ithas no
value for the purpose for which it was ariginally intended” [5ee Texas LGC § 263,151, 1),

8. Missing Assets

The user department shall contact the Fixed Asset Division when 2n item isidentified 25 "missing”
and the department cannot prove that theft occurred. Assets identified as “missing” shall not be
immediztely remaved from the imwentory listing, butshall be retained untilathoroughsearch can
be made to determine thatthe asset is not locsted elsewhere in the county. The user department
isrequired to make athorough and adequate search for the missing item and document steps
tzken to locate the ssset.

Afterthe initial physical inventory certificstion is provided to a County Department, [tams 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 unlocsted equipment, “missing” assets will be retained on the
inventory listfor aminimum of three years. Far each inventory period during the "three year”
period, the department is required to sgsin make a thorough and sdequate search for the
missing item.

After three successive inventories in which 2 missing item is not located, the responsible
Elected/Appointed Official or Executive Manager shall provide 2 memao to the Purchasing Agent
and the Commissioners’ Court outlining the circumstances surrounding the missing item. The
Elected/Appointed Official or Executive Manager shall zlso jointly present tothe Commissioners’
Courtvoting session in whichthe Purchasing Agentmakes a request ofthe Commissioners’ Court
ta remowve the item from inventory.
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FIXED ASSET DISPOSITION

Stolen Assets, Scrap Metal, Disposition by Destruction

9. Stolen Assets

The slected/zppointed officizl or department head shall report stolen items from their
department immediztely to the Hidzlgo County Sheriff's Office, the County's Sefety Division, and
shall complets an incidentreport. The user departmeant shall send 2 copy of the incident report to
the Fixed Asset Manager. Areplacementshould not be requested until sfter 90 days to allow for
itern recovery. An official or department hesd 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. Recoverad items are similarly reported to Commissioners’ Court. The user department
shall notify the Fixed Asset Divisionifthe item has/has not beenrecovered so that the inventory
records may be adjusted. Use Asset Disposition Form FA.DDE. (Ref: Page 37)

10, Scrap Metal

Accumulation of metzl objects that were part of old building structures, metal parts from a/c
units, or parts of trashed items, may be disposed by usingtha services of the County's contracted
scrap metal company. The request for disposition should be presentedto County Commissioners'
Court for approval. The request should include s list of any items that may have 3 County ssset
number, and/or serialnumber, and a complete description to ensure proper remaoval of such
itermns fram the County's Inventory System.

All scrap metal itemsthat have been declared surplus for disposition, should be transferred to
Facilities Mansgement for proper disposal. Facilities Management personnel will separste the
units as:

1. Metal
2. Copper
3. Aluminum

Facilities Manzgement may sell the scrap metal inthe openmarketor to the county's contracted
scrap metal company. All procesds from the sale of scrap metalwill be deposited in the county's
General Fund.

11. Disposition by Destruction

Iltemns that may constitute a liability to the county, such as weapons, bullet proof vests, law
enforcementuniforms, emargency light bars, badges, computer hard drives, and items that are
soworn, obsolete, broken, and no loanger useful for their intended use, shall be presanted to
County Commissioners’ Court to be approved for destruction. [Please indicate County asset
number, description, serial number, and reason for the listed items to be destroyed).
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FIXED ASSET DISPOSITION

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

12, 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 inthe County Treasury 2s outlined in article 18,17 ofthe
Code of Criminal Procedure.

13, Cannibalization

In general, assetsshould notbe cannibalized for partsunlessitis in the best interest of Hidzlgo
County to do so because 2 need exists for the cannibalized parts or will exist within the near
future. All partswhich have a common use shall be considered recoverable and candidates for
cannibalization. Examples of such items include: motors, chains, gears, and subassemblies
commanly sald as reconditioned or rebuilt parts.

Aftarzll useful parts ofthe cannibalized 2552t have besnusad the asset must then betransferred
to Surplus for disposal. The user department shall indicate in the “remarks” column of the
Hidzlgo County Asset Transfer Form whether or not an item has been cannibsalized and the
component|s) that have been remowved. This assists the Fixed Asset Manager in appropriately
nating the condition of an asset whenit issold at auctionor in determining whether or not it can
be remowved from the department's inventory.

14, Real Estate Properties Disposition
Rezl 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,

Arequest to place the property for sale should be presented to County Commissioners’ Court for
review and approval. After the review, County Commissionars’ Court may make 2 final
determination on the proposed sale.

Beginningin Fiscal Year [FY) 2014, all Real Estate Property approved by County Commissioners'
Court may be forwarded to the Contracted 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 35 3 guideline and reference for guestions related to the mansgement of
County fixed asssts.

It isnotthe purpose ofthis manual tocsuse hardship toany person, but to provide for a better
understanding of the importance of fixed ass=t responsibilities and controls.

Any issue nat spedfically addressed by this manual should be directed tothe Purchasing Agent priorto
any action being taken by the department.

All furniture, 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
maks 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 contral, the job of controlling and managing county
praperty will be made easier for all concerned.
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LIST'OF FAXED ASSET FORIMS

Copies of these forme are available in elecronic format, and can be delivered via e-mail orina CO by
calling the Purchasing Departrment Fixed Asset Division at (956) 318-2626.

FORM Mo DESCRIPTION

FADDL o e e e Declaration of Representative Farm

FADD2 e e e e Transfer Farm

FADDI e e Tazeing Confirmation Form

FADDL o e e FAProcedures Manual Acknowledzsement Form
FADDS e e Physical Inventory Confirmation

FADOE e Aszet Disposition Form

FADDT e e et e e Inwventory Notification Form

FADDE .. e e e e s e Proration Form

OMAW-WEHICLES REGISTRATION FORMS
{Awvailable in electronic format at [www, TEDMVY.gov)

130U e e e e "Applicationfor Texas Certificate of Title”

WTR-E 2R e e "Application for Mtandard Texas Exempt Lic Plates”
BFABE-3 e e e e "Odometer Disclosure Statament”

Documents received from dealership and Tex-DOT,

e terme s eren smsree o "Manufacturer's Certificate of Originfor a Vehicle®
L "Texas Certificate of Title”

WTR-500 e e e e Vehicle "Registration Receipt”




Hidalgo County, Texas
Purchasing Department/Fixed Asset Division

Declaration of Representative Form

TO: Hidalge County Purchasing Department
Attention: Fixed Asset Manager

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 #

Co Cell Ho| e-mail address

Elected/Appointed Official or Department Head Signatre

Printed Elected/Appointed Official or Department Head Name

Declar stion of Representative

Form: FA0D1

Cate

Department

Page Mo, 32
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|
Fixed Asset Policy and Procaduras hManual

Acknowledgement Form

Diata:
Te: Hidalge County Purchasing Departmant
Attention: Fixned Asset Managar

I cartify that ] have obtained. read andunderstood the contents of the 2015 2* Edition of the
Hidaleo County Fixed Assst Policy and Proceduras hManual as revised February 20135,

Dats

Deasisnatad Raprasentative Signaturs

Dats

Elactad/Appointad Official
O Department Hzad Signaturs




|
Fixed Asssat Policy and Procadures hanual

Physical Inventory Confirmation

ras
-\-I

T

-.._‘-

SR L
Ty
b

SR

AT
Hidalso County Purchasing Department
Phywsical Inventory Confirmation Form

Data:

To: Hidalgo County Purchasing Department
Attention: Fixed Asset Manaper

From:

Attach: Complatad Inventory List

Thave raviawad the attached fixed assets inventory for my department and, sxcapt as
noted on the inventory list and referencad below, hersbvacknowlades all listed property

to be accountad for and in proper working order.

Data

Electad/Appointad Official orDepartment Head Signaturs

Comments:
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HDALED COUNTY, TEXAS
PURCHA 3ING DEPARTMENTIFC{ED 4 33ET DIV] 30N
PRORATHON Y STEM

Ener valuss From Quota

P T NAME:
Loc:

Towl Quots = =

Delbv & Inst Cost = =

Preparsd by:

Data: 2472015

et - (Lots Mo:

Vandor

Risviw o0 by

Azsat 0 Linit Totsl  InskiCost DelivEinst  AcgCost | Credidiny | AcgCost
oty Ha Cods  Cos Cost kL Prorated  Sub-Tokl 4 Tokl
* | CapiElEqip = 5 3 glii] - - - -
* [Mimor Eq 3300 o 99998 [Ob] Code 661-665 -
- Total - - - - - -

Ooject Ui

[DBAECT CODE SUMMARY] Code
Capkal Eaubment =

Total Instal Cost
Cost Coost %

ImstalBtion
Cosls

Credi

Sup-Total Invoke Total

Milnorihiksc EGQ - - - = = - - -
Sumples - - - - - = = =
Total - - - - = - =

JmaFAPRORATE SYST.OS 11,14

242msE

21 0F 1
FAQD3 Page3s
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APPLICATION FOM TEXAS CERTIFICATE OF TITLE

i WASED AREAT ARE TO B COMPLETED BY THL SELLER s
——+ THPL O PRI MLATLY W B s

a mu;l—.—.—n—.

T T P

1 . PR 1 Clneai L Ty

e e 2

— 0 LT T el BN —
ki e F s,
o B g [

T OPTE LORema i TLEL R B TR [ L] Imh D-: P:.-l-l' I:I'==-' I T

A e Vi e O O - AT e ! ELT L Thull L] o e Sy (e T

T

el e e e e L
e T P Faiain (P & S
o Tmfee

S T g e T ]
By e B S i

e AT
o g il (0] e il T - il g SRARE - COCRE TR PRI ] ) - Mg sy Mg L
-ruwmmmmﬂvwlnmu—mmm
[ —
0 e v - et A AL e e, Rl e
O = D & L= e Mion Cindln, | 3. 20
W DRt O Ol | we - e Illldﬂ-—lll--l"nl
FEED R
LB L T DO i "
= L] " [} A B
L Dl W S [ S S P e T e
- Zar i § o R iy
A W e -
L o 1 oy s P i e i e i

e ——

-k f i) Fug= M=z 2D



Sample

GENERAL IMSTRUCTIONS
APPLICATION FOR TEXAS CERATIFICATE OF TITLE

This B ewuet ba compisted and pubmitiesd 1o your County Tax Assestcr-Collscton atoompanied bry sy
regaired spplication fee, Bupporting documarnts, regiELrEon fee B applicable, S sy mober wehicks ia
dus, kn application lerm may be rephodused o laosd; howewie, & Somplated Tomm musl conisin origined
signatures I be accepled.

BVASL B LE HELP

& o ELAMVIGAGE N COMREGnG TN R oonieol yoor County Tae Asssssor-Collanior

v For Inficrmation st maoled vehicls Aaies and use B, of emission Ji, coniact the Teess Compirelier of
Publc Acoounts, Tax Assistence Soction, o 1-B00-262- 1302 soll e ralicreide, of ol 51260834800
{From a Teecommunication Device for the Deal (TDD) DHLY CALL 14500-288-800, ol e natiormsics of
call ST, )

* Fod Wi o reghteulion informalion, oontec your County Tan Asssssor-Coliscior 0o the Taxas Depariment of
Traraperiston's Vihicls Tiss ared Fagistson Division al 512085-T811, (From & Teecommunsalion
Dhirvics for e Dad [T OHLY CALL 5123022110

KOTICE
il & bew endaptlions, you are eelitied G b bk i sl @ o ket T DHOT Sdl b dbaced poie.
Tanss Govesmemien Cods, FIS5L0TT, SREOTI, snd SSE.004 furher enkiths you B0 fialve And review [h
Indgrmnation oo requesst. s bo reqresst that Bhe departme] correct sy Inlcrmaticn sboudt pou Bl i
Dask ot 5124857811 for turther detalle.

Ay pisrion wha keowingly Signs a falss, joint stalement i puilty of & lelony of e third degres:
{TEX. Tiix GODE ANN., §152.101)

Trah ks il Ll i Pl D pad) e P Gty Tiol weibds 2 Cpdinty weling days o e el
ol Rt o @iy e Teamp, Thay ooaeery will oodlect o 5250 fow dor of o i i G T
En acplcutcn lsss. W Rol Surssnily sigaiensd, regEiralon fead will be dua.

(e Poipareb ] BlSCRSE. Fhiy B dEET M P T ErPoialral Fladalie FBS BRPCRART OF ol RANRERS AT

B Pl B8 o7 Gt gy I paigd from 1 i ) calanaiar clagy ity B penaly of & pioend of B bix ol ba

m—nmmmm“nﬂﬂumwunhmmlhhm
A S ).

I g i By ks taa [urprresnl Traraporision Cods, 001w 530000 peovides bor

daliregmnt hannis ppraty of $100C ko o mpolp e e Hm-ﬂﬂqhhlﬂl:dﬂl

aawgEeTeal. Bobvsi P GpDACation, ERore with [eope vedens of ownanthip, s 5 copy of el ool of

nﬁmm-nﬂ-——nm Py, e, an prgvicd in Trameponation Cods,

5021

W v reskieriy appiying for Teoas cerFicais of Hs and mgisineticn lor & molor voRichs must iia of B County Ta

mﬂnmhhi—thwrﬂﬂhmdmm
e rdpuine Tl G v pevicusly reghiried o Dl o0 Fegetered i Bnofe Kle OF coundty. b inspacted o
ety el T o g warkal ramiee o wehaols khenilicafion number veied befors nuch wefitien may L aegrilined

i Teans. Thamn Fapeschons st b made by Sl Sgpeoeted Sabely ase o Sl wisd w8 Fe QOT{RN B0
gl ol it ‘Wi WL Cartl sl e astd Eell Bsberimied 1o Pae Coanty Tax Aasssc-Ciliacior =il

¥onr pplaton lor regaineon ard oeriican of .

r T, e fimat e = Tide L B ek Tagz Mz 31



ﬁ' Application for Standard

-, Texas Exempt License Plates
]
e B e 0 Sy e andaet Tazaa suamgl Bodads pliled I o Spanty @ Pol & valufissr e dspar™ant
oF amicpaay MMbulade sbevoe. These aHences ahould sulml diarer lomm 1o oblain bRl Boenie plaled’

+  Wolerse find cebatreres should submit lomn NTH-A2F
= Emegercy amiulence seraces should sl pom YTH-A2-EMES

Complats o pages of s lm. For gusanons, regardng ihis leem, ooriac your oonl County Tan Assassn
Colscior’s offos.

Donibees s avisaneg Bl yrasy (el oy Wi Cormieles BTN w11 &Ry Fegu RS ATRErmenls o) goul nosl Counly
T Assansor-Collachon's ofon

Mote. A Federal b sxemplion atahua or the malgnment o & Compliolier LD, rumber does mof qualify yoa
for szemi! pledes.

[Prind of Bp ik}

EnirTd viPacie) | wil D (pstied o Mased try Tad fof Tt £t O Qa2 ataon:

Contact First lama naal Lt Fiama

Tayma o DI QE0n Frane

Anduz

iy fasis ___ JipCads Courty

Shaiuts Mumber_ vt el \or Spciaral grenmmant, ity Clem, oounies, of schoo! et
P S mrreep——— Y T T PFT S M SR

Plaase check the Rem thel sppliss

[ Chunging from mgle nee soespt Kenss paies o slandand Teass et Renss plaisi

[ Fbplicing ianm somryl lcane plaiss Frled e 52658 Sk STt Bai) netlaeds i M LSk o I rent
eyl ks 1 Wl (SO DR sl wien AL, Bl o PoliEtec Ul T e SRty i) pour Bt
Couity Ty Abirgfr COMory offon. Wi yoor fae Dl Bithey, STmeSaiy Surinddr iy g
Pikind fwith ihe sigrnpl loants receis) b your sl VTR Regonsl O

STANDARD TEXAS EXEMPT LICENSE PLATES

Exempl agendias ane nequianed 1o file thiir paparwors Bwough tha County Tax Assessor-Collecior’s
office in M county whene the exempt agency i located.

HOTICE Wi i o acncwpiiorm, you @ wriied 15 by Flormed ataoul e mlsimation TelW0T colecty sboul you, Tesa
desmimin Code, JISA2 03], e B30 Pt vl B you 83 receves 5 e T it rsln on
#HBHHW Sy T wtoa o Sl w Sesvred ndome . (M conbec B
T Wticim Timn and Flecmistior: Crmen of 912485 TE 1Y i-hn-qu.-h

TaDOT Form VTR-S3-A - Page 1 of B

o= o Bl Tico i Sxcmgd Loorac Ples

S VT2 Tmg= M= 41
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Rwpa ddwn g bwlarima s from pag 1)
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& The oodor of the Siley conmrmeny sufoke iy weih T vaiic i’y body 4o be agitls from st o 700 jest.
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EXCHANGE REGISTRATION RECEIFT

COMITY: HIDALAS TAS BAHE: BEMANTS

CATE: BL/16/2000
FLATR NGy 19630 TIME. 16, 33AM
COCUENT

.
EFTECTIVE DATE; 00716/300%
BXFTRATION BATE

HOE TRROSDINIENLIADEE BMFLOVEE I8 LNMART TRANEACTION ID Ledl0pitesTioaiam

DWMER RAME AMD ALCWELS
HIDALGD DOHETY
1g% B CANG
EDINDIEG, TA TEEIS

RRGIFTRATECH CLARS | I!'IHF'-W" FOR TITLE ONLY
FLATE TriE: EXEMIT DOUMLE FLT

ONGANETEATI0N |

ETECKER TEFE!

PREVIOUE FLATE 80 41D¥W1 MREVIOUS EXF MOTR: 2/3014
'||"I1|'-|':'-'|.-l CLASCIFICATION: TRE<=1
C1.E JDENTIFECATION WO LFTRELISFEFAIILET

'I'I..I'H.lﬂl dS0B/FORD  MODEL | oY §TTLE PE EIT MO

EMFTY WT: 5108 CARRYING CAPACITT: L1390 SRCEE WY F100 TOREMRGES .09
EO0Y VEMICLE IDENTIFICATION MO TRAVIL TELRE LENGTH: 2
INVENTORY ITEMIG] W FEBE AREETEED

et DOURLE PLT Xt RESISTRATION H

VEHITLE NECORD NOTATIONS

& bii
@60

METHOD OF FAYMENT AND PAYMENT RMAOCHT

EELEASE OF PRRSOSAL INTO RESTRICTED
HELERGE
ot
TOTAL AMDUNT PRID 3 .58
THIS EECEIFT TO ME CAREIED 1IN ALL COMMERCIAL VENICLES,
m- Frva far
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Hidalgo County, Texas

Fixed Asset Policy and Procedures Manual

Contact Information

Hidalgo County, Texas|
Purchazing Department
Fiwed Aszet Division

2512 5. Highway 2E1
Edinburg, TX 7E53%
Tel. [256) 315-2626
Fax: [956) 316-2620

Martha L. Salazar, CPFE

Hidalgo County Purchasing Agent

Martha.5alazar@oo hidalzo.buus x 4862

Azusda “Aggie” Garcid.. Fied Azset Manager........... Agusds. Garcia@coohidalzobLus 24873
Juan M. Alvarado.......... Assistant Fixed Asset Manager.. Juanalvarado@co hidalso.teus %4870
zabrigl Mavarro..............  Inventory specialistv................  Gabrigl NavarroEop hidalzo teus %4872
omar salinas............  Inwemtory Specialist IV.............. Omar.Salinazsi@co hidalzobus x 4884
Cazoberto Rios..............  Inventory Specialistlil.............  Dagobert Rics@co.hidalgo.teus %4880
Rogelio Garcia................  Surplus Specialist ... RoZelioGarcia@coohidalzoteus %4878
Canigl AANiE.......oooevo. IMVEMtOrY Spedialistill...............  Daniel Alaniz@co hidalzotews  x4871
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