
NOTICE OF REVISION/CHANGE 

TO 

POLICY AND PROCEDURE MEMORANDUM #31 

SUBJECT: MOY ABLE PROPERTY INVENTORY 

TO: ALL POLICY AND PROCEDURE MEMORANDUM HOLDERS 

EFFECTIVE DATE: OCTOBER 21, 1983; REVISED JUNE 5, 1985: REVISED SEPTEMBER 
22, 1995 

REVISION DATE: June 2, 2015 

This memorandum supersedes and replaces all previous information in PPM #31 originally 
issued Octo er 21, 1983. The current PPM is to be replaced in its entirety by this revised issue. 

This is revision No. _3_ to this PPM with an original effective date of October 21. 1983 

IMPORTANT 

Insert this revision notice in the PPM file preceding all other information on this subject to 
maintain a current document file. 
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POLICY AND PROCEDURE MEMORANDUM NO. 31 

SUBJECT: MOVABLE PROPERTY INVENTORY 

TO: ALL POLICY AND PROCEDURE MEMORANDUM HOLDERS 

EFFECTIVE DATE: MAY 7, 2015 

POLICY 

An effective property management program is comprised of all tangible non-consumable 
moveable property (asset) owned by the Office of State Parks (OSP) with the exception of 
property specifically exempted by the Division of Administration. Tangible non-consumable 
moveable property with a unit value at $1000.00 and above or those assets designated by 
Louisiana Property Assistance Agency (LPAA) regardless of cost (e.g., body armor, all firearms, 
electronic equipment (with memory), trailers, etc.), will be managed under R.S. 321-332 Title 
34, Government Contract Procurement and Property Control. Expenditures under $ 1000.00 for 
tangible non-consumable moveable property will be managed using an internal OSP system. 

With the approval of LPAA, OSP will designate an employee within the agency as Property 
Manager. The OSP Property Manager is responsible for coordinating property management 
within the agency. The Property Manager will maintain a master file of all documentation, 
records, and data management on all agency property. The Property Manager will also maintain 
the records for tangible non-consumable moveable property valued at $1,000.00 or more and 
those so designated regardless of cost, using LPAA's data management system. 

It is the responsibility of site/district management or Section Head to maintain a current list of 
tangible, non-consumable movable assets with a cost between $250.00 and $999.99, and not 
assigned a LP AA property number. 

All records and documentation on all existing and disposed assets must be maintained for 
the current year as well as the previous three years, which are subject to audit at any time. 
No Tangible non-consumable moveable assets regardless of cost can be disposed of without 
LPAA's approval. 

OSP will assign and entrust assets to individuals within the agency who will be responsible for 
their respective assignments. Failure to maintain the assigned assets can result in required 
payment of damages whenever a wrongful or grossly negligent act or omission causes any loss, 
theft, disappearance, damage to or destruction of said assets. Such damages shall be recoverable 
in a civil suit and prosecuted on behalf of the state by the attorney general. 

Section Heads in the Administrative Office are responsible for the assets within their section. 
Site and Regional/District Managers are responsible for the assets assigned to their respective 
areas. A physical inventory audit will be coordinated by the property manager or designee 
whenever there is a change in the section head or site manager. 

All assets are for "Official Use" only. 

https://1,000.00
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PROCEDURE 

I. ASSET INVENTORY CONTROL 

Sub-agencies (e.g., Chicot State Pm·k, Plaquemine Lock SHS, etc.) not located in the 
Administrative Office are required to maintain purchase documents on all tangible, non­
consumable moveable property (asset) at their respective location to include Asset 
Addition to Tagged Property Inventory lntraagency Con-espondence, Asset Detail Sheet, 
purchase document, photograph and all communications (Exhibit A) concerning the 
asset. Master files of all assets are to be maintained in numerical order. The 
identification number assigned to the asset must be attached to the asset. All replacement 
tags can be requested through the Property Manager. 

All documentation will be maintained in a Moveable Property Inventory binder located in 
the Administrative Office that is subject to audit at any time. 

II. CERTIFICATION OF TANGIBLE NON-CONSUMABLE PROPERTY 

Each fiscal year, OSP must conduct a complete physical inventory of all tangible non­
consumable moveable property valued at $1000.00 or more and designated assets 
regardless of cost, owned by OSP following LPAA regulations. Each person involved in 
the inventory is responsible for recording true and actual results of the physical inventory. 

To conduct the physical asset re-certification, the Property Manager will forward a 
current copy of the LPAA Asset Certification Report (Exhibit B) and a cmTent list of 
Unlocated Assets (Exhibit C) to each section head, district manager and site manager. 

• The physical inventory will be conducted using the LPAA Certification Report. 

• Any assets not located will be so noted on the unlocated assets list. 

• Assets listed on the unlocated list that are subsequently located are to be so noted 
on the unlocated asset list. 

• Any asset located that is not tagged, but requires tagging as per LPAA guidelines, 
will be noted on the form "Assets at the Site but not on the Printout". (Exhibit D) 

• Once the inventory is completed, all forms will be signed and forwm·ded through 
the Chain of Command to the Property Manager, by the date so designated by the 
Property Manager. 

The Property Manager will compile the inventory data and forward the data to LPAA by 
the required date. 

III. ADDING NEW ASSETS, DELETING OLD ASSETS, TRANSFER OF ASSETS, 
LOANING ASSETS, REPAIRING ASSETS, ASSIGNING ASSETS AND STOLEN 
ASSETS 

A new asset can be an acqms1t1on purchase, supplies, interpretive purchase, capital 
outlay/729 Project addition, transfer from another agency, a gift, a donation, or 
manufactured by OSP. 

• Donations, which are given to OSP with a value at $1,000.00 or above or those 
assets designated by LPAA, must be included. (If historical collections, refer to 
PPM #28 Historical Collections Management). If a value is not known, a fair 
market value must be agreed upon between the donor and OSP. The agreement 
must be in writing. 

https://1,000.00
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State law requires that all tangible non-consumable moveable property valued at 
$1000.00 or above and designated assets regardless of cost must be tagged with a 
prope11y number within 60 days of property receipt. If an item cannot be tagged for 
physical reasons, the identification tag number should be set aside and the identification 
tag number written on the item with indelible ink or inscribed on the item with a small 
engraving tool. To assure that property (asset) is tagged within this specified time, all 
managers and construction project managers MUST adhere to the following procedures: 

• When the original purchasing document( s) is received on site and copy received 
at district office -
• Complete the Tagged Assets Tracking Report (Exhibit E) using the following 

information: 
• Purchase document number 
• Date purchase document or contract is issued 
• Delivery Terms in days 
• Site 
• Vendor information 
• Equipment Description 

• ARO column will automatically populate using purchasing document(s) date and 
delivery terms. 

• Site manager or designee, or construction project manager will contact vendor and 
ascertain if asset will be delivered within delivery terms on purchasing 
document(s). 

• On a week! y basis, the spreadsheet will be reviewed by the district Administrative 
Program Specialist, site manager or designee, or construction project manager to 
verify information and status. 
• Verify ARO 
• Monitor the date received 
• General follow-up, monitoring and status updating 

• When asset is received, site or construction project manager will complete "ITEM 
Received Date" section of spreadsheet and advise district office of same. (The 60 
days tagging window begins upon physical receipt of asset.) 

• When original receipt is received -
• Sile or construction project manager will process by completing the "Receipt 

Stamped" section on the DPA. 
• "Date" is the date when all of the asset is physically received. 

• Site or construction project manager will complete the "DATE Processed" 
section of spreadsheet and advise the district Administrative Program 
Specialist of same. 

• Site or construction project manager and district Administrative Program 
Specialist will verify the delivery date is within the ARO. 

• Site will forward original purchasing document(s) to district office for further 
processing by Business Section and Property Manager 

• Construction project manager will forward purchasing document(s) to 
Property Manager for further processing by the Business Section and Property 
Manager. 

Upon receipt of the purchasing document(s), the Property Manager will process the asset 
receipt into the LPAA's data management system following LPAA guidelines. If further 
information is needed, the Property Manager will be contacted. 

If any special notes about the asset need to be recorded, this will be done in the note 
section. 
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Each piece of tagged asset will be assigned an asset location code. The asset location 
codes are: 

Administrative Office: Room Numbers 
1000 Vehicles 

Field Sites: 1000 Vehicles 
2000 Equipment (Maintenance) 
200 l Mobile Equipment with Meters 
2002 Trailers 

3000 Assets in Buildings 
300 l Computers and Accessories 
3002 Copiers 
3003 WIFI 
3009 Ice Machines 

4000 Grounds 
4001 Radios 
4002 Portable Buildings 

5000 Weapons, Duty 
5001 Weapons, Reproductions 
5005 Vest - Bullet Proof 
5009 UE Misc. (AED & Radar) 

6000 Water Vessels and Motors 

The Property Manager will forward the white bar-coded property control number tag, 
Asset Addition to Tagged Prope1ty Inventory correspondence, and Asset Detail sheet 
(Exhibit F) to the site manager or section head responsible for the property. 

Once the data has been verified, the acceptance and/or correction(s) will be noted on the 
Asset Addition to Tagged Property Inventory correspondence and a copy of the 
paperwork will be forwarded to the Property Manager. 

The site manager or section head will IMMEDIATELY tag the asset and file the Asset 
Addition to Tagged Property Inventory correspondence, Asset Detail Sheet, copy of 
purchasing document(s) and photograph of asset in the Moveable Property Inventory 
binder. This binder will be available at all times for auditing purposes. 

New Assets (in the LPAA system) 
When a new asset is delivered to the Administrative Office before being delivered to the 
assigned site or section head (e.g., vehicles, computers being programmed, radios being 
programmed, etc.) the Property Manager will: 

• Assign property number 
• Tag asset 
• Notify site of property receipt 
• Submit a Temporary Loan for Tagged Prope1ty form (Exhibit G) 
• Release asset to site 
• Verify the data submitted 

New Assets (Not in the LPAA System) 
It is the responsibility of site/district management or Section Head to maintain a current 
list of tangible, non-consumable moveable assets with a cost between $250.00 and 
$999.99 that are not required to be tagged by LPAA. These assets, referred to as non-
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tagged assets by LPAA, are to be recorded and maintained in either a spreadsheet or 
database format outside of the LPAA inventory management database. 

The information maintained for each asset will be as follows: 
Property Number 
Description Name 
Serial Number 
Purchase Order or Supplemental Receiving Report Number 
Date Purchased 
Cost or Donated Value 
Location 
Disposal Method 

All purchase documentation will be retained using the same method as tagged assets. 
Property tags will be obtained from the property manager. 

A Property Transaction form must be completed for property disposal and forwarded to 
the Property Manager. The Property Manager will then request disposal approval from 
LP AA. Once disposal is approved by LP AA, an approved Transfer Detail from (Exhibit 
0) will be forwarded for disposal. The Transfer Detail number will be noted on the 
property list and documentation will be maintained according! y. 

If an asset is transferred to another site or section, a Property Transaction form will be 
used to document the transfer and all documentation will follow the asset. The receiving 
party will add the asset to their list. The party giving the asset will so note in the disposal 
section of their list and maintain documentation for their records. 

Titles and Registrations for assets other than Vehicles 
Assets other than vehicles that must be titled or registered are as follows: 

• ATVs 
• Side by Sides (UTV) utility vehicles 
• Trailers (regardless of cost) 
• Boats (regardless of cost) 

Once the asset is received the site manager working with the district office and OSP 
Business Section will begin the process to obtain the proper documentation to file for the 
title or registration. Once the documentation has been filed and the original title or 
registration received, the original will be retained in their Moveable Property Inventory 
binder with the asset documentation. Copies of the title or registration will be forwarded 
to the Property Manager to be maintained with the asset documentation. 

Replacement Tags 
The Property Manager is the caretaker of all non-assigned property tags for assets of 
$l000 and over. Replacement tags can be requested in writing/e-mail to the Prope1ty 
Manager with the exact asset number needed. The site manager or section head is the 
caretaker of all property tags for assets under $1000. 

All assets between at least $250.00 and $999.99 will be identified with a yellow prope1ty 
control number sticker (Exhibit H). 

Disposing /Transfer/Loan of Assets 
Once it is determined that an asset is no longer needed at its assigned location, 
appropriate disposable procedures must be followed within 30 days. The site manager or 
section head responsible for the asset should contact their District Manager or the 
Property Manager for assistance. If the asset is still in good condition and can be used 
somewhere else in OSP, then it will be offered to other sites or to Administrative Office 
sections. If the asset is to be transfe1Ted to another site within OSP, the site manager or 
section head responsible for the asset must request a property transfer using a Property 
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Transaction form (Exhibit I). If the asset cannot be used within OSP the site manager or 
section head responsible for the asset must request to dispose of the property (asset), 
using a Property Transaction form. Assets may be disposed of by surplus, trade-in, 
dismantle for parts, or scrap. No asset can be transferred or disposed of without the 
approval of the LPAA. 

• Definitions -

o Surplus property: Any moveable state property (asset) deemed to be of no 
further use to the OSP. 

o Trade-in: Asset that can be used as a trade credit toward the purchase of 
new asset. 

o Dismantle for Parts: When certain parts of an asset can be used to repair or 
upgrade a like item. Justification is required and pictures are to be 
included. The parts must be dismantled from the asset immediately upon 
approval and stored. The remaining parts of the asset must be disposed of 
immediately. 

o Scrap: When asset is damaged beyond repair, or is not economically 
feasible to surplns. Justification and pictures are required. Asset must be 
properly disposed of immediately upon approval. 

o Electronic equipment (media): Any media owned, managed, or utilized by 
an agency or its agents with the capability to store, transmit, or receive 
data (Exhibit N). Disposal of such assets must be coordinated with the 
Property Manager. 

• The disposal request must be appropriate for the condition of the asset. Disposal 
of prope1ty can only be accomplished in the following methods: 

o Transfer of an asset to LPAA. 
o Scrap an asset. 
o Dismantle an asset for pmts 
o Transfer of an asset to another site or Administrative Office 

• Approval of disposal of a tagged asset is documented on a Transfer Detail form 
(Exhibit 0). The form must be maintained in the sites property records. 

• The request is forwarded through the chain of command to the Property Manager. 
Once the request has been processed, the Property Manager will notify the site 
manager or section head. Transferred asset(s), once approved for transfer, must 
be physically transferred to the new site mid re-tagged within 30 days of approval. 

• When a site is requesting disposal or transfer of an asset which has a title or 
registration, other than a vehicle, the original title or registration must be 
forwarded with the asset. 

• Any asset disposal methods that involve "scrap" or "dismantle for parts," must 
adhere to LPAA guidelines. Once the disposal is complete, the site manager or 
section head will notify the Property Manager of the disposal in writing. 

• All paperwork associated with the transfer or disposal of assets will be placed in 
the Moveable Property Inventory binder. 

• Assets may be loaned between sites and the administrative office or may be 
temporarily checked out. A loan is to assist in a time of need and cannot exceed 
sixty (60) days without the Property Manager's approval. On any transfer/loan of 
,L%ets between $250.00 and $999.99 the Property Manager does not need to be 
involved, however all the related documents need to be completed. Copies of 
completed Temporary Loan for Tagged Prope1ty form (Exhibit G) or Asset 
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Temporary Checkout Log form (Exhibit J) must be kept at each location. 

• Temporary check-out is when an asset is needed for no more than five (5) days 
and will be removed from the assigned site or section (e.g., a person needs a 
laptop or projector when making a presentation). 

• An Asset Temporary Checkout Log form must be completed and each party 
involved must have a copy of the signed form. For auditing purposes, these 
forms will be maintained in the Moveable Property Inventory binder and available 
at all times. 

• If an asset is temporarily needed between six (6) days and sixty (60) days, a 
Temporary Loan for Tagged Property form is completed and each party involved 
must have a copy of the signed form. These fmms will be maintained in the 
Moveable Property Inventory binder and available at all times for auditing 
purposes. 

• If the loan exceeds sixty (60) days, a Property Transaction form must be 
completed transferring the asset it to its new location. 

Assigning Assets 
Certain assets (e.g., duty weapon, body armor, camera, handheld radio, reproduction 
firearm, and laptop computer) are assigned to specific personnel for their business use, 
which they must maintain and keep with them while off-duty. These assets are for 
"Official Use" only. 

• It is the responsibility of the site manager or immediate supervisor to inform the 
Property Manager when an asset is assigned to an individual. When changes to 
the assignment occur, the site manager or section head must again notify the 
Property Manager. 

• Personnel who are assigned assets are personally responsible for them. The time 
period will vary depending on the asset. The documentation of property 
assignments must be maintained using the Assigned Property form (Exhibit K). 

• These forms will be maintained in the Moveable Property Inventory binder and 
available at all times for auditing purposes. 

Repairing Assets 
When an asset is to be repaired or upgraded by an outside company or agency, a Release 
of Property for Repairs form (Exhibit L) must be used to maintain the proper 
documentation. For auditing purposes, these forms will be maintained in the Moveable 
Property Inventory binder and available at all times. 

Electronic equipment being repaired or serviced by the DCRT's Information Services 
must be documented on a Release of Tagged Property to Information Services form 
(Exhibit M). For auditing purposes, these forms will be maintained in the Moveable 
Property Inventory binder and available at all times. 

Lost or Stolen Assets 
When an asset has been identified as stolen, the Property Manager must be notified 
immediately. An Initial Incident Report along with Police Report must be filed and a 
copy forwarded to the Property Manager, who then must forward a copy to LPAA (Refer 
to PPM #8). The Property Manager will list the asset as unlocated. The item must 
remain in the LPAA inventory management database for three (3) years. If after three (3) 
years the missing item is still not located, a request to remove the item from inventory 
may be submitted to LPAA. For auditing purposes, a copy of the Initial Report with all 
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attachments will be maintained in the Moveable Property Inventory binder and available 
at all times. 

Each site must maintain files with copies of purchasing document(s), Supplemental 
Receiving Reports (SRR) and/or LaCarte logs used to purchase asset between at least 
$250.00 and $999.99 in order to verify purchases when an asset has been stolen and/or 
lost and needs to be replaced. For auditing purposes these files will be available at all 
times. 

All forms associated with this PPM can be found at P:\Operations\Forms\Propcrtv 

Assistant Secretary 
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EXHIBIT A 

OFFICE OF STA]"E PAilKS 
DEPARTlVIENT OF CULTURE, R.ECREATION & TOU.RlSlVI 

INTRAAG.ENCY CORRESPONDRNCJI; 

TO: District Two 

FROl\'I: 

RE: 

I,,_./ 
Gary Ramsey, Assistant Chief of Operations f'c:. 

Asset Addition to Tagged Property Jnventory 

STATE OF LOUISIANA· 
OFFICE OF STATE PARKS I 

IIDffl~1fiilllBDXK~~l!fflinlili I 
610lJ400J,034 

DATE: July 16, 2012 

Enclosed is the docuxnentation for the follolving asset, \Vhich has been added to your site's tagged 
property inventory list: • 

Item Description: Glock 17., GEN4 

Seris.l Number: TKE605 

Purchase Order Number: 3810445 

The assigned proper~, tag is attached, Please keep the property tag attached to this documentation 
and filed in your property records. The nssct will be cross~referenced by the serial nu111ber for 
nudi! purposes. After reviewing the docnmentat.ion and asset, if there are problems please note on 
this let!cr when faxing the signed copy to Operations. ()nee received the serial number will not 
chunged. 

1 hnve revie\v the i.nfonnation on the on this page and the property asse-t detail sheet(s) ,vith the 
p.hysical asset i]seif to veri~re infonnation. Unless noted al! inf(,rmation is corr_ect~ 

f<_, -· -<L o,,./_ I 
Signature:___ -1:._~-' ---\I:-_--- .• Date:_~.. r·::, 
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_

EXHIBIT A 

Hotre Help Suppo,t Sign ~ 

Home rAssets- fContacts ..l"ransfcrs ,_,Disposals· , Users•~Reports 

Quick Seard, Advanced !n,ch I Create : Fuel log Flee!. Main.'enar.c.e log ! 
Asset Oct:ail 

Can":!J Save~1 
Asset Number' -_poo+--CO-l_-034- .--_...,§ 

Age,xy " £._~CEOF.STATE PARKS - orsliiicrn•10- j 
Class . 

B,J_!!,~ Ol - - --- I~ 
jwe.,pon • Pr;td Glock 17 

jGlOCK 

Model !Moo 11,GEN-1 

TKE60S 

- Sunvna,y •• 

Po'SCI\R=i,;ihie Q. 
6mQig 

Aoor 

Room 

Locaoon . jsooo Q. 

Cost~ 

- Pa1tnt Attachment -

Pareat ~Number,--------0.. 
TypeofA~ I .::l 

Acquisition ~ • 

Acquisition Date ' 

Acquisition Method • 

PO Number ' 

!SIS 

LeaseBegi'l 

Lea::eEnd 

Warranty Exp Date 

-- Disposition -­

Di~oon Date 

o;s;,o:;oon Amount 

Di~tion Method 

Remark:; 

-Not~ -

Nobes 1 

N~2 

Nobe!. 3 

status. 

Unlocated Year 

IActive I~ 

- Acquisition -

Net Sook Val~ 

Or1gin,31 Acq ~ 

1$409.00 

1$409.00 

Original Acqu~ Date l£6/J9/ 2012 

li;og.oo IE] 
Jos129/20E.. I~ 
@i_;ginal Purchase f§ 

j381<H45 1.§
:=::::::::::::=====:-:::-,
1264 . 

J~ ,~-_--~ 
I --~!"~ 

c _______=i___, 

J 

8 Accounting 

G Docum~ ln~~­

Elchild Attad,me,-;-~ - - ---.::=....::.======-~..! 
I l:JM~a,,c:e/'.::R::e:::pa:"i'-r ----:===================================~ 

C±l~cnance/Repair Histo,y 

, ElH_istory_____'.=-=-::::-=--=-=-=-================================ 
Gvalidalion 

GRAMSEY/lA 
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EXHIBIT A 

'1', 
'"')1i·] SiATC OF LOUiSIANA .
,1f DGF!T•OFf!CE OF STATE PARKS 

DELEGATED PURCH/~Sf AUTMOH!iY 

:i.:i:~~?11 t 

OHf.NB\'/Hl 

D4!l0!~2 

{1\.0C¼S 1 HG-L'S(£fl$ n.:n srA.lE PAHK!> 
" DC.ff{ A{:t>:?1.;·H:1 ir~:•-MbZ,•tS4 Z-41''11 ~• 

UAH'f HAM$!'!" 



EXHIBIT A 

Ga Rumse 

from: 
Sent; 

To: 

Cary RMMey 
frid3y. St'f}h•tnb('f 07. W0710:4SAM 
,.Hht(11k Site Mgri • Di; ·-Hi~tmk Sill' Mg11 
Si1~M9,r. • 04 
-Pi11b'. Di5trict Manilglus; ~Rt'<11c,1!ion '>ite M
-Recreation Site Mgt~. IH; -·R{•ue,ilion Site 

- 02

tJ!~ 
Mgr

; ··lfat-or<c Situ Mgrs • D3; hHi~k1ri( 

01: -Hecn.•ation Site Mgr~· 02; 
s • D4; Sh/Jft Job•mm; M,11yGinn: 

Subje:d; 

Man,,v,,•r,a.. 
O$V h4.\ nir.ri.1cd ,10 t>temr,tlon from phy,;1(~1Uy pl.lcing property tag,i m, w~•,pom. !hb c~l!mptiun is on!y for 

w;.•.ip1.ms wh!ch lafl under U'M guidelines. AH weapon mu~t tw ,,os:,-refcrcnce lly 5erlal numbe-r ,1nd/or some type of 
idetilif0nv, m.1rbm1 the anet. This informalion mu~t be maintained in all propN!y rcrnrds. 

P!e;i.w maintain a copy ol this i'.'llKiH in your property rl':'cords for aud!! purpo!>es. 

Ih<1nk,>, 

G1.1ry 

GMy R<11mey 
M~i~lil!I{ t'.llid Of opcr;1tlot1~ 
lou!siana Offk~ of Statt> P,lf~'l­
(l2s} 342-&lll 
i2ZS) J42•8HH fax 
f\fJ.!.'l\l\\'.~{!.L}J.i!..\.!lJ.u!:i 

•-----Origio;i! Mest<1;:t • 
from; floytl Rector fmajlto,F!oyrl.R17p_or_€£!.A§l)Y! 
Sent'. fri(fay, Septt:mrn!1 07, 2007 10:(M AM 
To: Gary Ramiey 
C(: Atf,i!' Hif,ginhollmn 
s,mJect: rl£: Weapoi\~ 

--Original Mc55<•e~.. 

frnill; G..ry Ram~ey ~1m£,E.ti!£l.l~t§Ht>;>),J.,!nl 
Sent: Ftlday, St>ptl"'rnbcr 07, 2007 9:~,J AM 
lu. fl,;yd Rettor 

Cc: l',f.-1.\i~ Hiill{111!.iothan\ 
Subject: We.i!pon~ 

Mr. Hector, 

Offo:r. nf St<1te Pdrkl Is re(Jllt-Mlog .-in c;:cmption from phy~·1c.-iHy ph1dng the prniwrty li.!p on weapons. The 5-lerial 

number or the ;m;;-l ,md/or !dentlfylng m;irh on the <1Hel wilt be 11wd io cro~s•referenw 1tu: aw.>t to the appropri.itt' 
p1op".!rt'f record, 

S!nc.~reiy, 
Gary 

Gair «,im,ey 
Asi!S!ant Chief O! Optratlom 
luuisiana Offlw of ~late l',ub 
(2g,1 .~42-:::1211 
(225) '.M2:•8l07 f-;i~ 

1~1,i_1_1:.wY@srhai!..\s!v1,-; 
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EXHIBIT A 

LO 
(:1,;, '/1\i-;"; J,'0i.t ';)r1;1;,_; ti,it ':i.'/J ' • ••••••••••••••••••• ...................... +:c,cc•,i:C ''"''"·•:..••••••..·······-...... 

_,r,-,:c., :;~';"'!c9i<,-'.',N!t'i USA 

• ................................... e~:8f!:.QJJQ 

(\:.s:on:er 
Cuut,-:xn1.;:;:;:· POtJ ".'~>'.. ;~30 

o.:;,/22./2012 

(77!) ·132-1202 
433»fl?:J.9 

i 

,;,j (,'::2$,1,_(;~,0 5 

S 

S 

S 

.?G:':.!i'Sl/70~' 
'l'KH:6:5t: 

PGl 75[702 
TKt'.~520 

FG'.USC-''202 
TEK$JfJ 

FG17S(i702 
'.!'Ki:'";?40 

.Page: J 
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EXHIBITC 

Unlocated Assets 

S1uial Number to-cation Acq Date Acq Cost 

Ag,eocy: 67005. OFHCE Of STATE PARKS ~CHEMIN.A-HOUT 

lOTALASSE.TS FOR YEAR: 1 

£.A)D:--V?{!l9l 

67frJ5-02G 192 R:,;NGF.: C-3.bin 3 

'370\)5--02DVii3 RANGE C/absn 6 

TOTAL ASSETS FOR YEAR: l 

TOTAL ASSETS FOR AGENCY: 4 

Grand Totals TOTALASSETS: 4 

B02MXV.V0KllS5 3000 

TOTAL COST fOR YEAR: $660.00 

02/2H2DDS 

woo 01!01!1981 
N65Mtc9C2AO .30DG 0110iJ19Sl 

3000 01n)1119B1 

TOTAL COST FOR YEAR: .$4,500.00 

TOTAL COST FOR AGENCY: $5.160.00 

i.5@.tm 

1,500.Q(i 

1,500.0G 

TOTAL COST: $5,160.00 

https://lOTALASSE.TS
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Office of State Parks 
Assets at the Site but not on the Printout 

Va/110'<1 '11 $10/JIJ.W and 
Asseis Det:dgnatecJ by 

r~f!lJrrJlt~" of Cost {bo(Jy t1m1(j(, all 
fireanns, cornputers, trailers, 

Site::____________________ Date:______ 

Description Eshnatoo 
Date 

Estimated 
Acr1uisltion Cost 

Comments 
(Jfd~·, Ma!'\e, tv\1de!) 

Manager: ________________ 

Dli;tr,ct Ma!!l'(l<lf:,_________________ 
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OFFIC.E OF STATE PARKS 
DEPARTIVIENl' OF CULTURE, IlECRI<:ATION .. ~ TOURISlVI 

TO: 

PROM: 

R .. E: 

DATE: 

INTRAAGENCY CORRESPONDJi:NCIC 

District Two 

Gary Ramsey, Assistant Chief of Operations~< 
' 

Asset Addition to Tagged Proµetty Inventory 

July 16, 2012 

STATE OF LOUlSlANA · 
OFFrcE OF STATE PAR1rn I 

llSftlMll!l!lffllfill!Ail!lffl~il~ I 
b?004001034 ' 

En dosed is the docnrner:ttat!on for the foHowing asset, ·which has been added to your site-' s tagged 
property inventory list: 

Ite1n Description.: Glock 171 (1EN4 

Asset Nmnber: 670-04-·00J 034 

Serial Nurnbcr: TKE605 

Purchase Order Num.ber: 3810445 

The assigned property tag is attached. Please keep the property tag altachcd to this docLtmentalion 
and filed in your property records. The asset will be cross-referenced by the se1fai number for 
audii purposes. After reviewing the documentation and asset, ifthere are problems please note on 
this letter when faxing the signed copy to Operations. Once received the serial number wili not 
chnnged, 

l have review the information on the on this page and the property asset detail shect(s) with the 
phy.sical asset ~t~verit5e ~~rmation. Unless noted all information is correct 

Signature: /~.....; M Date: r;,,,,/-:,, /i3 
' 
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EXHIBITF 

Horre Help 5upport Sign Out 

Home r Assets- Cootacts'" Transfers Disposals :u-s" 1 Reports 1 

Quick Seard1 Ad-.ranced Search ' 0-eate I Fuel Log ! Fleet Maintenance log I 
Asset Detail 

~ Can~ j Sa~~ 

As9!t Number-' -ol-OIH---00-10-3➔-_-_--, § 

o100➔ - OffICE OF STAIE PAAKS - ~er mo I WJ-?ne'f • 

Class • 

Oesoipt;:'(l 

Make 

GU_N, PISTOL =:)~ 

Mooe! Yei!r 

Sai.?!Number 

- Summary -­

Pe=n Rl5i)OCl5il:fe 

Bddi,g 

Floor 

Room 

jweapon -Pistcl Glock 17 

IG.00< 

1~100 17, GEN-! 

TKE605 

Location • I sooo 
Cost Cei\tP.r 

-- Parent Attad1ment -

Pareru Asset Nwnber 

Type of Altaclvnent I 

Q. 

0,. 

stabr.. 

lk11ocated Year 

- Acquisition -

Net Book Value [ S402:00 I 
Original Acq Cost ($'!09.00 ! 
~I Acqui'..itioo Date [06/29/2011 _ j 
Acquisition c:a.t ~ 

Acquisition Date • 

Acquisition Method • 

PO Number • 

ISIS 

Lease Begin 

Lease End 

Wammty Exp Date 

-- Disposition -

Disposition Date 

Di!;pOSition Amoont 

Disposition Method 

Remar~ 

-- Notes --

Notes 1 

[ 409.00 _j§:!. 

[06/29/2012 J § 

[oiginal Purchase j .§ 

._138_1_044_5 _ ______ , ~ 

!2&i I 
. ..... 1 
~ 

.. ,';;I 
:!:¥.I 

--- ------ _J 

Notes 2 

Notes 3 I _ __. 

,-BA«ountin9 

G Documents & Images _ _;_:..:._;;..:..:.;_ 

Ela 1ild Attachments 
-···--·J ----7 

.J:I Maintenance/Repair 

- ~ !1aintenance/Repair History!--=======::::;::::::============================================: 
G History 

El Validation 

GRAMSEY /IA 
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EXHIBITG 

2t04 

OFFICE OF STATE PARKS 

IT:\IPOR.\RY LOA1'\" for TAGGED PROPERTY 

ITEl\I: 

Descriptiooofitem: _________________ _ 

Property Tag NUU!ber. 670 -__ _ 

Setial Number: -------------------
Sire Assigiied to: _____ _____________ _ 

LO . .\i"\"ED TO: 

Site: ----------------------
Date of Loan: ----- fapected Date ofRerum: ---
Accepted by: ________ _ Signature: ______ _ 

Lo~d by: _________ _ Signature: ______ _ 

RETITRl~: 

Date Ren:rned: -----

Lender. ____________ _ Date: 

Borrower: ----------- - Date: 

Notes: 
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EXHIBITH 

Sample of ID for Non-Tagged Assets 

f CE OF i::T 
lTTO 

f:::: P J!-iAno1j r1n 
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EXHIBIT I 

3:'C-4 

Stt'<': 

OFFICE OF STATI: P,\RKS 

PROPERn· TR.\. ,SACTIO:-

"'"" -·'""·- ·-~- .,., '""'""""'"' .. --

□ Pt;;,:r~; ':~be:-: >$70 

□ UJ;;;t!:r,~<l !1,u.; Q~~·: -------

heu· 

':,,m.Jtl 'NUillOOr: 

Acecu. R¾s."Uw-:tN: 

QTnXLfat t◊ t..P;L~-

OR 

CC""'-6rieiti:C:i~t-·h.:-.rd:r>l'~: 

0 P.~cl..1.r'i? by LPA...;, 
0 De,li.ver t,:; LP.J.A 
0 S;;,~ .u- i, -' \Vh'""Jl, r: 

D 
D 
□ 
D 
D 
D 
D 
□ 

!.t.,"'i::'it>:1:y .¾.i,11..1:•~t 
Tra&fu 
tn~w ~ .... ~ for hrts 
$cup 
Stol.M:: 
~e-:ll:~cl tr-.-<¥.toc.k 
Js;c,t Loc,oiihl 
lut&r.:igmk;> T1~>1cl'2'1: 

R:e-:et'i:ng Ag>Hicy: 

D:.t,:: 

[ ::::,d Rem,"' ___________________________ _ 

.Mllz.1,gH S:i~n.ui: Dltie: 

S\<p,mt.T:,o.:: ..\ppzM·;;l: Dsit11:'. 
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EXHIBIT J 
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EXHIBITK 

3~ 

Site: 

OFFICE OF STATE PARKS 

ASSIGNED PROPERTY 

-----------------
Contact Person: ____________ _ Phone Nwnber. --------
ITE.\f: 

Description ofltem: _______________________ _ 

Propeny Tag Number: 670 - ___ _ 

Serial )l'umber. _________________ ________ _ 

Site Assigned To: __________ _____ _________ _ 

Authorized By: _________________ Date: ______ _ 

ASSIG:'.\"I:D TO: 

Employee: ___ _ ___ _ ___ _____ ______ _ 

Address: ____________________ _ 

Home Phone Number: ________________________ _ 

Reason for Assignment: ____________ ____________ _ 

Expected Date of Return: _______ _ 

I understand that the asset listed is to be used only by me aud only for official 
Office of State Park'> (OSP) businer;s. I agree to do eYerything within my power to 
protect and care for the asset assigned to me. I understand that I can be held 
respousible for the asset. I haYe read OSP PPM 31 and will comply with ~aid 
PPM. 

Accepted By: _ ______________ Date: _____ _ 
(Signaru re) 
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EXHIBITL 

21'04 

OFFICE OF STATE PARKS 

Release of Property for Repairs 

Sire: ____________________________ _ 

Cont3ct Pason: _ _ _____ ___ _______________ _ 

Ph00e Number: _________ Fa.,_ Nuwba: _________ _ 

ITTl\I: 

D.?scr.iptiou ofirem: ___ ________ __________ _ 

Property Tag Number: 670 - ___ _ 

Serial )!'umber: --------- ---------------
Site Assigned to: ________________ ______ _ 

AuthorizedBy: ________________ Date: _____ _ 

Released to: 

Rep3irw C~y. _ _ ______ ______ _ ___ _ 

Addre.!.!.: __________________ ____ _ 

Phone )lumber. _ _ ________ ___ _ 

Accept.?d by: ________ _ _ _ _ _ Signatu1-e: ___ _____ _ 

Date: _ ________ _ _ Expected Date ofR.erum: ____ _ 

Comments: 
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EXHIBITM 

OFFICE OF STATE PARKS 
DEPARTMENT OF CULTURE, RECREATION & TOURISM 

Release/Loan of Tagged Property to DCRT Information Services 

Site: _____________________________ _ 

Contact Person: ___________ _ Date: ______ _ 

Phone Number: _________ _ 

Received in Information Services by: Date: _______ _ 

Accepted by: _________ _ Signature: __________ _ 

ITEM: 

Description ofltcm: _______________________ _ 

Property Tag Number: 670 •· ___ _ 

Serial Number: _________________________ _ 

Reason for Released/Loan: (please check) 

D Prepare for surplus 

D For repairs 

0 For replaecment 

Comments: 
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CLASS CODE 
ADAPTER, COMPUTER 

ADDRESSOGRAPH 

ANAI.YZER, COMPUTER 

ANALYZER. MEDICAL 

ASPIRATOR 

AUDIO VISUAL EQUIPMENT 

BLOOD PRESSURE MONITOR 

BLOOD TESTING EQUIPMENT 

800K, CHECK UNIT 

BRAILLE EQUIPMENT 

ORAILLE WRITER 

BREATH, TESTING 

CAMERA 

CAMEHA,mv 

CAMERA, MEDICAL 

CAMERA, SECURITY 

CAMERA, TV 

CAMERA, VIDEO 

CARDIAC MONITOR 

CARDIOGRAPH 

CAROIOSCOPE 

CART, MEDICAL 

CHECK, wmrrn 
COMMUN!CATlON EQUIPMENT 

COMPUT!:R 

COMPUTER SOFTWARE 

C0Mf1UTER TRAINING EQUIPMENT 

COMPUTFR, ACCESSORY 

COMPUTER, BRAILI.E 

COMPUTER, COMPACT DISC 

COMPUTER, COMPONENTS 

COMPUTER, DATA PI\OCESS!NG 

COMPUTER, DISK DRIVE 

COMPUfER, DISK STORAGE 

COMPUTER, DOCUMENT FEEDER 

COMPUTER, ORIV[ 

COMPUTER, EQUIPMENT 

COMPUTER, HANDHELO 

COMPUTER, LAPTOP 

COMPUTER, LASER DISC 

COMl'UlER, LCO PROJECTOR 

COMPUTER, MAINFIIAME 

COMPUTER, MEDICAL 

COMPUTER, MOBILE DATA UNIT 

ClASSCODE CLASS CODE 
COMPUTER, ROUTER PRINTER 
COMPUTER, SCANNER PRINTER, ACCESSORY 

COMPUTER, SERVER PRINTER, BLUEPRINT 

COMPUlER, SWITCHER PRINTING EQUIPMENT 

COMPUTER, TAPE DRIVE READER, MEDICAL 

CONTROLLER, COMPUTER RECORDER, AUDIO/ TV 
CONTROLLER, MEDICAL RECORDER, BLOOD PRESSURE 
COPIER RECORDER, CARTRIDGE 
COUNTER, MEDICAL RECORDER, DIGITAL 

DIAGNOSTIC, LABORATORY RECORDER, ELECTROfllC 

DIAGNOSTIC, MEDICAL RECORDER, LABORATORY 
01,;t YSIS EQUIPMENT RECORDER, MEDICAL 

DISPENSER, MEDICAL RECORDER, PHYSIOI.OGICAL 

DISPLAY UNIT, COMPUTER DATA RECORDER, TELEPHONE 

DU PUCA TING, OffiCE EQUIP. ROBOT EQUIPMENT 

DUPLICATING, PRINTING EQUIP. SCANNER, COMPUTER 

ECG/ELECTROCARDIOGRAPH EQUIP. SCANNER, COMPUTER 

EEG/(LECTROENCEPHALOGRAPli SCANNER, MEDICAL 

HK1ROSHOCK THERAPY MACHINE SPEECH TESTING EQtllPMENT 

[MG/ELECTROMYOGRAPH SPliYGMOMANOMETER 

ENCODER SPIROMETER 

EYE TESTING EQUIPMENT STIMULATOR, MEDICAL 
F,\TP£RCENTAGE INO!C/\TOR SURVEILLANCE EQUIPMENT 

EAX MACHINE TELECOMMUNICATIONS EQUIPMENT 

FINGERPRINTING EQUIPMENT TELEPHONE 

GLUCOMETER TELEPHONE ANSWERING EQUIPMENT 

MEARING TESTING EQUIPMENT TELEPHONE EQUIPMENT 

HEMOGLOBINOMETER TELEPHONE, INTERCOM/ PAGING 

!DENTIFICATlON SYSTEM TELEVISION PRODUCTION EQUIP. 

IMAGING EQUIPMENT, MEDICAL TESTING EQUIPMENT, MEDICAL 

IMAGING EQUIPMENT, OFFICE TONOMETER 

INCUBATOR, MEDICAL TRACKING SYSTEM 
INTOXIMETER TRACKING SYSITM, INMATE 

IVPllMP TllANMfffER, MEDICAi. 

LABELLING EQUIPMENT TRANSCRIBER 

LABORATORY FQtJIPMENT TYMPANOMETER 

MEDICAL EQUIPMENT fYPEWRffER 

METER, MEDICAL ULTRA SOUND, CARDIAC 

MICROFICHE READER ULTRASOUND EQUIPMENT 

MONITOR, MEDICAL X•RAY EQUIPMENT 

NAVIGATION EQUIPMENT X-RAY EQUIPMENT ACCESSORY 

PHYSIOGRAPH 

PLOTTER 

POLYGRAPH EQUIPMENT 

EXHIBITN 



Transfer Detail 

Transfer: 

Created: 

Remarks: 

Method: 

From: 

To: 

Asset Num 

67010-400024 

198659 

11/20/2014 

AIR CONDITIONER Portable unU - worr, out damaged by hurrucane- beyond repair 

Scrap 

61010. OFFICE OF STATE PARKS -fOUNTAINBLEAU STATE PARK 

DISPOSAL· DISPOSAL 

Description VIN/Serial Num. 

AIR CONDITIONER Portable 04808 

Pririt~d o-n 3t30!2015 at 9:56:24AM 

Qty 
Sent 

Qty 
Rccv 

Rece-ive 
Date Status 

11120/2014 Received 

Approvod Approver Name 

y ANDY COLLIER 

Page 1 

Approval 
Date 

1il2C/2Ci4 



Transfer Detail 

Transfer: 

Created: 

Rem.if'ks: 

Method: 

From: 

To: 

Asset Num 

167073 

10/03/2013 

Washers and Dryers ( Hurricane Damage} 

Scrap 

61009 ·OFFICE.OF STATE PARKS -FAIRVIEWJRIVERStDE STATE PARK 

DISPOSAL~ DISPOSAL 

Description VINJSerial Nurn. 

67009-NT41506'36 ORYER. LAUNDRY 
67009-NT4150747 · ,WASHING MACHINE' 

Qty 
Sent 

3 
4 

Qty 
Recv 

3 
4 

Receive 
Date Status 

10/1112013 Received 
10/1112013 Received 

Approved Approver Name 

y 
y 

ANDY COLLIER 
ANDY COLLIER 

Approval 
Dato 

;o,1112013 
10/11/2013 

Printed on 3!30!20i5 at 9:55:07AM Pngi'l! i 
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	NOTICE OF REVISION/CHANGE TO POLICY AND PROCEDURE MEMORANDUM #31 
	SUBJECT: MOY ABLE PROPERTY INVENTORY TO: ALL POLICY AND PROCEDURE MEMORANDUM HOLDERS EFFECTIVE DATE: OCTOBER 21, 1983; REVISED JUNE 5, 1985: REVISED SEPTEMBER 
	22, 1995 
	REVISION DATE: June 2, 2015 
	This memorandum supersedes and replaces all previous information in PPM #31 originally 
	This is revision No. _3_ to this PPM with an original effective date of October 21. 1983 
	IMPORTANT 
	Insert this revision notice in the PPM file preceding all other information on this subject to maintain a current document file. 
	PPM #31 
	Page 2 of 30 
	Revised 6/2/2015 
	POLICY AND PROCEDURE MEMORANDUM NO. 31 
	SUBJECT: MOVABLE PROPERTY INVENTORY 
	TO: ALL POLICY AND PROCEDURE MEMORANDUM HOLDERS 
	EFFECTIVE DATE: MAY 7, 2015 
	POLICY 
	An effective property management program is comprised of all tangible non-consumable moveable property (asset) owned by the Office of State Parks (OSP) with the exception of property specifically exempted by the Division of Administration. Tangible non-consumable moveable property with a unit value at $1000.00 and above or those assets designated by Louisiana Property Assistance Agency (LPAA) regardless of cost (e.g., body armor, all firearms, electronic equipment (with memory), trailers, etc.), will be man
	With the approval of LPAA, OSP will designate an employee within the agency as Property Manager. The OSP Property Manager is responsible for coordinating property management within the agency. The Property Manager will maintain a master file of all documentation, records, and data management on all agency property. The Property Manager will also maintain the records for tangible non-consumable moveable property valued at $or more and those so designated regardless of cost, using LPAA's data management syste
	It is the responsibility of site/district management or Section Head to maintain a current list of tangible, non-consumable movable assets with a cost between $250.00 and $999.99, and not assigned a LP AA property number. 
	All records and documentation on all existing and disposed assets must be maintained for the current year as well as the previous three years, which are subject to audit at any time. No Tangible non-consumable moveable assets regardless of cost can be disposed of without LPAA's approval. 
	OSP will assign and entrust assets to individuals within the agency who will be responsible for their respective assignments. Failure to maintain the assigned assets can result in required payment of damages whenever a wrongful or grossly negligent act or omission causes any loss, theft, disappearance, damage to or destruction of said assets. Such damages shall be recoverable in a civil suit and prosecuted on behalf of the state by the attorney general. 
	Section Heads in the Administrative Office are responsible for the assets within their section. Site and Regional/District Managers are responsible for the assets assigned to their respective areas. A physical inventory audit will be coordinated by the property manager or designee whenever there is a change in the section head or site manager. 
	All assets are for "Official Use" only. 
	PPM #31 
	Page 3 of30 
	Revised 6/2/2015 
	PROCEDURE 
	Sub-agencies (e.g., Chicot State Pm·k, Plaquemine Lock SHS, etc.) not located in the Administrative Office are required to maintain purchase documents on all tangible, non-consumable moveable property (asset) at their respective location to include Asset Addition to Tagged Property Inventory lntraagency Con-espondence, Asset Detail Sheet, purchase document, photograph and all communications (Exhibit A) concerning the asset. Master files of all assets are to be maintained in numerical order. The identificati
	All documentation will be maintained in a Moveable Property Inventory binder located in the Administrative Office that is subject to audit at any time. 
	Each fiscal year, OSP must conduct a complete physical inventory of all tangible non-consumable moveable property valued at $1000.00 or more and designated assets regardless of cost, owned by OSP following LPAA regulations. Each person involved in the inventory is responsible for recording true and actual results of the physical inventory. 
	To conduct the physical asset re-certification, the Property Manager will forward a current copy of the LPAA Asset Certification Report (Exhibit B) and a cmTent list of Unlocated Assets (Exhibit C) to each section head, district manager and site manager. 
	The Property Manager will compile the inventory data and forward the data to LPAA by the required date. 
	A new asset can be an acqms1t1on purchase, supplies, interpretive purchase, capital outlay/729 Project addition, transfer from another agency, a gift, a donation, or manufactured by OSP. 
	PPM#31 Page4of30 
	Revised 6/2/2015 
	State law requires that all tangible non-consumable moveable property valued at $1000.00 or above and designated assets regardless of cost must be tagged with a prope11y number within 60 days of property receipt. If an item cannot be tagged for physical reasons, the identification tag number should be set aside and the identification tag number written on the item with indelible ink or inscribed on the item with a small engraving tool. To assure that property (asset) is tagged within this specified time, al
	Upon receipt of the purchasing document(s), the Property Manager will process the asset 
	receipt into the LPAA's data management system following LPAA guidelines. If further 
	information is needed, the Property Manager will be contacted. 
	If any special notes about the asset need to be recorded, this will be done in the note section. 
	PPM #31 Page 5 of30 Revised 6/2/2015 
	Each piece of tagged asset will be assigned an asset location code. The asset location codes are: 
	Administrative Office: Room Numbers 1000 Vehicles 
	Field Sites: 1000 Vehicles 2000 Equipment (Maintenance) 200 l Mobile Equipment with Meters 2002 Trailers 
	3000 Assets in Buildings 300 l Computers and Accessories 3002 Copiers 3003 WIFI 3009 Ice Machines 
	4000 Grounds 4001 Radios 4002 Portable Buildings 
	5000 Weapons, Duty 5001 Weapons, Reproductions 5005 Vest -Bullet Proof 5009 UE Misc. (AED & Radar) 
	6000 Water Vessels and Motors 
	The Property Manager will forward the white bar-coded property control number tag, Asset Addition to Tagged Prope1ty Inventory correspondence, and Asset Detail sheet (Exhibit F) to the site manager or section head responsible for the property. 
	Once the data has been verified, the acceptance and/or correction(s) will be noted on the Asset Addition to Tagged Property Inventory correspondence and a copy of the paperwork will be forwarded to the Property Manager. 
	The site manager or section head will IMMEDIATELY tag the asset and file the Asset Addition to Tagged Property Inventory correspondence, Asset Detail Sheet, copy of purchasing document(s) and photograph of asset in the Moveable Property Inventory binder. This binder will be available at all times for auditing purposes. 
	New Assets (in the LPAA system) 
	When a new asset is delivered to the Administrative Office before being delivered to the assigned site or section head (e.g., vehicles, computers being programmed, radios being programmed, etc.) the Property Manager will: 
	New Assets (Not in the LPAA System) 
	It is the responsibility of site/district management or Section Head to maintain a current list of tangible, non-consumable moveable assets with a cost between $250.00 and $999.99 that are not required to be tagged by LPAA. These assets, referred to as non
	PPM #31 Page6 of30 Revised 6/2/2015 
	tagged assets by LPAA, are to be recorded and maintained in either a spreadsheet or 
	database format outside of the LPAA inventory management database. 
	The information maintained for each asset will be as follows: Property Number Description Name Serial Number Purchase Order or Supplemental Receiving Report Number Date Purchased Cost or Donated Value Location Disposal Method 
	All purchase documentation will be retained using the same method as tagged assets. Property tags will be obtained from the property manager. 
	A Property Transaction form must be completed for property disposal and forwarded to the Property Manager. The Property Manager will then request disposal approval from LP AA. Once disposal is approved by LP AA, an approved Transfer Detail from (Exhibit 
	If an asset is transferred to another site or section, a Property Transaction form will be 
	used to document the transfer and all documentation will follow the asset. The receiving 
	party will add the asset to their list. The party giving the asset will so note in the disposal 
	section of their list and maintain documentation for their records. 
	Titles and Registrations for assets other than Vehicles 
	Assets other than vehicles that must be titled or registered are as follows: 
	Once the asset is received the site manager working with the district office and OSP Business Section will begin the process to obtain the proper documentation to file for the title or registration. Once the documentation has been filed and the original title or registration received, the original will be retained in their Moveable Property Inventory binder with the asset documentation. Copies of the title or registration will be forwarded to the Property Manager to be maintained with the asset documentatio
	Replacement Tags 
	The Property Manager is the caretaker of all non-assigned property tags for assets of $l000 and over. Replacement tags can be requested in writing/e-mail to the Prope1ty Manager with the exact asset number needed. The site manager or section head is the caretaker of all property tags for assets under $1000. 
	All assets between at least $250.00 and $999.99 will be identified with a yellow prope1ty control number sticker (Exhibit H). 
	Disposing /Transfer/Loan of Assets 
	Once it is determined that an asset is no longer needed at its assigned location, appropriate disposable procedures must be followed within 30 days. The site manager or section head responsible for the asset should contact their District Manager or the Property Manager for assistance. If the asset is still in good condition and can be used somewhere else in OSP, then it will be offered to other sites or to Administrative Office sections. If the asset is to be transfe1Ted to another site within OSP, the site
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	Transaction form (Exhibit I). If the asset cannot be used within OSP the site manager or section head responsible for the asset must request to dispose of the property (asset), using a Property Transaction form. Assets may be disposed of by surplus, trade-in, dismantle for parts, or scrap. No asset can be transferred or disposed of without the approval of the LPAA. 
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	Temporary Checkout Log form (Exhibit J) must be kept at each location. 
	Assigning Assets 
	Certain assets (e.g., duty weapon, body armor, camera, handheld radio, reproduction firearm, and laptop computer) are assigned to specific personnel for their business use, which they must maintain and keep with them while off-duty. These assets are for "Official Use" only. 
	Repairing Assets 
	When an asset is to be repaired or upgraded by an outside company or agency, a Release of Property for Repairs form (Exhibit L) must be used to maintain the proper documentation. For auditing purposes, these forms will be maintained in the Moveable Property Inventory binder and available at all times. 
	Electronic equipment being repaired or serviced by the DCRT's Information Services must be documented on a Release of Tagged Property to Information Services form (Exhibit M). For auditing purposes, these forms will be maintained in the Moveable Property Inventory binder and available at all times. 
	Lost or Stolen Assets 
	When an asset has been identified as stolen, the Property Manager must be notified immediately. An Initial Incident Report along with Police Report must be filed and a copy forwarded to the Property Manager, who then must forward a copy to LPAA (Refer to PPM #8). The Property Manager will list the asset as unlocated. The item must remain in the LPAA inventory management database for three (3) years. If after three (3) years the missing item is still not located, a request to remove the item from inventory m
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	attachments will be maintained in the Moveable Property Inventory binder and available at all times. 
	Each site must maintain files with copies of purchasing document(s), Supplemental Receiving Reports (SRR) and/or LaCarte logs used to purchase asset between at least $250.00 and $999.99 in order to verify purchases when an asset has been stolen and/or lost and needs to be replaced. For auditing purposes these files will be available at all times. 
	All forms associated with this PPM can be found at P:\Operations\Forms\Propcrtv 
	Assistant Secretary 
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	EXHIBIT A 
	OFFICE OF STA]"E PAilKS 
	DEPARTlVIENT OF CULTURE, R.ECREATION & TOU.RlSlVI 
	INTRAAG.ENCY CORRESPONDRNCJI; 
	Enclosed is the docuxnentation for the follolving asset, \Vhich has been added to your site's tagged property inventory list: • 
	Item Description: Glock 17., GEN4 
	Seris.l Number: TKE605 
	Purchase Order Number: 3810445 
	The assigned proper~, tag is attached, Please keep the property tag attached to this documentation and filed in your property records. The nssct will be cross~referenced by the serial nu111ber for nudi! purposes. After reviewing the docnmentat.ion and asset, if there are problems please note on this let!cr when faxing the signed copy to Operations. ()nee received the serial number will not 
	chunged. 
	1 hnve revie\v the i.nfonnation on the on this page and the property asse-t detail sheet(s) ,vith the 
	~ 
	f<_, -· -<L o,,./_ I 
	Signature:___ -1:._~-' ---\I:-_---.• Date:_~.. r·::, 
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	EXHIBIT A 
	Hotre Help Suppo,t Sign ~ 
	Home rAssets-fContacts ..l"ransfcrs ,_,Disposals· , Users•~Reports Quick Seard, Advanced !n,ch I Create : Fuel log Flee!. Main.'enar.c.e log ! 
	Asset Oct:ail 
	Can":!J Save~1 Asset Number' -_poo+--CO-l_-034-.--_...,§ 
	Age,xy " £._~CEOF.STATE PARKS -orsliiicrn•10-j Class . 
	B,J_!!,~ Ol-----I~ jwe.,pon • Pr;td Glock 17 jGlOCK Model !Moo 1,GEN-1 
	TKE60S 
	-Sunvna,y •• 
	Po'SCI\R=i,;ihie Q. 6mQig 
	Aoor Room 
	Locaoon . jsooo 
	Q. Cost~ -Pa1tnt Attachment -
	Pareat ~Number,--------0.. TypeofA~ I 
	~ • Acquisition Date ' Acquisition Method • 
	PO Number ' 
	!SIS LeaseBegi'l Lea::eEnd 
	Warranty Exp Date --Disposition --Di~oon Date 
	o;s;,o:;oon Amount Di~tion Method Remark:; 
	-Not~-
	Nobes 1 N~2 Nobe!. 3 
	:=::::::::::::=====:-:::-,
	1264 . 
	J~ 
	,~-_--~ 
	I--~!"~ 
	c _______=i___, 
	J 
	8 Accounting 
	G Docum~ ln~~-
	---.::=....::.======-~..! 
	I l:JM~a,,c:e/'.::R::e:::pa:"i'-r----:===================================~ C±l~cnance/Repair Histo,y 
	, ElH_istory_____'.=-=-::::-=--=-=-=-================================ 
	Gvalidalion 
	GRAMSEY/lA 
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	EXHIBIT A 
	{1\.0C¼S 1 HG-L'S(£fl$ n.:n srA.lE PAHK!> " DC.ff{ A{:t>:?1.;·H:1 ir~:•-MbZ,•tS4 Z-41''11 ~• 
	UAH'f HAM$!'!" 
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	EXHIBIT A 
	Ga Rumse 
	Man,,v,,•r,a.. 
	O$V h4.\ nir.ri.1cd ,10 t>temr,tlon from phy,;1(~1Uy pl.lcing property tag,i m, w~•,pom. !hb c~l!mptiun is on!y for 
	wh!ch lafl under U'M guidelines. AH weapon mu~t tw ,,os:,-refcrcnce lly 5erlal numbe-r ,1nd/or some type of idetilif0nv, m.1rbm1 the anet. This informalion mu~t be maintained in all propN!y rcrnrds. 
	P!e;i.w maintain a copy ol this i'.'llKiH in your property rl':'cords for aud!! purpo!>es. 
	Ih<1nk,>, 
	G1.1ry 
	GMy R<11mey M~i~lil!I{ t'.llid Of opcr;1tlot1~ 
	lou!siana Offk~ of Statt> P,lf~'l-(l2s} 342-&lll i2ZS) J42•8HH fax f\fJ.!.'l\l\\'.~{!.L}J.i!..\.!lJ.u!:i 
	•-----Origio;i! Mest<1;:t • from; floytl Rector fmajlto,F!oyrl.R17p_or_€£!.A§l)Y! Sent'. fri(fay, Septt:mrn!1 07, 2007 10:(M AM To: Gary Ramiey C(: Atf,i!' Hif,ginhollmn 
	s,mJect: rl£: Weapoi\~ 
	--Original Mc55<•e~.. 
	frnill; G..ry Ram~ey ~1m£,E.ti!£l.l~t§Ht>;>),J.,!nl Sent: Ftlday, St>ptl"'rnbcr 07, 2007 9:~,J AM lu. fl,;yd Rettor 
	Cc: l',f.-1.\i~ Hiill{111!.iothan\ Subject: We.i!pon~ 
	Mr. Hector, 
	Offo:r. nf St<1te Pdrkl Is re(Jllt-Mlog .-in c;:cmption from phy~·1c.-iHy ph1dng the prniwrty li.!p on weapons. The 5-lerial number or the ;m;;-l ,md/or !dentlfylng m;irh on the <1Hel wilt be 11wd io cro~s•referenw 1tu: aw.>t to the appropri.itt' p1op".!rt'f record, 
	S!nc.~reiy, 
	Gary 
	Gair «,im,ey Asi!S!ant Chief O! Optratlom luuisiana Offlw of ~late l',ub (2g,1 .~42-:::1211 f-;i~ 
	!..\s!v1,-; 
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	EXHIBIT A 
	LO 
	(:1,;, '/1\i-;"; J,'0i.t ';)r1;1;,_; ti,it ':i.'/J ' • ••••••••••••••••••• ...................... +:c,cc•,i:C ''"''"·•:..••••••..·······-...... _,r,-,:c., :;~';"'!c9i<,-'.',N!t'i USA 
	i 
	(,'::2$,1,_(;~,0 
	5 
	S S 
	S 
	.?G:':.!i'Sl/70~' 'l'KH:6:5t: 
	PGl 75[702 TKt'.~520 
	FG'.USC-''202 TEK$JfJ 
	FG17S(i702 
	'.!'Ki:'";?40 
	.Page: J 
	----------------··-r'"'"-· 
	! 
	\ 
	GL/)CK 17 
	"· 'i'.'Kl~tl Of? ·3LOC'E 1? ':INS 5, 5 lb LE (:JI'.N°J f 'l Ci , 00 
	':'tKE61-9 
	Gl.iJCt\ 1 'T C.iNi,"; 5 , Sl}.::, /.J?;: ( GEN"\l ) 
	., TKE,S;;9 GJ.,G•:'.:K 1'/ Gl1S S.Slb 'LE (GEN~\) 
	" TKEB'.)9 
	Gi.(}Cl< .17 "" '£!(EIS (1 9 
	GLOCK '.17 DNS 5.51b t,:2 (GE:NvJ) ·rr<ts 19 
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	EXHIBITC 
	Unlocated Assets 
	S1uial Number to-cation Acq Date Acq Cost 
	Ag,eocy: 67005. OFHCE Of STATE PARKS ~CHEMIN.A-HOUT 
	FOR YEAR: 1 
	Grand Totals TOTALASSETS: 4 
	f/:.,f/J,!. 
	Office of State Parks 
	Assets at the Site but not on the Printout Va/110'<1 '11 $10/JIJ.W and 
	Asseis Det:dgnatecJ by r~f!lJrrJlt~" of Cost {bo(Jy t1m1(j(, all fireanns, cornputers, trailers, 
	Site::____________________ Date:______ 




