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2 Property Accounting and Control 

Property accounting procedures are designed to maintain uniform accountability for State property. These standard procedures are used to provide accurate records for the acquisition, maintenance, control, and disposition of property. The combination of accurate accounting records and strong internal controls must be in place to protect against and detect the unauthorized use of State property.

3 Property Number Asset Tag Identification

All equipment, valued at $500 or more, will be marked with the property number asset tag, and recorded promptly upon receipt. It shall remain so identified as long as it is in the custody, possession, or control of the CWS/CMS project. Assigned property numbers are recorded on all applicable receiving, shipping, and disposal documents, and any other records that may be a part of the CWS/CMS Equipment Management system. Such markings and identification are removed or obliterated from the equipment only when sold, scrapped, or otherwise disposed of. Once a property number has been assigned, no change is made during the life of the item regardless of transfers. Property number asset tag data is maintained by CWS/CMS Operations Manager.

The application of the property number asset tag to the equipment is the responsibility of the CWS/CMS Operations Manager; however, this function may be delegated to a contractor or county representative when deemed appropriate. The property number asset tag is applied on the assets', to the extent possible, front left-hand corner unless its size or nature makes it impractical. If additional identification is considered necessary, it shall be applied in a manner that will avoid confusion with the property number asset tag. 

4 Electronic Data Disposal

Before any CWS/CMS owned or managed hard disk or system containing a hard disk is transferred, surplused, or donated, it must be sanitized by removing all disk partitions and reformatting of the hard drive in a secure manner or by using an approved wipeout utility. Diskettes and other magnetic storage media that contain any government data or software must be sanitized when they are no longer needed. Simply deleting a file is not sufficient to prevent someone from undeleting the file later. 

5 Property Accounting and Control Form

In order to document and track the status of new and existing equipment in the field, the Property Accounting and Control Form (PACF) must be filled out and returned to CWS/CMS Operations Manager.  The same PACF can be used to document the installation of new equipment and the disposition of any decommissioned or surplus equipment. Up to ten entries can be completed per form.  A separate PACF should be used for each County.

5.1. The PACF Fields

Date: 

The Date field should represent the date the PACF was filled out.

County Name:

The County Name field should be the name of the County that the equipment resides.

County Number: 

The County Number is the two digit unique identifier number used by CWS/CMS and its contractors.
Property Tag No: 

Fill in with the Property Asset number.  All new equipment will have property asset tags, ( see section 2 of this document), and most older equipment should have Assets Tags as well.  If a Property Tag is missing, then enter "No Tag" in this field.

Description:  

Fill in with the make and model of the equipment

Serial No:  

Fill in with equipment's unique manufacture's serial number.
County Site No.:

The County Location is the four digit unique site identifier number used by CWS/CMS and its contractors.
Disposition No.:  

The Disposition Number will be one of four disposition codes. A more in depth description and use of the Disposition Codes can be found in section 5 of this document.

1 - New Equipment

2 - Obsolete, but operable

3 - Operable, Not Needed

4 - Inoperable

 Drive Sanitation Date:

To verify that all hard drives have been sanitized, a County or State Representative will enter the date that all hard drive data has been rendered useless by partition deletion, reformatting, degaussing, or physical destruction of the magnetic media.

The Drive Sanitation Date field is for use with disposition codes 2 and 3 only, leave blank when disposition codes 1 or 4 is used.

Telephone Number:  

This should be the telephone number of either the State or County Representative responsible for the equipment.  

Contractor Signature Field:

After filling out the PACF, the Contractor's signature is required in this field to attest to the accuracy of the information.

State/County Signature Field: 

Two weeks after the server was removed from service, either a State or County Representative signs the form to attest to both the accuracy of the information, and that the drive sanitation process has been completed.
6 Server Disposition Process

The Server Disposition policy and standards described below are valid for the WA0005B, MS Windows 2000 Workstation Server Deployment project only. Future operations and projects will differ and thus require varying standards and policies to accommodate.

As a means to sanitize surplus server hard drives of data and software, IBM Global Services will supply each county server site, a sanitation floppy boot disk that will automatically re-partition and re-format all server hard drives.

In the event of new server failure, all surplus servers will be held on station for at least two weeks and to be re-deployed on the CWS/CMS network only in the case of an emergency. After the two week holding period and before disposal or re-utilization, county personnel will use the sanitation floppy boot disk to cleanse the hard drives of all data.  If a county lacks sufficient technical skills, a state representative will assist in the sanitation process.

While the disposition of surplus EDP equipment must be in accordance with the most economical and practical manner for the State as a whole, it is of paramount importance that the process adheres to the CWS/CMS Equipment Disposal Policy.

6.1. Disposition Code 1 - New Equipment

CWS/CMS will provide the contractor property asset tags to be to be attached to all new servers. The asset tags will be attached in accordance to section 2 of this document. After fixing the asset tag to the new server, the contractor will then fill out and return a PACF to the CWS/CMS Operations Manager with Disposition Code of "1" used, as in accordance to section 4 of this document.

6.2. Disposition Code 2 - Obsolete, But Operable

Any servers being replaced by new servers that are classified with a Disposition Code of 2, will be considered of NO VALUE to the State of California and are to be turned over by the Contractor to a County Representative for disposal.  

Before a County takes possession of a server, the Contractor will first fill out and sign a PACF with Disposition Code of "2" used, as in accordance to section 4 of this document. The Contractor will then remove or obliterate any property asset tag found on the equipment and give the completed PACF along with a sanitation floppy boot disk to a County Representative.

After the 2 week holding period, unless instructed otherwise, the County Representative shall use the sanitation floppy boot disk to destroy all server hard drive data
.  Once the drive sanitation process is complete, the County Representative will sign, date, and return the PACF to the CWS/CMS Operations Manager.

CWS/CMS is required to submit a completed Property Survey Report (Standard Form 152) to the Department of General Services (DGS), Property Reutilization Unit at least 30 days prior to the disposal of surplus EDP equipment. At the same time, CWS/CMS must send an informational copy of the completed Property Survey Report to the Department of Information Technology.  Until CWS/CMS receives permission from DGS to dispose of the surplus EDP equipment, the County must maintain possession of the equipment.   CWS/CMS will notify the County when DGS has granted permission to dispose of the equipment.
 

Servers to be classified Disposition Code 2:

· IBM PC315

· IBM PC320

· IBM PC750

· IBM Netfinity 3000

· IBM Netfinity 5000

· IBM Netfinity 5500

· Any server that is 700 MHz or slower

All  server disposals must comply SAM Sections 8633 and 8640-8642.

6.3. Disposition Code 3 - Operable, Not Needed

Any servers being replaced by new servers that are classified with a Disposition Code of 3, will be considered of SOME VALUE to the State of California and are to be turned over by the Contractor to a County Representative for county utilization. 

Before a County takes possession of a server, the Contractor will fill out and sign a PACF with Disposition Code of "3" used, as in accordance to section 4 of this document. If an asset tag is attached to the server, the asset tag shall be left intact and not removed. The Contractor will give the completed PACF along with a sanitation floppy boot disk to a County Representative.

After the 2 week holding period, unless instructed otherwise, the County Representative shall use the sanitation floppy boot disk to destroy all server hard drive data
.  Once the drive sanitation process is complete, the County Representative will sign, date, and return the PACF to the CWS/CMS Operations Manager.

Servers are to be utilized by counties in a fashion that will be of value to the CWS/CMS Project.

Servers to be classified Disposition Code 3:

· Any server that is 701 MHz or faster

6.4. Disposition Code 4 - Inoperable

Any servers being replaced by new servers that are classified with a Disposition Code of 4, will be considered of NO VALUE to the State of California and are to be turned over by the Contractor to a County Representative for disposal.  

Servers that are classified as Disposition Code 4 are servers that are no longer functional, and costs of repair exceed the value of the server.

Before a County takes possession of a server, the Contractor will first fill out and return a PACF to the CWS/CMS Operations Manager with Disposition Code of "4" used, as in accordance to section 4 of this document. The Contractor will then remove or obliterate any property asset tag found on the equipment.

CWS/CMS is required to submit a completed Property Survey Report (Standard Form 152) to the Department of General Services (DGS), Property Reutilization Unit at least 30 days prior to the disposal of surplus EDP equipment. At the same time, CWS/CMS must send an informational copy of the completed Property Survey Report to the Department of Information Technology.  Until CWS/CMS receives permission from DGS to dispose of the surplus EDP equipment, the County must maintain possession the equipment.   CWS/CMS will notify the County when DGS has granted permission to dispose of the equipment.

All  server disposals must comply SAM Sections 8633 and 8640-8642.

PROPERTY ACCOUNTING AND CONTROL FORM

	From:
	
	Return To:

	Date
	
	CWS/CMS Operations Manager

	
	
	

	County Name
	
	3775 N. Freeway Blvd., Suite 200

	
	
	

	County Number (2 Digit Number Only)
	
	Sacramento, CA  95834

	
	
	


Item    
 Property              Description                                                                                                             Serial                              County                  Disposition        Drive Sanitation

No.     
 Tag No.





                                                           No.  

 Site No.
              No.                    Date

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	


Disposition Codes (Please use only one)

1 - New Equipment -To the extent possible, all property will be tagged on the assets' front, left-hand corner.

2 - Obsolete, but operable - Remove State Property Tags from equipment.  Will be disposed of by the County in accordance with State Property Disposal Policy.

3 - Operable, Not Needed - Will be utilized by the County in a fashion that will be of value to the CWS/CMS Project.



4 - Inoperable- Remove State Property Tags from equipment . Will be disposed of by the County in accordance with State Property Disposal Policy.

	
(Signature of State/County Representative)
	(Signature of Contractor Representative)



	Telephone Number: 
	








� See section 5 paragraph 3


� See section 5 paragraph 3





PAGE  
2

_1055240943.doc
[image: image1.png]CWS/CMsS
Operations







