NOTICE OF REVISION/CHANGE

TO

POLICY AND PROCEDURE MEMORANDUM #31

SUBJECT: MOVABLE 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 October 21, 1983. The current PPM is to be replaced in its entirety by this revised issue.

#Ktant Secretary

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 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 LPAA 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.
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PROCEDURE

I

II.

ELN

ASSET INVENTORY CONTROL,

Sub-agencies (e.g., Chicot State Park, 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 Intraagency Correspondence, 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,

CERTIFICATION OF TANGIBLE NON-CONSUMABLE PROPERTY

Each fiscal year, OSP must conduct a complete physical inveniory 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 current 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.
e Any assets not located will be so noted on the unlocated assets list.

e Agsets listed on the unlocated list that are subsequently located are to be so noted
on the unlocated asset list.

e 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 forwarded 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,

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

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

e 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,
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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
property 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

v Delivery Terms in days

s 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}.

e On a weekly 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,

s 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.)
e When original receipt is received —
= Site or construction project manager will process by completing the “Receipt
Stamped” section on the DPA.
e “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
informatton 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 assct location

codes are:
Administrative Office: Room Numbers
1000 Vehicles
Field Sites: 1000 Vehicles

2000 Equipment (Maintenance)
2001 Mobile Equipment with Meters
2002 Trailers

3000 Assets in Buildings

3001 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 L/E 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 Property 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:
e Assign property number
Tag asset
Notify site of property receipt
Submit a Temporary Loan for Tagged Property form (Exhibit G)
Release asset to site
Verify the data submitted

e ® @ @& @

New Assets (Not in the LPAA System)

It is the responsibility of site/district management or Section Head to maintain a carrent
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
LPAA. Once disposal is approved by LPAA, an approved Transfer Detail from (Exhibit
O) will be forwarded for disposal. The Transfer Detail number will be noted on the
property list and documentation will be maintained accordingly.

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

e  Side by Sides (UTV) utility vehicles
o 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
$1000 and over. Replacement tags can be requested in writing/e-mail to the Property
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 property
conirol number sticker (Exhibit H).

Disposing /Transfer/Loan of Assets

Once it i1s 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 transferred 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.

L

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 surplus. 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 property can only be accomplished in the following methods:

o Transfer of an asset to LPAA.

o Scrap an asset.

o Dismantle an asset for parts

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 O). 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 and re-tagged within 30 days of approval.

When a site 1s 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
assels 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 Property form (Exhibit G) or Asset
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Temporary Checkout Log form (Exhibit J) must be kept at each location.

e 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.

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

e 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.

e 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).

o 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 repatred 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 submitied 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.

Hach site must maintain files with copies of purchasing document(s), Supplemental
Recetving 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 PA\Qperations\Forms\Property

Assistant Secretary
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EXHIBIT A

© OFFICE OF STATE PARKS |
DEPARTMENT OF CULTURE, RECREATION & TOURISM

INT RAAGENCY CORRESPONDENCE

T Dhstrict Two
_ _ 3 e STATE QF :
FROM: Gary Ramsey, Assistant Chief of Operations ;L‘A\B FFICE 0 & .};;Ugisg;fmﬁ

. i {u ikl i f' F.Y'u.’ H

_ ;
RE: Asselt Additton to Tagged Property Inveatory “?gf%g_gi gé%:y ﬁii‘iﬁ Q!; E )
L . 3

DATE:  July 16,2012 -
Enelosed is the document

tation for the ff\} lowing asset, wiich has been added 10 your site’s iawad
properiy inventory Hst: .

Itsm Deseription: Glock 17, GEN4
Aszset Nt.n'nb@:f: 670-04-003034
T TEEGNS

Purchase Order Number: 3810445

Serial Mzz b

The assigned ;:;m;;wv iag is attached. Pleass keep the property lag a’ii:a hed to this doeumentation

and filed in your property records. The asset will be eross-referenced by the serial number for
audit purposes. After reviewing the documentation and asset, if there are problems please note on
ihis detter when faxing the signed copy to Operations. Once received the serial number will not

changed.

ge and the pro perty asset stail sheet{s) with the

i
i

1 have review the information on the on this pé

physical asset igelf to verifydie informeation. Unless noted ail inforreation is correct.
-~ - ey i e ) .
Signature; § xdant ’%“ ‘Date; & l’ = / R
i

§

ty Manger. Namberofpages: [ 777
& T [, SE——

ﬁt,m 1 signed copy and correstion fo the Pro
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EXHIBIT A

RS redtnssamals  Home Wb Supoort Sign Out

_Home [ Assets | Contacts || Transfers _ Disposals | Users. | Reports |
Quick Search | Advanced Search | Create | Fuellog | Fleet Msintenance Log |

 Cancel | | Save Asset |

Assethumber® 6700001033 |9 Status * Adve =
Agency * {6700+ - OFFICE OF STATE PARKS - DISTRICT TWO | Unlocated Year [ :
Class * {GuN, PISTOL _ B - Acquisition -

Desaiption | Weapon - Pistol Glock 17 _ | NetBook Value 0900 ]
Make [ _ Original Acq Cost [ss09.00 1
Modsl Year 1 Acquisition Cost *
Serial Number TEeS 00 = Acquisition Date *
-— Summary -~ Acquisition Method *
Person Responsible |

Ochid Attachments o
| I Maintenance/Repair
;H_a_@t_eg:arwelkepair Hiﬁm
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EXHIBIT A
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EXHIBIT A

Gary Ramsey

From: Gary Ramsey

Sent; Friday, September 87, 2007 10:48 AM

Tor - Histaris Site 3grs - Uk ~Historde Site Mges - D ~Histarle Site Mors « 03 ~Histori
Site Myrr - b

Cer ~Pitky Distriet Managers; ~Recreation Site My - D1 ~Recreation Site Mars - D2

~Recrestion Site Mygrs - B ~Repreation Site Mgrs - D4, Stuan Johinsom, Mary Ginn,
Klirai Visinty Rose Jackson
Subject: P Weapons

FAanigirrs,

OSH has enceived an exgmption from physically placing property 1ags o6 weapans, This exemption is only for
waapuns which fall under {#AA guidelings, All weaptn must be crossreference by serial number andfoc some type of
idantifying murks on the ayset. This infosmation must be melatained in all propesty secords.

Please malntaib a copy af this emall in your preperty records for audt purposes,
1 yous hava any guestions please conlact me,

Thanks,
Gary

Gary Remsey
Ascshan? Uhief Of Operations
Luuisiens Office of State Rarks
{225} 3428111

C{335) 342-B107 Fax
wramsey e shte faue

wLrriginal Mussage
Fronn; Floyed Rector funal
Sent: Friday, Septambe
To: Gary Ramigy

g, Apgie Higginbotham
Subject: REDWeapans

fsprvedd

From: Gery Remsey Imaillo sranuseviorn. st
Sent Friday, September 07, 2007 9% apm
Vi Flisyed Reetor

Ce: Apgie Higumbotham

Subject; Weapons

My, ftector,

Office of State Parks 15 requestiog an exemption from phrypsically placing the propely lags on weapons. The seriaf
number of thie asset amifor identifying marks on the astet will be used to cross-referance she assel 1o the appropriale
prgptety retord,

Foank you for your assestance.

Sintaredy,
Gary

Gary ey

assistant Chiel £ Dperations
touisiana Office of S1ate Parks
{225} xaz-811%

{225) 342-8107 Fax
peasrey ot siate da. s
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EXHIBIT A
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PPM #31

- Cification Report
. Boscription . N Seriy Hupging  Floor Romn Poisen Unloe¥s  Garrent Cost Ovighedd Lot
DOMPUTES - it £ s o
Compater G 3 MT 1,134, 513480
wr Dot Y30 4T 1.134.40 R R
B @.rﬁ% BRI (.00 1,410.88
G- T EATO0 X t U A8 s
ST ; i a7 167 0%
H7054-501608 ” 340505, 55
STOREI0 31 BAELE
STHM LT R M_.Em%
FENGL SN2 831500
SRR ,E ,nm ﬁg xT ?% ipds! 5 : 178500
E e N ey R i k] wnmn. &
ETUB L1015 M 845,00
STORAEENDIF fﬁa o
e R A KAGEIRTE 1A S0
USBOSa 18 ! $ D300
200 125840
SZARIEE 400 2 462 o
AT £ i 5.9 22
SIRORAEGRE  Talde ard Pipe Trassmithar X 3.0 1,088, 54
SIOGALNNENG Vekinho T odee Rada Dusd A8 BLYTKRIAIE TR TR0 ; LR HEAS AL

Grand Totel:

TOTAL ASSETS: 21
TOTAL CURRENT ACQ SOST:  § 79.572.86
TOTAL ORIGINAL ACQ COST:  § 118.0604.50
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EXHIBITC
Unlocated Assets
Asset Muntbel Descripiion Serial dumnber Location Acg Date Acy Cost

Ageniy: 8705 . OFFICE OF STATE PARKS . CHEMINAHOUT

tintovated Year: 2069

BTG-S0 T3 LED LS T SOV NORENS 3006 DR 1z008 84000
TOTAL ASSETS FOR YEAR: 1 TOTAL COST FOR YEAR: $560.00
Undacated Yeur: 2010
; RANGE Dasin 1 FAAMELIAC Kl GRS 150000
BANGE Catin 3 TASSMBGCIAD A TGS 1,500.00
RANGE Lo TEOFMENNIAD 3000 CUDHIER 150050
TOTAL ASSETS FOR YEAR: 3 TOTAL COST FOR YEAR: $4,.500.50
TOTAL ASSETS FOR AGENCY: 4 TOTAL COST FOR AGENCY: $5.160.00

Grand Totals TOTAL ASSETS: 4 TOTAL COST: $5,160.00


https://lOTALASSE.TS

&

Qffice of State Parks

Assets gt the Site but not on the Printout
Vatued al 2100000 and Up or these
Azzels Degignated by LPAA
regarcess of Cosl (body armorn, ai
frearms, compters, frafers, efc )
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Skt Date
Dasonplion Estimated Estimated Commuants
Aoguinition Date Acguisition Cost {Purshase Drder, Make, Model
Managorn
Bigtrict Manager:
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Rev 053013

TAGGED ASSETS TRACKING REPCRT
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* OFFICE OF STATE PARKS |
DEPARTMENT OF CULTURE, RECREATION & TOURISM

INTRAAGENCY CORRESPONDENCE

T District Two

__ | A’ STATE OF LOUISIANA -
FROM: {yavy Ramsey, Assistant Chief of Operations hﬁ/ OF LOUI Siﬁ?ﬁi

‘ UFFICE OF STATE pops|
RE: Asset Addition to Tagged Property Tnventory “ﬁ%‘g F%@‘{gﬁg ﬁ,; };ﬁﬂ Eﬁg! é %
A .

DATE: July 16,2012

Enclosed is the documentation for the ff:e;smwmg asset, which has been added 1o your site’s tegged
property inventory Het

Item Description: Glock 17, GENA 4 .

Asset Number: 670-04-001034

Serial Number: TEESGS

Purchase Order Number; 3810445

The zssigned property tagis attached. Plense keap the property tag attached to this documeniziion
and filed in your property records. The asset wili be crossaeferenced by the sevial number for
audii purposes. Alter xwae,wmg e documentation and asset, if thete are problems please note on
this letter when faxing the signed copy to Operations. Onee recelvad the serial number will not
changed.

i have review %:E e il

information on the on this page and the property asset detail sheet(s) with the
2 e information. Unless noted all information is covreet.

\ "‘;}\%M% Date: ow = / ™

1 Return sigred copy and cortection to the Property Manger, Number of pages: ] _
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EXHIBIT F

indﬁ&_’.ﬂ essailrdu Auly Hom= Help Suppt  Sign Out

" Home | Assets | Contacts Transfars Dlspnsals | Users” | Reports |

Quick Search | Advanced Ssarch | Create : Fuel Log | Hest Maintenance Log |

AsetNumber*  (e700H001034 |8 Status * htve 1B
Agency * 6700+ - OFFICE OF STATE PARKS - DISTRICT TWO | Unlocated Year [ *
Class * GUN, FISTOL M‘El - Acquisition -

Desaripcn | wezpon - muawur Net Book Value 0900 |
Mke [eock , Original AcqCost ~ [$%09.00 |
Model [MoD 17, Gen 4 Criginal Acquisition Date [06/29/2012 |

Model Year B ] AcquistionCost*  [¢409.00 |8

wbete  TES (@ Kaisioven’ D
= Sn—— Acquisition Method *
i I : 151
e I Leass Begin
N I e i e Lease End
e 1 o e y 2 wamanty Exp Date
Cost Center ey Feis
-- Parent Attachment -~ Disposition Dats
Paent assatMumber [ Q Dispasition Amount
Tpedmadngt [ B Dispositon Method
Remarks

-- Notes --
Notes 1 |

{ EAu:mnting )

.Documenls&lmages o
g Eduldﬁthchumts

U Haintmanu:{ Repalr

iﬁn_@_osv

I
1
J

 Blvalidation
GRAMBEY LA
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EXHIBIT G
2004
OFFICE OF STATE PARKS
TEMPORARY LOAN for TAGGED PROPERTY
ITEML:
Description of Item:
Property Tag Number: 670 — —
Serial Number:

Site Assigned to:

LOANED TO:

Site:

Date of Loan: Expected Date of Return:

Accepted by: Signatuse:

Loanad by: Signature:

RETURN:

Date Returned:

Lender: Date:

Bonower: Date:

Notes:
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EXHIBITH

Sample of ID for Non-Tagged Assets

STATE OF LOUISIANA
OFFICE OF STRTE PaRes
WAGHE CHITTE
HRPTLADGLON



PPM #31
Page 23 of 30
Revised 6/2/2015

EXHIBIT I

bt
%
g

OFFICE OF 3TATE PARKS
PROPERTY TRANSACTION

Bt
[ Properre Fusber 570 — -
IRIES) s )
Unragpad T Cruansizer
Fram

Drate:

femee Reguentad

3Tl e LPAK 7 Pulupbyl¥®ia
Delteer v LPAA
Sxde a7 Whas &

OR

Tavemtiny Adbubmeant

Dasvemde for Party

Serap

Dhacensed Livestock

oot Loeated

Imerazency Tearmden
Bacerving Agency

1Repeast Avms

grunoooooo

Londtient rmemers Fromras:

Taznsfen of Vntopped Dess:

Sagmatew of Besmpr

Diazager Bipatee:

Soperctoy Apprwvah

Dhaze

Pt
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Office of State Parks

Asset Temporary Check-Out Log
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EXHIBIT K

304
OFFICE OF STATE PARKS
ASSIGNED PROPERTY

Site:

Contact Person: Phone Number:

ITEM:

Description of Itenx

Property Tag Number: 670 —- —-

Senal Number:

Sire Assigned To:

Authonzed By: Date:

ASSIGNED TO:

Employee:
Address:

Homie Phone Number:

Reason for Assignment:

Expected Date of Retumn:

I understand that the asset listed 1s to be used only by me and only for official
Office of State Parks (OSP) business. I agree to do everything within my power to
protect and care for the asset assigned to me. I understand that I can be held
responsible for the asset. I have read OSP PPM 31 and will comply with said
PPM.

Accepted By: Date:
(Signatu re)
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EXHIBIT L
2004
OFFICE OF STATE PARKS
Release of Property for Repairs

Sire:

Contact Person:

Phone Number: Fax Number:

ITENI:

Description of Trem:

Property Tag Number: 670 — e

Senial Number:

Site Assigned to:

Authorized By: Date:

Repairer/Company:

Address:

Phone Number:

Accepted by: Signatre:

Date: Expected Date of Retum:

Comments:
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EXHIBIT M

OFFICE OF STATE PARKS
DEPARTMENT OF CULTURE, RECREATION & TOURISM

Release/Loan of Tagged Property to DCRT Information Services

Siter

Contact Persou Date:

Phone Mumber:

Received in Information Services by: Date:
Accepted by: Signature:
ITEM:

Description of fiem:

Property Tag Number: 678 - —

Serial Number:

Reason for Released/Loan: (please check)

D Prepare for surplus

D For repairs

D For replacement

Comanents:



PPM #31

COMBMUNICATION EQUIPMENT
COMPUTER

CORPUTER SOFTWARE
COMPUTER TRAINING EQUIFMENT
COMPUTER, ACCESSORY
COMPUTER, BRAILLE
COMPUTER, COMPACT DISC
COMPUTER, COMPONENTS
COMPUTER, DATA PROCESSING
COMPUTER, DISK DRWVE
COMBUTER, DISK STORAGE
COMPUTER, DOCUMENT FEEDER
COMPUTER, DRIVE

COMPUTER, EQUAPMENT
COMPUTER, HANDHELD
COMPUTER, LAFTOP
COMPUTER, LASER DISC
COMPUTER, LCD PROJECTOR
CORMPUTER, MAINFRAME
COMPUTER, MEDICAL
COMPUTER, MOBILE DATAUNET

FAX MACHINE
FINGERPRINTING EQUIPMENT
GLUCOMETER

HEARIHG TESTING EQUIPMENT
HEMOGLOBINOMETER
DENTIFCATION SYSTEM
IMAGING FQUIPMENRT, MEDICAL
IMAGING EGUIPMENT, OFFICE
INCUBATOR, MEDICAL
INTOXIMETER

i PLMP

LABELLING EQUIPMENT
LAHORATORY EQUIPMENT
MEDICAL EQUIPMENT

METER, MEDICAL
MICROFICHE READER
MONITOR, METHCAL
RAVIGATION EQUIPMENT
PHYSIOGRAPH

PLOTTER

POLYGRAPH EQUIPMENT

Page 28 of 30
Revised 6/2/2015
EXHIBITN
CLASS CODE CLASS CODE CLASS CODE
ADAETER, COMPUTER COMPUTER, ROUTEX PRINTER
ADDRESSOGRAPH COMPUTER, SCANNER PRINTER, ACCESSORY
ANALYIER, COMPUTER COMPUTER, SERVER PRINTER, BLUEPRINT
ANALYZER, MEDICAL COMPUTER, SWITCHER PRINTING EQUIPMENT
ASOIRATOR COMPUTER, TARE DRIVE READER, MEDICAL
AUDIO VISUAL EQUIPMENT CONTROLLER, COMPUTER RECORDER, AUDIO / TV
BLGOD PRESSURE MONITOR CONTROLLER, MEDICAL RECORBER, BLOOD PRESSURE
BLOOD TESTING EQUIPMENT COPIER RECORDER, CARTRIDGE
BOOK, CHECK UNIT COUNTER, MEDICAL RECORDER, DIGITAL
BRAILLE ECUABMERT DIAGNOSTIC, LABORATORY RECORDER, ELECTRONIC
BRAILLE WRITER DIAGROSTIC, MEDICAL AECORDER, LABDRATORY
BREATH, TESTING DIALYSIS FQUIPMENT RECORDER, MEDICAL
CAMERA DISPERSER, MEDICAL RECORDER, PHYSIOLOGICAL
CAMERA, CCTV DISPLAY UNIT, COMPUTER DATA  RECORDER, TELEPHOKE
CAMERA, MEDICAL DUFLICATING, OFFICE £0UIR, ROBOT EQLIPMENT
CAMERA, SECURITY DUPLICATING, PRINTING EQUIP. SCANNER, COMPUTER
CAMERA, TV FCG/ELECTROUARDIGGRAPH EQUIP.  SCANNER, COMPUTER
CAMERA, VIDED ELG/ELECTROENCEPHALOGRARH  SCANNER, MEDICAL
CARGIAC MONITOR ELECTROSHOCK THERAPY MACHINE  SPEECH TESTING EQUIPMENT
CARDIORRAPH EMG/ELECTROMYOGRARH $SPHYGMOMANOMETER
CARDICSCORE ENCODER SPIROMETER
CART, MEDICAL EYE TESTING EQUIPMENT STIMULATOR, MEDICAL
CHECK, WHRITER FAT PERCENTAGE INDICATOR SURVEILLANCE EQUIPRENT

TELECOMPAUNICATIONS EQUIPMENT
TELERHONE

TELEPHONE ANSWERING EQUIPMENT
TELEPHONE EQUIPMENT
TELEPHONE, INTERCOM / PAGING
TELLVISION PRODUCTION EQUIP,
TESTING EQUIPMENT, MEDICAL
TONOMETER

TRACKING SYSTEM

TRACKING SYSTEM, INMATE
TRANMITTER, MEDICAL
TRANSCRIBER

TYMPANCMETER

TYPEWRITER

ULTRA SOUND, CARDIAC
ULTRASOUND EQUIPMENT

H-RAY CQUIFMENT

X-RAY EQUIPMENT ACCESSORY



Ratt L

Transfer Detail

Transier: 198659
Created: 202014
Reamarks; AlR CONDITIOMNER Portablie unit - worn out dammaged by hurrucane heyond repair
Mellod: Sgrap
From: 5T010 - OFFICE OF STATE PARKS -FOURNTAIRBLEAL STATE PARK
To: DISPOSAL - DISPOSAL
Gty Qty Rocgive Appraval
Aszset Num Deseription ViIN/Serial Hum. Sent Recv Date Statieg Approved Approver Name Date
BT0iD-400024 AR CONDITIONER Portable Q4808 i i THRW2014 Roceived Y ANDY COLLIER IR Yot B

Printed on 33072015 at 9:56:24AM

Page 1
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S10T/T/9 pastaay
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. Transfer Detail

Transier: 187073

Created: EG3F2013

Remarks: Washers angd Dryers { Hurricang Damage)

Riethod: Scrap

From: GTL09 - OFFICE OF STATE PARKS -FAIRVIEW/RIVERSIDE STATE PARK

To: DISPOSAL - DISPOSAL

Gty Quy Receive Approval

Asset Num Dascription VidiSarial Num, Sent Hecy Date Status Approved Approver Name Date
© BTC0D-MTATS0838 DRYER, LAUNDRY o 3 3 101201 E Received ki ANDY COLLIER 1001172013
DUGTORBMNTA 180747 WASHING MACHINE 01700 iy 10 LDl e L I T e T P O T A /201 3 - Recehved YT ANDY COLLIER - L1020

Printed on 3B0/EDS ot 9:55:07AM

Page 1
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S10T/T/9 pasiaay

0€ jo of 98y
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	Structure Bookmarks
	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
	PPM#31 Page 7 of30 Revised 6/2/20 I 5 
	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. 
	PPM#3l Page 8 of 30 Revised 6/2/2015 
	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
	PPM #31 Page9 of30 
	Revised 6/2/2015 
	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 
	PPM #31 Page 10 of 30 Revised 6/2/2015 
	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 
	PPM #31 Page 12 of 30 Revised 6/2/2015 
	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$!'!" 
	PPM#31 Page 13 of30 
	Revised 6/2/2015 
	EXHIBIT A 
	Ga Rumse 
	Man,,v,,•r,a.. 
	O$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~ 
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	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:______ 




