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OhidAS

Info Memo

TO: Executive Officers and Designated Personnel as Personal Property, Real
Property and Infrastructure Control Officers Whose Agencies, Board and
Commissions Are Required to Certify Their Inventory Activity

FROM: Crawford L. Wall, CPM,
Assistant Program Manager
Asset Management Services

DATE: July 6, 2012

SUBJECT:  FY2012 COMPLIANCE INSTRUCTIONS FOR CERTIFYING STATE
PROPERTY INVENTORY ACTIVITY WITH DAS

All state agencies, boards, and commissions are required by ORC, Section 125.16 to
annually certify and file their updated state property inventory activity following the close of
the fiscal year to the Department of Administrative Services (DAS). Each state entity is to
certify its updated inventory activity by completing the annual certification form and
submitting it electronically to DAS by October 1, 2012.

Each state entity reporting to DAS should follow the instructions as outlined in this
memorandum, as well as in the State of Ohio Asset Management Policies and
Procedures, to assure that annual certification forms and any in-house activity reports are
accurate and properly submitted. It is strongly recommended that each entity review the
instructions in this memorandum and in the State of Ohio Asset Management Policies and
Procedures.

It is important that your certification form is completed correctly and submitted to DAS by
the filing date. It is equally important, that activity amounts placed on the certification form
reconcile with the totals on your agency’s inventory activity reports. The inventory activity
reports are posted to the AMS website.
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GENERAL RULES
(FOR ALL AGENCIES)

If your agency did not have any changes in its inventory activity since last fiscal year’s
certification filing with DAS, then your agency is still required to complete, certify and submit
a Certification Form to DAS for this fiscal year. Agencies and reporting units are to submit
with their certification form, all inventory activity reports to fully support amounts in Schedule
A, except for those entities reporting from OAKS AM. Agencies that use OAKS AM as their
source for certifying their inventory activity are not to submit inventory activity reports to
DAS. OAKS activity reports are already on file with DAS; therefore keep your OAKS activity
reports on file at your agency for audits, reference and/or physical inventories.

A separate Certification Form shall be completed and submitted by an agency or
reporting unit for each inventory source/database (i.e., from multiple inventory systems)
used to generate totals for your agency.

Agencies using information from asset management systems (sources/databases) to
complete certification forms and to generate supporting activity reports for submission to
DAS, shall also use the same asset management systems (sources/databases) for
providing inventory information to the State Auditor for audits and for providing fixed asset
financial information to OBM for GAAP reporting. If the certification forms are not correct,
then the certification forms and/or activity reports may be rejected and returned to the
agency for correction.

INVENTORY REPORTING CRITERIA

The State of Ohio Asset Management Policies and Procedures defines the minimum
inventory reporting criteria (a.k.a., stewardship reporting criteria/cost threshold), which
determines what state acquired property is required to be inventoried, certified and
reported to DAS.

Additional inventory reporting criteria can be found in OBM’s Financial Reporting and

Accounting Policies for Capital (Fixed) Assets for Computer Software and Infrastructure
assets, these assets are required to be inventoried, certified and reported to DAS.
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REPORTING OF LICENSED VEHICLES

Agencies that have “state vehicles (including trailers whether self-propelled or not) that
are capable of being licensed through the Bureau of Motor Vehicles, Department of Public
Safety, and intended to be used for over-the-road transportation” are required to certify
and file this inventory activity with DAS' Office of Fleet Management. This procedure
is required whether the state vehicle inventory records are or are not maintained on DAS'
Fleet Ohio System. For more information please contact Bill Simon, Fleet Ohio, at 644-
3309.

REPORTING OTHER FORMS OF TRANSPORTATION

ALL OTHER FORMS OF TRANSPORTATION INCLUDING AIRCRAFT, BOATS AND
CONSTRUCTION EQUIPMENT (excluding licensed vehicles as defined above) are
required to be certified and filed with DAS. The inventory records for the above
transportation assets shall be included on the agencies filed inventory activity reports with
your personal property totals on the certification form.

TYPES OF ACQUISITIONS TO BE REPORTED
Agencies are reminded that assets can be acquired by the State of Ohio by direct
purchase (with or without trade-in), lease (includes installment payments and lease

purchase), construction, donation, or transfer from another agency. Each asset record is
to be identified by one of the above types of acquisitions.
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LEASES

Agencies are required to inventory and report all assets acquired through a lease
agreement, where it is determined the lease meets all the following criteria:
1. The cost of the asset meets the minimum inventory reporting cost threshold.
2. The lease (if directly purchased) agreement must have a non-cancelable lease
period.
3. The lease agreement is considered a lease purchase.

Lease purchases are defined as leases that transfer ownership of the property to the
lessee (the agency or the state) during or at the end of the lease term.

CAPITAL LEASES

Capital leases are required to be inventoried. This includes capital lease vehicles. For a
lease to be pre-qualified as a capital lease (leased fixed asset), agencies should determine
if the lease agreement meets all the following criteria:

1. The cost of the asset (if directly purchased) meets the capitalization threshold for a

fixed asset as defined in the OBM’s Capital (Fixed) Asset Policies.
2. The lease agreement must have a non-cancelable lease period.

If both criteria are met and the agency does not use OAKS, an OAKS Capital Lease
Entry form should be completed and submitted to DAS.

AGENCIES OPERATING ON A CALENDAR YEAR

Agencies, whose fiscal operations are on a calendar year and report to OBM on a
calendar year for GAAP, can choose to use this accounting period for filing state property
inventories for fiscal year.
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IN-HOUSE INVENTORY ACTIVITY REPORTS

(AGENCIES REPORTING FROM IN-HOUSE SYSTEMS)

TYPE OF ACTIVITIES TO BE REPORTED
Refer to the State of Ohio Asset Management Policies and Procedures for a list of activity
reports that are required to be submitted to DAS by agencies and reporting units. The
inventory activity reports are required from agencies using approved in-house asset
management systems to certify their inventory.

If your in-house asset management system will not provide separate retirement and
transfer reports, then these two activities can be combined into one report, known as a
DISPOSAL REPORT. The agency should use the appropriate coding to identify how
assets were retired or if transferred to another agency. Documentation should be on file
that shows the approvals and details of these transactions.

HOW AGENCIES’ IN-HOUSE SYSTEM INVENTORY REPORTS

ARE SORTED AND TOTALLED
(AGENCIES REPORTING FROM IN-HOUSE SYSTEMS)

The following instructions for in-house system inventory reports are for all asset classes,
excluding Construction-In-Progress and ODOT’s Infrastructure assets.

In general, DAS requests that inventory activity reports list asset records in ascending order
by asset ID numbers (a.k.a. asset tags or label ID numbers).

Asset Management Services (AMS) requests that you use the updated Excel
templates that will be sent to you prior to the submission of your certification. You
will need to import the data into the appropriate worksheets, total the amounts and
submit to DAS via e-mail or disk.

If you are not able to use the updated Excel templates, then your agency in-house
activity reports must be sorted by each asset classification (personal property,
land, land improvements, buildings, etc.) and each asset classification must have
an activity total amount. For example; an additions activity report would be sorted
by land, buildings, land improvements and personal property and have cost totals
for each of the asset classifications. Each activity report and asset classification
has to clearly be identified at the top of each page. The totals for each
classification have to be identified as such, printed and reconciled to the
certification forms.

If any activity total amount from an activity report cannot be correctly identified to a
specific activity, asset classification and/or reconciled with the activity amounts on
the certification form, then the certification and/or activity report may be returned to
the agency for correction. If not corrected, the agency will not be in compliance
and this information will be forwarded to the Auditor of State
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DATA AND FORMAT REQUIRED OF AGENCIES’ IN-HOUSE

SYSTEM INVENTORY REPORTS
(AGENCIES REPORTING FROM IN-HOUSE SYSTEMS)

To ensure uniform reporting among state agencies, there is a minimum amount of
information required about each asset record printed on the inventory activity reports. Asset
Management Services (AMS) requests that you use the updated Excel templates that
will be sent to you prior to the submission of your certification. You will need to
import the data into the appropriate worksheets, total the amounts and submit to DAS
via e-mail or disk.

REPORTING INVENTORY FROM MULTIPLE ASSET

MANAGEMENT SYSTEMS
(AGENCIES REPORTING FROM FAMS AND IN-HOUSE SYSTEMS)

A separate Certification Form shall be completed and submitted by an agency for each
inventory source/database, such as an asset management system that is used to comply
and file its updated annual state property inventory to DAS.

Duplicate reporting of the same state owned assets from different asset management
systems (sources/databases) to DAS for compliance with ORC 125.16 is not permitted. If
a state agency has asset records that are maintained in OAKS and inventory records for
the same assets on its agency in-house asset management system, then the asset
inventory activity from the in-house inventory system for the asset records cannot be
reported to DAS.

For any state owned asset and its inventory record activity that is reported and certified to
DAS, in compliance with ORC 125.16, shall be from the same original source that is used
to report detailed or summarized fixed asset financial information to OBM for its annual
GAAP/CAFR requirements, and also used by the State Auditor to conduct state audits.
The source from which a state owned asset and its inventory record activity are derived
from is referred to as the Book of Record. Thus, for any given state owned asset,
agencies are not to use multiple Books of Records to fulfill any or all of the required
processes mentioned above.
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INSTRUCTIONS FOR COMPLETING ANNUAL

CERTIFICATION FORM
(FOR ALL AGENCIES)

The first step to submitting your agencies annual certification is to access Asset
Management Services website and click on the Certification link.

indows Internet Explorer

v 2| x| (49 ol

i Favorites | 5k @ POF to Excel Converter —1... | Easton Tawn Center Tenant 37 Airfare —Cheap Airfares —... € Suggested Sikes = & | Free AL &Uinimited Internet ] Free Hotmal
() Department of Admiistrative Services 3= Divisions = ... [ 5] | @ v Page - Safety - Tools+ (@~

Ohio gOV Department of

Administrative Services

Home | for Business/Public | for State Agencies | for State Employees | Divisions | Contact Us

Department of Administrative Services General Services

General Services » Asset Managment Services

Asset Management Services helps state agencies fulfill their statutory requirements for maintaining.

reporting and certifying inventories of state-owned assets.
Asset Management Senices
Please contact the OAKS Help Desk for assistance with the following: Fred Zabonik, Administrator
4200 Surface Road

Columbus, Ohio 43228
= Questions and issues regarding the Asset Management module of the Ohio Administrative oyl

Knowledge System (QAKS)
» OAKS Asset Management training
= QAKS passwords and security Driving directions

das ams@das state oh.us

E-mail: oaks helpdesk@oaks state oh us

e

= Columbus — 614 644 6625
» Tollfree — 1.886.644 6625 AMS Agency Conversion Process

Please contact DAS Asset Management Senvices for assistance with the following:

State of Ohio's asset management program. policies and procedures

State of Ohio’s Financial Process Manual
Electronic Annual and Biennial Inventory Certification Programs FIN Raole Handboak
Data quality control tasks
Setup and maintenance of contacts, capital leases, OAKS locations and OAKS profile IDs FIN Security Request
Agency system conversions to OAKS
Mass inventory adjustments in QAKS

Certification |

FIN Job Aids
Location Codes

Profile ID's
Key Contacts
Ken Ball

614.644.5559 r—

Dane J Trusted sites dh - ®100% -
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Select the previous fiscal year.

epartment of Administrative Services > ions > General Services > Asset Managment Services ndows Internet

@L yw |dy ohio.gov, || 42| x e

File Edt Wiew Favorites Tools Help

< Faworites | 5 @) POF to Excel Converter — L... [ Easton Town Center Tenant ©37 irfare — Cheap Airfares —... @8 Suggested Sites ~ | Free AOL & Unlimited Internet € | Free Hotmail

(P Department of Administrative Services » Divisions > ...

Ohio gOV Department of

Administrative Services

Home | for Business/Public | for State Agencies | for State Employees Divisions | Contact Us

Department of Administrative Services General Services

General Services » Asset Managment Services » Certification

Certification

Instructions
Asset Management Senices
Fiscal Year Fred Zabonik, Administrator
4200 Surface Road
Calendar Year Columbus, Ohio 43228

614 752 0076

Physical Inventory das.ams@das.state.oh.us

Certification Year-End Report Driving directions

2010

2009
AMS Agency Conversion Process

Certification

Publications =

Certification Year-End Reports

FIN Role Handbook
FIN Security Request

FIN Job Aids

Done / Trusted sites f v W100% -
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After selecting your Business Unit in the top portion of this page, all your transaction reports
will appear below. Click the download link to open the reports. If your agency did not have a
specific transaction during the fiscal year, a report will not be generated. You will have to
repeat this step for the current year-end reports.

= 2009 Certification Reports - Windows Internet Explorer

Q Jv ® ohio.gay v 2| x| (49 o
File Edt View Favortes Tooks Help

i Favorites | 5k @ POF to Excel Converter —1... | Easton Tawn Center Tenant 37 Airfare —Cheap Airfares —... € Suggested Sikes = & | Free AL &Uinimited Internet ] Free Hotmal

() 2008 Certification Reports [ 5] | gm v Page - Safety - Tooks - (@~

Ohio gOV Department of

Administrative Services

Home | for Business/Public | for State Agencies | for State Employees | Divisions | Contact Us

Department of Administrative Services General Services

General Services » Asset Managment Services » Certification » 2009 Certification Reports

2009 Year-End Reports General Contact =

All Ttems (230) ACCO1 (2) ADAO1 (3) ADI01 (3) AFCO1 (3) AGEO1 (3) AGOO1 (2) AGRO1 (3) AIRO1 (3)
AMBO1 (2) ARCO1 (2) ARTO1 (0) ATHO1 (3) AUDOL (2) BORO1 (2) BRBO1 (1) BTAO1 (3) CDPO1 (D) Asset Management Senices
€HRO1 (2) cIvo1 (4) cLAo1 (0) coMo1 (4) coso1 (3) crRBo1 (1) CSro1 (o) cswo1 (2) Fred Zabonik, Administrator
DASO1 7; DENO1 (1) DEVO1 (6) DHRO1 (5) DOHOL (3) DPS01 (3) DRCO1 (5) DVMO1 (3) DVS01 (3) éi?fmsl]‘iu?céhiujgzza
DYS01 (4) EBRO1 (1) EDUO1 (4) ELCOL (1) ENGO1 (2) EPAOL (4) ERBO1 (1) ETCO1 (5) ETHO1 (2) 614.752.0076
ExPo1 (3) FUND1 (1) Govo1 (3) HFAO1 (0) 16001 (4) Iso1 (3) Jcoo1 (0) Jcro1 (o) IFso1 (4) das ams@das state oh us
JLE01 (0) LCO01 (4) LECO1 (0) LIBO1 (5) LRSO1 (3) LSCO1 (4) MHCO1 (0) MIHO1 (1) NURD1 (3)
3501 (1) oBA01 (0) 0BB01 (0) 0BDO1 (1) 0BMO1 (6) OCCO1 (3) ODBO1 (3) OPPO1 (3) OPTOL (2) Driving dirsctions
05801 (5) 0sD01 (5) 0TCo1 (0) OVHO1 (4) PBRO1 (1) PRX01 (2) PSvo1 (4) PuBol (1) Pucol (o)
PWCO1 (3) PYTO1 {2) RACO1 (3) RCBO1 (5) RSCO1 (3) SANO1 (1) SCRO1 (1) SFCO1 (3) soA01 (0)
50501 (0) spPAD1 (1) SPEO1 (1) TAX01 (5) TOS01 (3) TUuPo1 (0) USTO1 (4) wWpAo1 (0)

Services &

AMS Agency Conversion Process

Certification

Sort by | Title hd
1of 2 NEXT » Quick Links =
[ Fie Date Size |
[£12009_AMS_Additions_DAS pdf 07/14/2010 10:23 175K  DOWNLOAD
]2 : 14/ . DOWHNLOAD FIN Security Request
12009 _AMS Adjustment DAS pdf 07/142010 01:13 16 K
[*12009_AMS_Assets on Hand_DAS pdf 07 010 04:44 2229 K DOWHLOAD FIN Job Aids
[¥12009_AMS_Reinstatements DAS pdf 07/14/2010 0238 2K DOWHLOAD
[*12009 AMS Retirements DAS pdf 07/14/2010 02:34 193 K  DOWHLOAD
1of2 NEXT >

FIN Role Handbook

Location Codes

Profile ID's

J Trusted sites dh - ®100% -
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Use the bottom line of each transaction report for your beginning balance.

ns_ETC[1].pdf - Adobe Acrobat Pro

File Edit View Document Comments Forms Tools Advanced Window Help *

£ ﬁ Create = @ Combine = aﬁ Colaborate ~ (4] Secre - / sign ~ Forms = [y Mlimedia - 7 Comment ~
K (| & =

state of ohio

Report 1D:  AMoDs DAS CERTIPICATION REPORT Page Fo. ©
Bock: STATE Fiscal vear: 2009 (07/02/2008 - 06/30/2009) Transaction Type: ADD - Additions | Run Date 08/25/
Business Unit: ETCOL - eTech Ohio Commission Category: EonTR - Zquipnent Run Time 13:30:47

ag # Asset 1D Asset Description Asset Status profile ID Location  Dept 10 custodian Serial Number
ngth Length Unit Of Measure Quantity Cost Trans Date Acctg Date Acquisition Date Acquisition Code

AEDFDOO1 Bryson, Laura WCAPWDOT9105
02/09/2009 09/2009

western Digital Ext Hard Drive T

HP L2208W22" Wide LCD Momitor I 3849 Aacmoool  ETE Stevenson,Craig NS03 cnks141968
1.00 05/27/2008  03/11/2009 05/27/2

ANDFDOO1  ETCI00000  CHESTNUT, 306 160846
04/20/2009  04/20/2009 04/20/2009
222.23 2

02319  zoom H4 Handy Recorder T
0.00 1

002318 Desktop IP Video CODEC 1 3300 AACUO001  BTC 055000
0.00 1.00 11/20/2008 03/11/2009 00

jearEcoRY sumTOTALE Assets Quantity cost. Buildings Square Peet

330,993 8

BusINESS UNIT SUBTOTALS: AzsstE Quantity

Buildings square Feet Length

™ otnrt
g Start
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Log into the certification application and open a new certification form.

epartment of Administrative Services > ions > General Services > Asset Managment Services ndows Internet

] ohio.gov ¥| #2|| X | |2 E CURT canvas 1982 BLOCK VINTAGE SHOES || 2 -

File Edt Wiew Favorites Tools Help

< Faworites | 5 @) POF to Excel Converter — L... [ Easton Town Center Tenant ©37 irfare — Cheap Airfares —... @8 Suggested Sites ~ | Free AOL & Unlimited Internet € | Free Hotmail
55+ @ vouTube - Gerald Levert - An, .. (B9 Department of Administra... B- 8 I v Page Safety - Took~ (@~

Ohio gOV Department of

Administrative Services

Home | for Business/Public | for State Agencies | for State Employees Divisions | Contact Us

Department of Administrative Services General Services

General Services » Asset Managment Services
Asset Managment Services

Asset Management Services helps state agencies fulfill their statutory requirements for maintaining.
reporting and certifying inventories of state-owned assets.

Asset Management Senices
Please contact the OAKS Help Desk for assistance with the following: Fred Zabonik, Administrator
4200 Surface Road

Columbus, Ohio 43228
= Questions and issues regarding the Asset Management module of the Ohio Administrative 5;];%2?;075 ©

Knowledge System (OAKS)
= DAKS Asset Management training
= DAKS passwords and security Driving directions

das.ams@das.state.oh.us

E-mail: oaks helpdesk@oaks state oh.us
Phene: Services &
= Columbus — 614.644.6625
= TolHfree — 1.888.644 6625 ANS Agency Conversion Process

Please contact DAS Asset Management Senices for assistance with the following: Centification |

State of Ohio's asset management program. policies and procedures —— .
State of Ohio’s Financial Process Manual Quick Links =
Electronic Annual and Biennial Inventory Certification Programs FIN Role Handbook
Data quality control tasks
Setup and maintenance of contacts, capital leases, OAKS locations and OAKS profile IDs FIN Security Request
Agency system conversions to OAKS
FIN Job Aid
Mass inventory adjustments in QAKS op Aids
Location Codes
Profile ID's
Key Contacts
Ken Ball
614.644.5559 e |

/ Trusted sites f v W100% -
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Click on link to log into the system.

E Department of Administrative Services = Divisions > General Services > Asset Managment Service:

@ ok ] ohio.gov,

File Edit View Favorites Tools Help

Windows Internet Explorer

iz Faworites | i3

25~ [P]Pandora Radia - Listen ta Fra. .. (19 Department of Administra...

Department of
Administrative Services

Home | for Business/Public | for State Agencies | for State Employees | Divisions | Contact Us

Department of Administrative Services General Services

General Services » Asset Managment Services » Certification
Certification

All state agencies, boards, and commissions are required by ORC. Section 125.16 to annually certify

and file their updated state property inventory activity following the close of the fiscal year to the Asset Management Senvices
Department of Administrative Senices (DAS). Each state entity is to certify its updated inventory activity Fred Zabonik. Administrator
by completing the annual certification form and submitting it electronically to DAS 4200 Surface Road

Columbus, Ohio 43228

614.752.0076
For complete Compliance Instructions For Certifying State Property Inventory Activity with DAS das.ams@das state ch.us
Click here

nual/Biennial Inventory Certification system
Click Here

Services =
Certification Year-End Report

Driving directions

20m
2010

AMS Agency Conversion Process
2009

Certification

Publications =

Cenrtification Year-End Reports

Quick Links =

FIN Role Handbook

FIN Security Request

J Trusted sites

f v Eiome -
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Enter your email address and password then click Continue/Login. Contact our office if you
are not able to log into the application.

{2 Annual Certification of State Praperty Inventory Application - Windows Internet Explorer

CI2) e ahio.gav, v [B][4][x

File Edt Wiew Favorites Tools Help

T Favorites | 5% @ POF to Excel Converter —1... [ Easton Town Center Tenant %37 Airfare — Cheap Airfares —... @ Suggested Sikes ~ & | Free AOL & Unlimited Internet | Free Hotmail
(& fnnusl Certification of State Property Invertory Appli... - B S| e v Page - Safety - Tooks - (@)~

%_ in @gm/&

To log in. enter your e-mail address and password below. then click Login

l Please Log-in below

E-Mail Address: |crawford wall@das state.ohus
Password: [sessees] (up to § characters)

Continue/Login Quit/Return to GSD Home Page

Done € Internet dh v H100% -
— .
74 start | @ 1t
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Click New Fiscal Property Inventory. Do not open an older version of the form for edit
and submission.

= Annual/Biennial Inventory Certification - Windows Internet Explorer

@\1/ - [& ohio.gov vl[& [[2]-
Fle Edt View Favortes Took Help

< Favorites | /5 @) POF to Excel Converter — ... | Easton Town Center Tenant 535 airfare — Cheap firfares — ... @ Suggested Sites ~ & Fres AOL & Unlimited Internet & | Free Hotmail

& AnnualfSiennial Inventery Certification T 1 i v Bl (21 @ - Page - Safety - Tools+ (@~

Annusl Biennisl Inventory Quit Application | New Fiscal Property Inventery
Certification Application

I
To sort below bstmg, < column title. To edit’view a record, click once on that record. e
% Edit Physical Inventory Kecords Business Unit EileDate Report Year Tnventory Type Compiznce Supp Doc Balance Status
5 F C N/A les C
F F N =
Fdit Fiscal Compliance Records - . 8 o = &
F N c
Edit Calendar Compliance Records P - - c
F Cc NA s C
View (Filed) Compliances Totals E F ¢ NA Yes c
View Compliance Record Totals 9 F F C NA es c
View Late Compliance Record Totals | 'V s - : c A e ‘
9. F F C NA es C
Add/Edit Contact Information L) I g
0AD4 6 F F Cc NA Yes
Add/Edit Agency Mformation = { -
0A04 It F N/ es
Add/Edit Contact Tipe 0A07 o T = ‘ — -
0AD 12/23/2005 B B CL N/A Yes
% Reset User's Password 0A08 F F (v NA Yes
0A08 I g C NA Yes
Export Compliance Totals to Excel | 0A10 F F c NA fes
Export Late Compliance Records Ll - C LS
0A11 F Cc NA
% Report Menu 0ALL 3 c NA
0A11 F F C N/A

606800 ac0a0c0o0ao00a0o0a0a000ao0a0n0
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Select the OAKS Report Date or the Agency In-House Report Date and enter the date in
this format: MM/DD/YYYY

(= Annual/Biennial Inventory Certification - Windows Internet Explorer

G@f w [ hittpi/japps das chie, gav/AMS CertfediForm_Layout.asp v|[B][42)[x] [*0 socce
Fie Edt View Favorites Tooks Help
< Favorites ‘ 5. @ PO to Excel Converter — 1... | Easton Town Center Tenant 37 airfare — Cheap Arfares — .. @ Suggested Sites ~ & Free AOL & Unlimited Internet 2 | Free Hotmail
| @ sorualfienrial Inventory Certfication ‘ | fa v B - [ e v Page- Sefety - Tools~ @@~
Save As Draft Submit for Processing Print this Record
State of Ohic A
Property Inventory Annual Ceriification - Activity
Reported by §
As of June 3
Schedule A
System Beginning Balances, Activity and Ending Balances
SBUSINESS UNIT. Das0l ¥ +PREPARED BY: [CRAWFORD WALL |
SAGENCY. [Department of Ac = Sarvices v *TITLE. [ASSIST PROGRAM MANAGER |
|ADDRESS: (4200 SURFACE ROAD | *PHONE: (614) 644-9354 (999) 9999999
In accordance with ORC Section 125.16 and ini Services’ current i i ions for certifying state The Inventory activity below is repavted from (Mark only one hov o2 ceparate coptification form is reqnired i
property inventory, complete Schedules A and B to accurately represent the reporting agency's state property for the fiscal year for each box marked):
For In-house systems only, detailed mventory activity reports supporting summary amounts in Schedule A must be submitted. OAKS Reposts Date [0601/2010 [ Asency Tn-House Report Date l—
All dates zhould be entered as follow: MMDD/VYYY
I Depreciating | Non-Depreciating -
et Gz Land Land Lang Buildings Leased Buildings Vahiclas Leassd Vahic| |
. Improvements | Improvements
Twpe of A« v
e = of Pareals Cost & Acraase Cost Cost 2 oF Buililinga ost & Sq. Ft 2 of Building Sost & 8q. Ft 2 of Vehicles Cost Z o Vehiclen
[Beginaing Balances Cost (|50.00 Cost |[s0.00 Cost |[s0.00
from Last Year's [s0.00 ] ([s0.00 il [ [ | ([s0-00 I | ([0
System Reports | Acres| SqFt SqFt
|ADDITIONS Cost (|$0.00 Cost |$0.00 Cost ($0.00 b |
@ [s0.00 ] |[s0-00 I | I I | |[se-00 I | ([0
Acres SqFt SqFt
TRANSFERS IN Cost |[$0.00 h Cost ([s0.00 Cost ([s0.00 i
[s0.00 | [so00 /| \ \ | so00 I J |[so:
) Acres SqFt SqFt
TRANSFERS OUT Cost |[$0.00 h Cost ([s0.00 Cost ([s0.00 i
[s0.00 ] [[s0-00 I [ [ ] [[s0.00 Hl ] [s0:2
@ Acres SqFt SqFt
RETIREMENTS Cost |[50.00 I Cost ([30.00 Cost ([50.00 i
[s0.00 ] [[s0.00 I ‘ I ] |[so00 ul J |[s0
% Acres SqFt SqFt
[ADJUSTMENTS Cost |[50.00 Cost ([50.00 Cost [[50.00
[s000 | |[so00 | \ 1 | |[se0 H NE
) Acres Sy Ft SqFt
REINSTATEMENTS Cost |[50.00 Cost ([50.00 Cost ([50.00
[s0.00 ] |[s0.00 il \ } | |[so00 i §lES
) Acras SqFt SqFt
[RECATEGORIZATIONS Cost |[50.00 Cost [|50.00 Cost [|50.00
[s0.00 ] |[s0.00 il \ } | |[so00 I § 2
(+)| | Acres| SqFt SqFt
OTHER Cost [|50.00 Cost |[s0.00 Cost |[50.00
|ADJUSTMENTS [s0.00 ] |[s0.00 il [ [ | ([s0-00 I | ([0
(=) | Acres| Sq.Ft. SqFt v
€ Internet R v W100% -
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Enter the totals from the last page of the previous fiscal year transaction reports in the
Beginning Balance from Last Year's System Reports row. Once the information has been
entered, repeat the steps to download the current fiscal year report totals. When entering
the total activity amounts for Transfers-Out and Retirements, a minus sign must be
placed in front of the number (i.e., -2,500.00).

(= Annual/Biennial Inventory Certification - Windows Internet Explorer

6:‘;‘" [ ) hpifjapps das ohie, goviAMS CertfediForm_Layout.asp v|[B][42)[x] [*0 socce

Fie Edt View Favorites Tooks Help

< Favorites ‘ 55 @) POF to Excel Converter — L... [ Easton Town Center Tenant S Airfare — Cheap Airfares —... @ Suggested Sites ~ & Free AOL & Unlimited Internet & | Free Hotmail

| @ sorualfienrial Inventory Certfication [ Miov B) L v Pame - Sefety - Took -~ @

“ancelBack Save As Draft Submit for Processing Print this Record

Schedule A
System Beginning Balances, Activity and Ending Balances
*BUSINESS UNIT +PREPARED BY: CRAWFORD WALL |
=AGENCY. [Department of Ac v *TITLE: |
(ADDRESS: [#200 SURFACE ROAD | +“PHONE:

In accordance with ORC Section 125.16 and Admini Services' current
property inventory, complete Schedules A and B to accurately represent the reporting agency's state v
For In-house systems only. detailed inventory activity reports supporting summary amounts in Schedule &

The Inventory activity below is reported from (Mark only one box - a separate certification form is required

for each box marked):
Agency In-FHouse Report Date

OAKS Reports Date
All dates zhould be entered a= follow: MMDD/YYYY

Depreciating | Non-Dapreciating ~
Land Land Land Buildings Leased Buildings Vahiclas Leased Vehic

fmprovermenm——fmproveens
Cost Cost # of Buildings Cost & 3q Ft # of Buildings ‘ost & 8q. Ft # of Vehicles Cost. # of Vehicles

|Beginning Balances st (|$0.00 st (|$0.00
from Last Year's [s0.00 ] |[s0.00 I | e [ [ oo | [ | Nl ] s
System Reporis SFt L\E SFt
[ADDITIONS Cost |($0.00 Cost |($0.00 1
I I %0
\ I = | | \ —
TRANSFERS IN st [[s0.00 Cost [0.00
[s0.00 | I . \ - [ | i N EX
Sy Fe SqFt
TRANSFERS OUT Cost |50.00 Cost |50.00
[s0.00 ] [[s0-00 I | ‘ - I ] I J [fse-
) q Ft SqFt
RETIREMENTS o [[50.00 Cost [50.00
| | | \ - 1 | Iy § EX
) i Ft SqFt
IADJUSTMENTS Cost [50.00 Cost (50.00
[s000 | | | \ . 1 | Iy § EX
@0 4 Ft SqFt
[REINSTATEMENTS Cost |$0.00 Cost |50.00
[s0.00 ] [[s0-00 il | I - [ | i N EX
) q.Ft SqFt
RECATEGORIZATIONS Cost [s0.00 Cost [[50.00
| I | \ - 1 | 1 J |[so:
@) W Ft SgFt —
[OTHER Cost ||$0.00 Cost ||$0.00
|ADJUSTMENTS [s0.00 | il | [ [ | Nl ] ([so:
) F: oFt v ¥

€ Internet R v W100% -
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Assets that did not bet entered into OAKS AM before the fiscal year closed should be
entered on Schedule B. The assets should be entered into the system as soon as OAKS AM
reopens. A signature and title are required for submission.

(= Annual/Biennial Inventory Certification - Windows Internet Explorer

G_\g w [[B] hittpifjzpps das ohio. gov/AMSCertjsdtForm_Layout. a5 ¥ [&][42][x] [2W 000
File Edt View Favortes Took Help
i Favortes | 5 (@ POF to Excel Converter — 1., [, Easton Town Center Tenant 37 Alffare —Cheap Aiffares — ., Suggested Sites = & Fres ACL & Uniimited Intermet ] Free Hotmail
‘ @ annusl{Biennial Inventory Certification ‘ ‘ f v B ] em v Pags - Ssfety - Tooks~ @@~
ancelBack Save As Draft Submit for Processing Print this Record
< 3 4
ADM 1413 A (Rev. 4/10) Agency Reporting On State Fiscal Year - ORC Sec. 12516
Schedule B
Inventory activity not posted to system
(For cutrent and previous FY's
Amounts should be entered in Schedule B if activity is known but not posted to the system. It §s the Al} unposted inventory activity listed on Schedule B Must be key-entered to the
agency’s responsibility to have on file sufficient detailed decumentation regrarding any activity listsg appropriate system next fiscal vear.
?;::i:nlek s0 as to accurately key-enter transactions for the appropriate asset to OAKS or In-House The amounts below represents actisity that should be posted to:
i ¥ 048 T Agency InHouse System
I : [Non-Depreciating ~
st Catmgory Land o =L and Buildings Leased Buildings Vehicles Leased Vehi —
Improvements
Ty oprIy e
N - # of Parcehs Cost & Acreage Cost Cost # of Buildings ost & Sq. Ft # of Buildings ost & Sq. Ft. # of Vehicles # of Vehicles
[ADDITIONS Cost {|50.00 I Cost (|50.00 Cost [|50.00 |
[soco  fseco Ik \ ; \ | I | {fso
sqFt sqFt
TRANSFERS IN h Cost |$0.00 Cost |50.00 I
[s0.00 ] [[s0-00 I 1= [ - [ ] [[s000 I ] {[s0]
SqFt SqFt
TRANSFERS OUT h Cost [$0.00 Cost |50.00 :
[s0.00 ] |[s0.00 il - \ - | | |[so00 i §(E
SqFt SqFt
[RETIREMENTS ' Cost |[s0.00 Cost [[s0.00 :
[so.0 ) EX | I \ . \ | [se0e /| | =
St SqFt
[ADJUSTMENTS ' Cost |[s0.00 Cost ([s0.00 :
e ‘ —f ‘ | Excam] i B
() SqFt SqFt
[REINSTATEMENTS Cost ($0.00 h 1 1l | Cost |[30.00 Cost |[$0.00 i 1 1 ‘
50.00 50.00 50.00 50
@ Acres F SqFt ' SqFt ' [
[RECATEGORIZATIONS| Cost |[$0.00 h 1 1l | Cost ([s0.00 Cost ([s0.00 i ‘ 1 ‘
50.00 50.00 50
@) i SqFt ' SqFt ' [
OTHER Cost |[$0.00 Cost ([s0.00 Cost ([s0.00
|ADJUSTMENTS [s0.00 ] [[s0-00 I | [ [ | I ] {[so]
@) erss SqFt SqFt
Year End System Act Cost [$0.00 Cost |s0.00 Cost |s0.00
[Balances As of June 30. 50.00 50.00 $0.00 s0.
2010 Acres SqFt SqFt 3
< [ -
ADM 1413 (Rev. 4/10) By i ission of this i ion to the of Administrative Service], the Executive Officer of the Agency certifies to the best of the Officer's knowledge that all

information is true and accurate. Also, copies of the completed certification form(s) shall b kept on file at the Agency in accordance to record retention schedule.

* Executive Offic

ford Wall

* Title:

~

& Internet Fy v EBI00% v
—_ - -
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RETAINING COPIES OF YOUR
CERTIFICATION FORM AND INVENTORY REPORTS

In compliance with ORC, Section 125.16, each agency and its reporting units are
responsible for retaining a duplicate copy of all certification forms and inventory activity
reports used for filing with DAS. The duplicate copies shall be retained by the agency for

the required time period as indicated by their record retention schedules.

HOW TO HANDLE DISCREPANCIES AFTER SUBMITTING

THE ANNUAL CERTIFICATION
(FOR ALL AGENCIES)

If you find the amounts were incorrectly transcribed from the activity reports to the
certification forms, then a revised certification form should be submitted to DAS. You can
do this by clicking on the previously submitted form, make the needed edits and resubmit

form to DAS.
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YEAR-END SUBMISSION

DEADLINE AND ADDRESS
(FOR ALL AGENCIES)

Completed certification forms and in-house system activity reports for fiscal year
are required by ORC, Section 125.16 to be filed with DAS no later than October 1,
2012.

Unless advised otherwise by your Agency Inventory Control Officer, please submit
your hardcopy or electronic In-House system activity reports to:

Crawford L. Wall, CPM
Assistant Program Manager
Department of Administrative Services
General Services Division
4200 Surface Road Columbus, Ohio 43228-1395

In closing, we appreciate each agency's continued cooperation with reporting its state
property inventory certifications with DAS. If we can be of any assistance with answering
your questions or comments, please call Crawford Wall at 614-644-9354.
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