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Auction Information

The next auctions will be on Janu-
ary 12, February 2nd, and February
9th. Remember you can view the
items at the auction site three days
prior to the auction date. For a copy
of the auction brochure and buyers
guide, please view our website the
week of the auction.
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Let’s Do a 2008 Update!!

Last year went by so fast and it is already 2008! Help us keep up with your current infor-
mation by doing a 2008 update in AMS. Check the following information and email the
current and/or correct information to rebecca.kleinpeter@la.gov.

Have you moved? In AMS, go to Contacts > By Agency > type in your agency number >
Search > select the Address tab in the middle of the screen. You should have a mailing
address and physical address. Are they correct?

Are your employees current? Run the User Access List, which ,‘*
can be found in the report section of AMS under Contact Re-
ports. If you have users listed who are no longer with your
agency, send a quick email to have them deleted. Also, you
may request to delete users who have not logged into the sys-
tem in over a year.

How can we contact you? We contact you mostly through email or telephone, and need
this information to remain current. In AMS, go to Contacts > By Name > type in your last
name > Search. This is the information we have for you. Is your phone number correct?
Do you have an extension we can reach you at? Is the fax number correct? Is your email
address correct?

Keep in mind it is very important to keep your agency and personal information up-to-
date. Having AMS users who no longer work at your agency could result in an audit find-

ing.

Surplus Pick-ups & Deliveries

According to the LAC 34:VII.501.G, all surplus items must clearly be marked with the
approved transfer number and located in an easily accessible area. If a pick-up is
scheduled for your agency and the truck driver arrives and your items do not have the
transfer number on the items, it will not be picked up. Same applies to deliveries. If
your agency delivers property to the LPAA warehouse and it is not marked with the
transfer number, it will be rejected. How do you put the transfer number on the item?
Most commonly, a sheet of mailing labels are used. Please do not write the transfer
number directly on the item, this lowers resell value. We ask that you do not remove
the original property tag. This helps us verify items when receiving it into our ware-
house and removing it from your inventory.

Having your surplus items in an easily accessible area will benefit everyone. Our truck
drivers have multiple stops each day and are only allowed a certain amount of time at
each stop. Keep the items in a centralized location. You will know ahead of time when
the drivers are coming and approximately what time they will be there. This way, they
can get in and out quickly. Allowing them and you to get back to other business. If you
have any questions about pick-ups or deliveries, contact Rick at 225-342-3407.




Volume 4-Issue 1 Page 2

How To...Receipts for Property

According to the LAC 34:VI1.305.C, “when any property is entrusted to any other officer or employee of the agency, the
agency property manager shall secure a receipt for such property from the person receiving the property.” The receipt is
an in-house form that is different for each agency. By following the steps below, you can create a customized receipt.
(For this example, we are going to create a receipt for Rebecca at LPAA.)

e The most important thing before you can create the receipt is be sure you have | Berson Responsible [rEsecca |2
the entrusted person’s name listed as the person responsible on each asset. If not, see the Users Guide to do so.
Keep in mind that the name must be identical on each asset (it will not work if one asset says “Rebecca” and the
other says “Rebecca K”). SEARCH  esetTme =

AssetNumber [zsaze
e Search the assets that belong to this person. This is done by going to Assets > Search-Advanced. saency —

Here you will need to search your agency’s assets for that person responsible. This can be done ¢ |
by filling in the asset number field with your agency number then a percent sign, and by filling in ~ 2eseioton [
. . . Record Type |

the person responsible field, then click Search. ot —
Maodel |

e This will give you a list of items that the person is responsible for. Make sure that all of the items .. ————
are listed. If not, go back to the asset and be sure they have the person responsible on the asset. gy

curmar — [ N

T re— p——— e After you have the items listed, click the Report button, located at the | eersonResponsible [rssccs |
NS S ——— bottom (not the Report module button). When you click the Report button it
e T Feao will bring you to the reports screen. Select Certification Reports, then the Certification by As-

Recorts 14 set Report. This will bring up a report that lists only the items that the person is responsible

[Fowcont | _coumnsum | _savosoocr | neport JR ST

Asset Certification Report

¢ Notice that this report already has the tag number, descrip-

tion, serial numbers, costs, and a signature line. This saves
you from typing or writing them into another document.

TOTAL ASSETS: il
TOTAL CURRENT ACG COST: 4 2,891.12

e From this report you are going to export it to a Word docu- FOTAL ORIGAL ACO COST: § 42312
ment. To do so, @ select this icon at the top left corner of 1
the report.

e You will get a pop up, where you will select Microsoft Word
as the File Format and name the file whatever you wish. When you hit “OK” it will give you the option to open the file.
Select “Yes” to open it.

¢ Now that you have all of the information you need in a word document, you can change the “| hereby certify...” sen-
tence to say whatever you wish. This is an example of what it could say, and what the Division of Administration
uses on their receipts:
This form is to acknowledge that T have been assigned state equipment for use outside of the
DOA office premises. I have read DOA Policy Mo, 6 and will comply with the provisions of
said policy.

I understand that the equipment histed below 15 to be used only by me and only for DOA official
business. I agree to do everything within my power to protect and conserve all State-owned
property, including equipment and supplies entrusted or 1s2ued to me.

Tpon completion of the programiproject for which thizs equipment was issued for my use, or a
change in duties which eliminates the need for the equipment, or when requested by my
superwisor ot section head, all equipment will be returned to the DOA Section from which it was
removed,

e Print the form, have the person responsible sign it, and keep it with your property records. Keep in mind that not hav-
ing receipts for property can be an audit finding.

If you have any questions, contact Rebecca at rebecca.kleinpeter@la.gov.
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Auction Information

We wanted to let you know about a special upcoming auction. February 2, 2008, LPAA will be holding a special auction
on River Road at Brightside where we will be auctioning off over ninety (90) fully furnished mobile homes! Inspections
will be held as an Open House on January 26th & 27th from 10 am to 3 pm. The actual auction will be held February
2nd. Gates will open at 7 am for inspection and the auction begins at 10 am.

Visit LPAA's website at www.doa.louisiana.gov/lpaa to
" get all information and complete auction pictures. As
[ always, if you have any questions feel free to contact
me. We understand some people can not make it to
g cach live auction, so GovDeals is another way to par-

™= ticipate and acquire surplus property. We are currently
| posting these trailers on GovDeals also. They can be
found at http://LaSurplus.GovDeals.com.

Important Reminders

e January begins a new quarter. Be sure to balance out your property and make sure what should be removed from
inventory has been, check open transfers to make sure action will be taken, and double check to make sure all your
acquisitions have been added to the system.

e Be sure drivers are completing the Daily Vehicle Logs (MV-3s). This includes the date, ending odometer,
miles traveled, any expenses incurred during the trip, driver initials, and destination and purpose of the trip.
Auditors are reviewing them very closely and finding missing information. If you have any questions,
please refer to the Fleet Management Regulations.

Shop Surplus = Save Money!

Several offices will be closing and moving within the next few months. We will be expecting some very nice furniture and
would like to offer your agency an incentive to shop surplus. Below is a one time offer per agency for $10 off a $100 pur-
chase. The offer expires March 31, 2008, so we hope to see you before then!

Thic offer ic good for ¢10 off a purchace

of $100 or morel
Limit one per agency. Offer only available to
118129002"68165" Vs

State Agencies. Redeemable only at LPAA
Surplus warehouse.

HAPPY ' M appy Mardi Cras

GROUNDHOG DAY | ¢ et -
Vnloanfingn'e \E’ ‘.l \
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