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CONTRIBUTION OF FIXED ASSETS
I. PURPOSE:

To establish guidelines for control and accountability when contributing non-expendable property (fixed assets) to non-DHSS entities for the purpose of completing specified program deliverables. 

II. SCOPE:

Department-wide.
III. POLICY:

All non-expendable property purchased by the Missouri Department of Health and Senior Services (DHSS) and subsequently contributed to an outside entity must be safeguarded, accounted for properly, and documented.  DHSS shall identify each contributed, non-expendable property item by the description, make, model, serial number (if available), and the receiving entity.  Contributed items are not under the control of DHSS and are not tracked in the SAM II fixed asset system.
The determination of classifying items as non-expendable property (fixed assets) shall be determined by the criteria established by the State Auditor.  Definitions are located in Financial Policy 7.1.
IV. PROCEDURES:

The contribution of equipment shall be accompanied by a memorandum of understanding (MOU) or contract signed by DHSS and an authorized representative of the receiving entity.  The MOU must outline the roles and responsibilities of the parties related to the equipment including the purpose for its use; the maintenance, repair, or replacement of the equipment; and the disposition of the equipment at the end of the agreement.  Expected deliverables should be clearly outlined.  See Financial Policy 3.1 for more information on the MOU process.
A contributed equipment log (Attachment 1) shall document the original purchase order number, division information, and the serial number or other identifying information, if available.  The receiving organization name, phone number, and the signature of an authorized representative are also required.  A copy of the contributed equipment log is to be forwarded to the Division of Administration/Procurement Unit.  Each log will be matched with an executed MOU.  If items are shipped directly to the receiving organization, programs must request the packing slip(s) be returned with the authorized signature noted, and attach the slip(s) to the log prior to forwarding to the Procurement Unit.
This policy is applicable to any situation where DHSS contributes equipment to an outside party.  However, to maintain confidentiality if equipment is contributed directly to an individual program participant, identifying information is not noted on the contributed equipment log, but shall be maintained by the program and available for audit purposes.  An MOU is not required when equipment is provided to an individual program participant.
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