PROCUREMENT, CONTRACT AND GRANT ADMINISTRATION
JUDICIARY PROPERTY - INVENTORY CONTROL MANUAL

(a) INTRODUCTION

The purpose of the Inventory Control Manual is to prescribe procedures for controlling the inventories of materials,
supplies, and fixed assets, and to establish the means for the Judiciary to determine the total values of these inventories.

The Judicial Branch Inventory Control Manual applies to the Court of Appeals, the Court of Special Appeals, the
Administrative Office of the Courts, the Clerk of Court Offices of the Circuit Courts, the Maryland State Law
Library, the State Board of Law Examiners, the Maryland Court of Appeals Standing Committee on Rules of Practice
and Procedure, and the Commission on Judicial Disabilities. This policy does not apply to the District Court of
Maryland.

This Manual is a reference for matters concerning the control of its inventories and to set forth the rules
that govern the reporting of inventory values. Also included are the procedures for disposing of personal
property, for reporting personal property that is stolen or missing, and for establishing a program for
sharing inventory resources on a temporary or short- term basis.

(b) GENERALPROVISIONS

(1) AUTHORITY

(A) The Chief Judge of the Court of Appeals, or designee, has authority to promulgate rules and
policies to facilitate the administration of the courts of the State of Maryland. Inherent in the
authority to promulgate rules and policies for the administration of the courts is the
formulation of standards for maintaining stores and inventory control for all materials,
supplies and equipment. Each Judiciary court, unit or department must maintain an inventory
of all materials, supplies and equipment in its possession. Such inventory shall be subject to
audit.

(B) The responsibility for disposing of excess or surplus personal property is vested with the
Department of Procurement, Contract and Grant Administration (DPCGA)- Fixed Asset Unit.

(C) All donations of Judiciary assets will be approved by the Chief Judge of the Court of Appeals.
Requests for donations from a 501(c)(3) organization must be validated by DPCGA- Fixed Asset

Unit.

(2) POLICIES AND PURPOSES
The purpose of these procedures is to:
(A) Ensure the efficient use of capital invested in the Judiciary's inventory of materials, and
supplies.
(B) Provide guidelines for the management and protection of Judiciary property.
(C) Establish uniform procedures for reporting inventory values.
(D) Provide guidelines for reporting missing and stolen Judiciary property.
(E) Dispose of excess and surplus personal property in a manner serving the best interests of the
Judiciary.
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(3) GENERAL INFORMATION

(A)

(B)

(C)
(D)

(E)
(F)

Requests for information or assistance regarding inventory systems, records, or the
preparation of required reports should be directed to the Manager of the Fixed Asset Unit.
To ensure compliance with these procedures, the Fixed Asset Unit may conduct unannounced
spot audits of inventories held at various Judiciary locations.

The Legislative Auditor conducts inventory audits of the Judiciary.

Property records and reports shall be retained in accordance with the Judiciary Records
Retention Schedule provided by the Administrative Office of the Courts.

Master copies of certain forms referred to in this Manual are available from the Manager-
Fixed Asset upon request. The use of photocopies of these forms is acceptable.

Additional information regarding inventory procedures and controls are contained in the
Appendices.

(4) DEFINITIONS

The following terms have the meaning indicated when used in these procedures:

(A)

(B)

(C)

(D)

(E)
(F)

(G)

(H)

"Accountable Officers" shall be supervisory or administrative employees with sufficient
authority to direct the care and utilization of personal property assigned to them. Except in
unusual circumstances, employees below the level of program manager or foreman should
not be designated as Accountable Officers.

"Capital Equipment" (Nonexpendable ltem) means any equipment item or furnishing having a
probable useful life over one year and an acquisition cost of $1,000.00 or more per unit, such
as, furniture, machinery, instruments, and other apparatus. Firearms and other law
enforcement weapons are included regardless of cost. The term includes all motor vehicles
regardless of cost. It also includes sensitive items having an acquisition cost of $250.00 or
more and a useful life of one year or more. Items costing under $250.00, may also be
considered Capital Equipment at the discretion and approval of the Administrative Office of
the Court, State Court Administrator’s Office, or the District Court Engineering and Central
Services Division. All capital equipment must be recorded, inventoried, and reported as a
fixed asset to the Judiciary and to the Comptroller of the Treasury.

"Custodial Unit" is the unit within the Judiciary financially accountable for property under its
control.

"Excess Property" means usable and unusable items that have been replaced or that have
become obsolete. It also includes property that is in excess of current requirements of the
custodial units, or is damaged, inoperable, or not economical for the custodial units to repair
and maintain.

"Expendable Item"—see Non-capital equipment

"Fixed Assets" includes capital equipment. The term does not include materials, supplies, and
non-capital equipment.

"Judiciary", for this policy, designates the Court of Appeals, the Court of Special Appeals, the
Administrative Office of the Courts, the Clerk of Court Offices of the Circuit Courts, the
Maryland State Law Library, the State Board of Law Examiners, the Maryland Court of Appeals
Standing Committee on Rules of Practice and Procedure, and the Commission on Judicial
Disabilities.

"Junk" means property that has no economic, scrap, or functional value.

JUDICIARY EMPLOYEE HANDBOOK -2- Procurement, Contracts, Grants

Judiciary Property - Inventory Control Manual
Effective: March 2006, Revised January 2019



() "Materials and Supplies" (Commodities) means any item that is consumed, expended or
changed in form by use, such as food, office supplies, raw materials, building and maintenance
supplies, repair parts, items purchased for resale, storeroom supplies and other similar items
needed to support normal operations.

(J)  "Missing Property" means property that has been reported missing as the result of audit or
inventory reconciliation. "Motor Vehicles" includes all automobiles, station wagons, light and
heavy-duty trucks, graders, tractors, motorcycles, and other such equipment contrived for
conveying passengers or objects. Marine vessels and aircraft are considered motor vehicles.

(K)  "Non-Capital Equipment" (Expendable Item) means miscellaneous equipment, furniture,
desktop articles, and other items having an acquisition cost less than $1,000.00. Sensitive
items with an acquisition cost of less than $250.00, items with a useful life of less than one
year, and other items not meeting the capital equipment definition.

(L) "Non-expendable Item"—see Capital Equipment.

(M) "Property Officer" shall be the Manager- Fixed Asset Unit, and shall report to the Deputy
Director of Procurement, Contract and Grant Administration, or designee.

(N) "Sensitive Items" are capital or non-capital equipment items such as laptop and notebook
computers, recording devices, portable tools, hand radios, cameras, etc. that are prone to
theft and concealable in a handbag or briefcase. Equipment items that are too large for
concealment such as, personal computers, projectors, chain saws, etc. shall be considered
sensitive items if there is a history of loss or theft within a particular Judiciary Unit.

(O) "Stolen Property" means the sudden or conspicuous disappearance of property. Anitem
shall be presumed stolen by its sudden or conspicuous disappearance, whether or not there is
evidence of theft or forced entry.

(c) INVENTORY CONTROLS

(1) GENERAL INVENTORY CONTROLS
(A) The Judiciary is vested with the responsibility for the control, care, maintenance and security
of all Judiciary property within its organization.
(B)  Physical Inventories do not apply to buildings and improvements.

(2) CONTROLS FOR CAPITAL EQUIPMENT (EQUIPMENT COSTING $1,000.00 OR MORE AND SENSITIVE
ITEMS COSTING $250.00 OR MORE)
The Chief Judge of the Court of Appeals has delegated the authority to the Director of Procurement,
Contract and Grant Administration to develop and implement procedures for inventory control of
Judiciary assets. These include:
(A) Record Keeping Requirements
A copy of the Manual shall be retained on file for reference and audit purposes.
The following minimum data shall be maintained:
(i) Item Identification consisting of at least the Judiciary and its court property identification
number and description (refer to .03 E. of this Section)
(i)  Name of supplier and purchase order or other acquisition document number.
(iii) Acquisition cost and date.
(iv) Physical location of item.
(v) Serial number, if any.
(vi) Source of funds.
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(vii) Most recent physical inventory date.

(viii) Justification and authorization reference for disposal or transfer.

(ix) Detail inventory records and the control account shall be maintained by category
(equipment, motor vehicles, other fixed assets).

(B) Cyclical Physical Inventories

Random inventory spot checks may be done at any given time.

(i) Capital EQuipment-

Sensitive items will be inventoried every year and Non-Sensitive items will be physically
inventoried at least once every three years.

(i) Non-Capital Equipment-

Physical Inventories are not required.
Physical Inventory Documentation Requirements:
A record of the capital equipment physical inventory (i.e. procedures, count sheets, etc.)
shall be maintained as prescribed by the Judiciary Records Retention Schedule.
(C) Reconciliation of Inventory Records

(i)  When the physical inventory is taken, inventory records shall be checked against the
items inventoried to assure that records exist for each item, and that records for missing
items are investigated, reported and removed in accordance with the procedures in
Section V.

(ii)  Aninventory control account is a summarized history of acquisitions and disposals, and
shall be maintained for each category of capital equipment, independent of the detail
records, in either an automated or manual system. A sample format for an inventory
control account appears as Exhibit 1 in Section VII. The ending balance of a control
account should be equal to the net value of the beginning balance plus acquisitions less
disposals for the period being reported. Inventory records for capital equipment shall be
reconciled with the covering control account monthly. The total dollar value of inventory
records covered by a control account should equal the account balance. If there is a
difference, the transactions recorded during the reconciliation period shall be analyzed
and the necessary adjustments made to the inventory records or to the control account
as appropriate.

(iii) Adjustments to a control account balance or to the inventory records shall be approved
by Deputy Director of Procurement, Contract and Grant Administration (or designee).

(iv) The final control account reconciliation shall be certified in writing by Deputy Director of
Procurement, Contract and Grant Administration. The reconciliation data and the
certification shall be kept on file in the Fixed Asset Unit for reference and audit purposes
and as prescribed by the Judiciary Records Retention Schedule.

(D) Reporting Requirements
At the end of each fiscal year, the inventory value of capitalized equipment shall be prepared
and maintained by the DPCGA- Fixed Asset Unit.

(E) Equipment Identification

(i) Capital equipment items shall be marked with a property identification number and the
words "Property of Judiciary." This marking shall be conspicuously located on the top or
side of items to be readily seen. (See Appendix V for recommended identification
procedures.)

(I) Sensitive ltems - The surface of a sensitive item shall be etched, indelibly marked or
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labeled with a permanent type label that cannot be removed without damage to
the item, or such other method as appropriate to preserve the item.

(I Non-Sensitive Items - Permanent type labels that cannot be removed without

damage to the item may be used on non-sensitive items. Surface etching or lasting
type paint shall be used wherever permanent labels are not practical.

(F) Disposal of Serviceable and Unserviceable Capital Equipment
Refer to Section IV for the disposal and removal of serviceable and unserviceable capital
equipment from inventory records.

(G) Disposal of Property Acquired Under a Federal Grant or Cooperative Agreement
Unless specified in the grant or agreement, equipment and furnishings acquired under Federal
Grants or Cooperative Agreements will be disposed of in accordance with the procedures in
Section IV.

(d) GENERALINVENTORY MANAGEMENT REQUIREMENTS

(1) DELEGATION OF PROPERTY MANAGEMENT RESPONSIBILITIES

To ensure effective management of the personal property, control responsibilities shall be delegated to
"Property Officers". Each Unit shall be required to designate an individual, and an alternate, to become
trained and certified as a Property Officer. The respective Agency/Departmental Property Officer must be
a supervisory level employee and report to an individual no lower in the organization than the Director of
Procurement and Contract Administration (or designee). Custodial responsibilities shall be delegated to
"Accountable Officers". The manner in which these responsibilities are delegated will depend upon the

Unit size.

(A) Duties of Property Officers

(i)

(ii)
(iii)
(iv)

(v)
(vi)

(vii)

(viii)

(ix)
(x)

Initiate and implement internal inventory control procedures and make

recommendations for improvements. Procedures shall be written and disseminated to all

concerned. A copy of the procedures shall be kept on file for reference and audit

purposes.

Coordinate and initiate action to take physical inventories of personal property.

Maintain inventory records for fixed assets.

Receive and review Excess Property Declarations (Section VI; Forms DGS- 950-9 and

DGS-950-10) from Accountable Officers:

() todetermine if the excess property is no longer needed in the agency or parent
department.

(1) to verify the accuracy of the declaration and ensure that proper agency approvals
are obtained.

(1) forwarding approved declarations when property is no longer required by the
Judiciary.

Report missing and stolen property in accordance with Section V.

Reconcile physical inventories to inventory records. Reconcile inventory records to

control accounts.

Ensure accurate inventories by test counting a reasonable number of items.

Verify the reconciliation of individual inventory records with physical counts by selecting a

reasonable number of records and comparing them with the physical inventory.

Certify in writing, the completeness and accuracy of the agency's physical inventories.

Each Department or Agency shall produce one Department-wide Inventory Report.
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Annual Inventory Reports shall be itemized to include the property descriptions along
with their values.
(B) Duties of Accountable Officers
(i)  Assume custody of all personal property under their jurisdiction.
(i) Know the location at all times of all personal property under their jurisdiction.
(iii) Conduct physical inventories of personal property under their jurisdiction.
(iv) Sign all requisitions and receipts for incoming personal property.
(v) Ensure that equipment is properly marked and identified.
(vi) Instruct employees they are personally responsible for the use and care of State property
in their custody or under their control and for reporting losses promptly.
(vii) Require personnel to sign a receipt for property assigned to them for the conduct of
official business outside the program or agency.
(viii) Report missing, stolen and damaged property to the Property Officer immediately upon
discovery of loss or damage.
(ix) Report excess property to the Property Officer immediately when the property is no
longer needed.
(C) Qualifications of the Accountable Officer
Accountable Officers shall be supervisory or administrative employees with sufficient authority
to direct the care and utilization of personal property assigned to them.

(2) EXCESS AND SURPLUS PROPERTY DISPOSAL
(A) Capital Equipment

(i) Disposal by Judiciary transfer, selling, scrapping, junking or donation shall be
conducted in accordance with the procedures in Section IV.

(i) Transfers within the same department or among units of the Judiciary are not subject to
procedures in Section IV.

(B) Non-Capital Equipment, Materials and Supplies

(i) The disposition of serviceable items outside the Judiciary should be conducted in
accordance with the procedures in Section IV.

(i) The disposition of unserviceable items that are worn or damaged beyond economical
repair is the Judiciary' responsibility A decision to dispose of these items should be
made by the Property Officer and put in writing to the appropriate clerk or his designee.

(3) CAPITAL EQUIPMENT BEING LEASED, OBTAINED THROUGH GRANTS, LOANS AND DONATIONS,
WITHOUT ORIGINAL COST INFORMATION, OR ACQUIRED FROM THE "MARYLAND STATE AGENCY
FOR SURPLUS PROPERTY"
(A) Anitem that is being leased shall be recorded and controlled in the same manner as other
purchased items if:

(i)  Terms of the lease transfer ownership by the end of the lease period; or of property to
the Judiciary

(i) Anitem thatis being leased shall be recorded and controlled in the same manner as
other purchased items if:

The lease contains an option allowing the Judiciary to purchase leased property for a
nominal sum or price substantially less than fair market value at the time the option
becomes exercisable.

(iii) Equipment under a lease/purchase agreement shall be recorded at full cost when it is
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received. The recorded inventory value shall be the cost of the equipment only and shall
not include service, maintenance, or interest charges.

(B) Iltems acquired through Federal grants shall be recorded and considered property of the
Judiciary under current Federal regulations:

(i) Title to equipment acquired under a grant or sub grant will vest upon acquisition in the
grantee or sub grantee respectively.

Access to warehouses and storerooms should be controlled and limited to assigned
personnel only.

(i)  The Judiciary will use, manage and dispose of equipment acquired under a grant in
accordance with State laws and procedures, and the terms and conditions of the federal
grant.

(Ref: Uniform Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards; 78 Federal Register, page 78608, Dec. 26, 2013, as amended at 79
Federal Register page 75884, Dec. 19, 2014)

(C) Donated equipment becomes property of the Judiciary and shall be recorded immediately
upon acquisition. The value of donated items shall be established at the time of acceptance.
All donations, except those purchased by organizations such as hospital auxiliaries organized
expressly for the purpose of donating items, shall be approved by the State Court
Administrator prior to acceptance.

(D) Property on loan to the Judiciary shall be recorded and managed as though it were Judiciary
property for the duration of the loan. Property labeling is optional, however, ownership of the
item must be readily ascertainable through appropriate documentation.

(E) Property acquired from another State agency or department to satisfy a short term or
emergency need should not be recorded as Judiciary property.

(F) Iltems now on hand, without original cost information and such property acquired in the
future shall be given an appraised value (i.e. estimated cost) and recorded for inventory
purposes.

(G) Iltems acquired from other State Agencies shall be recorded in the same manner as other
purchased items and shall be considered the Judiciary's property. The actual amount paid by
the Judiciary is the item's acquisition cost.

(4) INTERNAL CONTROLS
(A) Warehouse, Storerooms, and Office Areas
To protect against theft and unauthorized usage of property:
(i) unauthorized persons will be denied access to storage areas.
(i) Warehouses, storerooms and office areas will be locked during non- working hours and
during working hours when unattended.
(iii) Keys to storage areas will be restricted to personnel responsible for those areas.
(B) Good Housekeeping Practices
Good housekeeping practices should be followed at all times.
(i)  Materials and supplies should be stored in an orderly fashion to facilitate accurate
commodity identification and counting.
(ii) Storage areas must be kept neat, safe and clean to protect inventories against losses from
damage and deterioration.
(C) Segregating the Functions of Storekeeping, Record Keeping and Inventory Taking
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The duties of inventory record keeping, inventory custody and physical inventory taking shall
be segregated whenever practical or economically feasible. This internal control measure
provides reasonable, but not absolute, assurance that assets are protected against loss from
unauthorized use or disposition. The concept of reasonable assurance recognizes that the cost
of an internal control procedure should not exceed the benefit derived, and recognizes that
evaluation of these factors necessarily requires estimates and judgments by management.

Whenever it is not practical or economically feasible to segregate these duties, inventories and
inventory procedures will be audited periodically by personnel not directly assigned to the
storekeeping or record keeping functions to assure that physical stock balances agree with
record balances and transaction quantities in the records agree with quantities on source
documents (i.e. withdrawal tickets, receiving documents and adjustment vouchers).
Periodically, a reasonable number of items and transactions will be randomly selected and
audited. Audit results will be maintained until the next Legislative Audit has been completed
and as prescribed by the Judiciary record retention schedule.

(5) PROCEDURES FOR RECEIVING PROPERTY
The Judiciary shall maintain all necessary documentation required by these procedures to ensure that
property obtained by purchase, transfer, or donation is received in the following manner:

(A) The Administrative Office of the Courts Warehouse (AOC Warehouse) will be the
central location for receiving all IT materials, supplies and equipment, with the
exception of those intended for the District Court. Materials, supplies and non-IT
equipment will be received at the jurisdictions that requested them.

(B) Verification of the Bill of Lading or Delivery
Freight carriers are responsible for the number of shipping containers (or weight) specified in
the bill of lading or delivery ticket. Truckers will not wait for the contents of containers to be
inspected for concealed damage. Therefore, personnel assigned to receive incoming
merchandise shall:

(i)  Verify that the total number of shipping containers or the gross weight of the shipment
agrees with the amount on the bill of lading or vendor's delivery ticket.

(i)  Visually inspect the outside of shipping containers or unpacked items for
apparent shipping damage.

(iii) Any exception for weights, counts, or apparent damage shall be brought to the attention
of the person making the delivery, and shall be noted on the bill of lading or delivery
ticket.

Failure to note an exception for a shortage or apparent shipping damage obligates the
Judiciary for property described in the shipping document, and can forfeit the right to
recover missing or damaged property losses from the freight company and the vendor.

(C) Verification of Merchandise with the Purchase Order
(i)  Inspection of merchandise may be performed in the AOC Warehouse or it may take place

at a location in the requisitioner’s area by personnel in the requisitioner’s program
assigned to receive property.

(ii) Copies of purchase orders, or written instructions to accept transferred or donated
property shall be maintained by personnel assigned to receive merchandise. If a copy of
an open purchase order, or other written receiving instruction is not on file, receiving
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personnel should notify the Procurement, Contract, and Grants Administration Unit,

Procurement Unit buyer or program requisitioner of the delivery, and hold the

merchandise until a copy is made available.

(iii)  Within one working day after the merchandise has been received:

() At least one shipping container of each different item shall be opened and visually
checked for quantity, quality, and condition. (Several shall be opened for truckload
shipments of the same item.)

(I The entire shipment shall be counted or weighed in the same units of measure
specified in the purchase order.

(1) For audit purposes, computations for arriving at counts or weights for each item
must be clearly written on the receiving document, using the backside if necessary.

(D) The buyer shall be notified as soon as possible if:

(i)  The quantity weighed or counted for each item is not the same as the quantity
on the packing slip or purchase order; or

(ii) The number of units inside opened containers does not agree with the number appearing
on the outside of the container and on the packing list; or

(iii) The appearance, packaging, labeling or other means of identifying items does not agree
with the identification or specifications in the purchase order; or

(iv) The condition of any part of the shipment is unsatisfactory.

(E)  Receiving personnel shall check the goods delivered against the purchase order to verify that
the following are correct: purchase order number, vendor, quantity, description, unit of
measure and commodity number, if applicable, for each item received.

(F)  All documents covering received merchandise shall be forwarded within two working days to
the Judiciary personnel responsible for:

(i)  Approving and/or processing invoices for payment, and
(i) Keepinginventory records

(e) EXCESS PERSONAL PROPERTY DISPOSITION

(1) AUTHORITY
The Judiciary has promulgated its own policy and will process Judiciary property accordingly.

(2) SCOPE
Personal property owned by the Judiciary, including materials and supplies, are subject to these
procedures, with the exception of Judiciary-owned personal property

(3) GENERAL REQUIREMENTS

(A)  The Property Officer will determine the method of property disposition in accordance with the
Judiciary's recommendations.

(B) Excess property will be transferred to another Judiciary department, whenever feasible, before
other methods of disposal are considered.

(C)  Unless other arrangements have been recommended by the Judiciary Property Officer (i.e.
auctioning of Judiciary surplus vehicles, etc.), all sales of surplus property will be transacted
through GovDeals.

(D) When serviceable items are no longer needed, they are to be declared to the Property Officer
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as excess property. They should not be placed in storage, cannibalized, scrapped, junked, sold,
transferred outside the Judiciary without the Property Officer acknowledgement.

(E) Iltems that are unserviceable and are warn or damaged beyond economical repair should be
declared as junk by the Property Officer. Once these items are declared as junk, the
Accountable Officer will make the necessary arrangements to have these items disposed of.

(F)  When requisitioning a capital equipment item, which is to serve as a replacement for an
existing item, the Accountable Officer must notify the Property Officer as to whether the
existing item is a trade- in or replacement and shall be declared as excess.

(4) DISPOSAL SEQUENCE
(A) Transfers
(i) Intra-Judiciary transfers (Property transferred within the Judiciary)

() Whenever an item is declared excess to a program or sub-unit, the Judiciary
property officer should insure that the property is made available to all other
programs or sub-units of the Judiciary.

(1) If the property is needed elsewhere in the Judiciary, it shall be transferred
accordingly.

(1) An Excess Property Declaration is not required for intra-Judiciary transfers.

(IV) The Property Officer shall insure that the proper internal recordkeeping has been
completed.

(i) Inter-Agency transfers (Property transferred between agencies)

The Property Officer, in accordance with the recommendations of the Judiciary, shall

determine whether excess and/or surplus property will be transferred to another agency.

It will be the agency’s responsibility to satisfy State requirements.

() Direct Transfers - Items not needed currently will be stored within the Judiciary for
potential future use, or should be considered for donations.

Serviceable excess property will be listed periodically in the Excess Property Bulletin,
a.

Requests for inter-agency transfers (Property transferred between agencies) shall
be handled in accordance with the procedures outlined above.

(5) DISPOSAL TYPES

(A) Serviceable Items Disposal (Online Auction)
DGS has contracted with GOVDEALS.COM to conduct online auctions of surplus property. The
Property Officer will register on GOVDEALS website and be assigned a user name and
password and must perform the auctions in compliance with GOVDEALS procedures.

(B) Motor Vehicle Disposition
Obsolete vehicles are determined through the budget process. Disposition of
vehicles are done through State policy.

(C) Trade-Ins
Procurement, Contract and Grant Administration shall determine if trading-in an item is in the
best interest of the Judiciary.

(D) Scrap
Fixed Assets Unit shall determine whether it is in the best interest of the Judiciary to scrap any
equipment.
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(E) Donations
The Judiciary’s Property officer will determine whether or not it is in the Judiciary's best
interest to donate any excess equipment. The Chief Judge or designee must approve all
donations.
(i) Donations shall be made to non-profit organizations. The Property Officer must certify
that the item is in excess of the needs of the Judiciary and is not being replaced.

(i) Removal of these item(s) from the Judiciary property records will be made by Fixed
Assets.

(6) DISPOSAL OF PERSONAL PROPERTY ACQUIRED UNDER A FEDERAL GRANT OR COOPERATIVE
AGREEMENT

(A) Equipment

Under current Federal regulations:

(i)  Title to equipment acquired under a grant or subgrant will vest upon acquisition in the
grantee or subgrantee respectively.

(i)  The Judiciary will use, manage and dispose of equipment acquired under a grant in
accordance with Judiciary laws and procedures, and the terms and conditions of the
federal grant.

(B) Materials and Supplies

Under current Federal regulations:

(i)  Title to supplies acquired under a grant or subgrant will vest, upon acquisition, in the
grantee or sub grantee respectively.

(i)  If there is a residual inventory of unused supplies exceeding $5,000 in total aggregate of
fair market value upon termination or completion of the award, and if the supplies are
not needed for any other Federally sponsored programs or projects, the grantee or sub
grantee shall compensate the awarding agencies for its share.

(Ref: Uniform Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards; 78 Federal Register, page 78608, Dec. 26, 2013, as amended at 79
Federal Register page 75884, Dec. 19, 2014).

NOTE: Individual grants may vary slightly. Agencies should confirm disposal conditions
with the grantor.

(7) CREDIT FOR SURPLUS PROPERTY

(A) Trade-Ins
If the Judiciary trades-in an excess item for a replacement item, credit is given by the
supplier in the form of a reduced invoice cost of the replacement item, if applicable. The
cost of the replacement item, less allowance for the trade-in, must then be shown on the
vendor invoice.

(B) Sales

(i)  Monies received from the sale or auction of personal property not being replaced shall

be deposited in the State's general fund and may not be credited to the Judiciary
account.
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(8) PROHIBITIONS

(A) The preferential sale or gratuitous disposition of property to a Judiciary official or employee is
prohibited.

(B) State Ethics Commission Opinion Number 24 prohibits State officials and employees from
purchasing surplus personal property if their official duties are directly connected with the
disposal process. In addition, other Ethics Law provisions generally applicable to surplus
personal property sales could, in particular situations, limit the private activities of a State
official or employee

(f) REPORTING MISSING AND STOLEN PERSONAL PROPERTY

(1) SCOPE
(A)  Only Judiciary-owned personal property that is stolen or missing is subject to these procedures.
(B) For the purposes of these procedures, personal property on loan or otherwise in temporary
custody of the Judiciary, is considered Judiciary-owned.
(C) These procedures do not apply to cash or other financial assets that are stolen or missing.

(2) SECURITY MEASURES FOR ACCOUNTABLE OFFICERS

(A) Judiciary Units shall take every precaution that is practical or necessary to protect Judiciary
property from being lost or stolen.

(B)  Accountable Officers shall investigate losses to determine the cause and to take corrective
action to protect property against future loss occurrences.

(C) Capital and non-capital equipment items shall be permanently marked to identify them as
property of the Judiciary. (See Appendix V for recommended identification procedures.)

(D) Easily concealed sensitive items shall be kept in locked cabinets, desks or storage rooms when
not in use.

(E) Sign-out and return procedures shall be enforced for sensitive items not assigned to specific
individuals.

(F) Each employee shall be responsible for the safekeeping of their assigned Judiciary property.

(3) PROCEDURE FOR REPORTING STOLEN STATE PROPERTY

(A) Stolen property, regardless of value, shall be reported immediately upon discovery to the
local police department and to the Judiciary internal security force.

(B) Obtain a copy of the investigation report from local police, or internal security, if applicable.

(C) Forward a copy of the police investigation report and any other supporting documentation to
the Assistant Administrator for Operations.

(D) In addition to these procedures, the procedure for reporting theft of a motor vehicle,
as prescribed in the State Treasurer's Insurance Manual shall be followed.

(E)  The Property Officer shall remove the stolen and missing items from the Judiciary inventory
records.

(4) PROCEDURE FOR REPORTING MISSING JUDICIARY PROPERTY
Follow the same procedure in regulation .03 to this Section for reporting stolen Judiciary
property, except that paragraphs A and C may be omitted at the discretion of the Assistant
Administrator for Operations, if:
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(A) Thereis no evidence of theft or forced entry; and
(B) Property disappearance is not sudden or conspicuous; and reconciliation.
(C) Theloss is disclosed as a result of an audit or inventory.

(5) REPORT OF MISSING OR STOLEN PERSONAL JUDICIARY PROPERTY (Form DGS-950-8)
The Judiciary is required to investigate, if necessary, and inform the Assistant Administrator for
Operations of every report of missing or stolen property before approval to remove the
property from inventory records may be granted. In order to facilitate the write-off process,
the following shall apply:
(A)  Missing or stolen property must remain on inventory records until approval to remove the
property from the records is obtained from the Assistant Administrator for Operations.

(6) MISSING OR STOLEN PRIVATE PROPERTY

(A)  The Judiciary is not responsible for the theft or other disappearance of the personal
belongings of a Judiciary employee.

(B) If the personal belongings of a Judiciary employee or other private individual are lost or stolen
on Judiciary property, the Judiciary shall report the loss to local police or its internal police
jurisdiction.

(C) Agencies shall maintain records of all stolen or missing property, including private property,
regardless of value. Records should he reviewed periodically by the Judiciary head or
approved designee for internal control purposes.
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