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The purpose of this memo is to reiterate and reinforce the procedure, as explained in the Fixed Asset Control and Tracking System (FACTS) manual, for disposition of fixed assets. 

Any property or equipment that is disposed of by casualty, lost, stolen, or sold must be reported on a timely basis to the Office of Accounts and Control – Fixed Asset Unit via Form FA-70 by the agency Fixed Asset Coordinator. Surplused property should be reported on Form FA-70 and forwarded as follows: computer equipment should be brought to the attention of the Division of Information Technology (DoIT) with the Department of Administration; all other equipment needs to be reported to Robert Pesaturo of the State Agency for Surplused Property. They in turn will send the Form FA-70 to the Fixed Asset Unit of Accounts and Control by the first day of the calendar month following the surplusing.  Stolen items must also have a copy of the police report attached to the Form FA-70.  Assets that are traded-in to purchase new items should be reported on Form SFA-12 and electronically attached to the vendor invoice in the Oracle Accounts Payable System.  Assets that are transferred from one agency to another have to be reported to the Office of Accounts and Control – Fixed Asset Unit on Form FA-80.  Both forms referred to above are available from the Office of Accounts and Control web site: http://controller.admin.ri.gov.

If you have any questions about this policy please contact Peter Keenan, Associate Controller at PKEENAN@GW.DOA.STATE.RI.US. 
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