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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416097715][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
[bookmark: _Toc400710773][bookmark: _Toc347930420]As assets move through the asset lifecycle, they are often transferred within a department or between departments. These transfers may be physical (e.g., change in a location) or financial (e.g., a change to the funding) in nature. 
Unique requirements regarding the asset type (e.g., equipment or vehicles) affect the processes and approvals for transferring and retiring/disposing of assets. To facilitate the approval and acceptance of asset disposals and transfers, it is important to note the following key attributes:
· In FI$Cal, electronic forms replace standard forms STD 152 asset disposals (FI$Cal name: Property Survey Report), and STD 158 for asset transfers (FI$Cal name: Property Transfer Report) and are routed for approval and displayed in an Approver’s work list: departmental or Department of General Services (DGS). 
· Requests for approval are delivered in parallel to multiple approvers, or consecutively to users; where one electronic signature is a prerequisite for the next signature.
· Notifications can be routed to additional roles for communication to a wider population without stopping the approval process for a signature.
· Denials and requests for additional information are immediately sent to the requestor (or other recipients) with comments for additional information or reason codes for denial. 
· All actions for the approval/denials are maintained with the transactions for audit purposes.
The form and approval functionality is designed to coincide with the existing processes in place for approval by Departments and DGS, and includes the following:
· Intra-Unit Transfers – Transfers occurring within a business unit/department does not require DGS approval or form STD 158. Assets are transferred using the original cost and accumulated depreciation.
· Inter-Unit Transfer – Transfers occurring between a business unit/department. The asset(s) are sent to DGS for approval and once approved, occur automatically in FI$Cal. Inter Unit transfers create a new asset for the receiving department.
· Asset Disposals – Removal of the asset from physical inventory and the creation of accounting entries as determined by that Governmental Accounting Standards Board (GASB) based on the type of disposal.
· Asset Reinstatement – Reinstates a previously disposed asset and reverses the subsequent accounting entries that were created for the disposal.
All asset information (both physical and financial) are transferred with the asset.

Figure 1: The chart below shows how Asset Management fits into the FI$Cal system processes.
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[bookmark: _Toc416097716]FI$Cal System and Organizational Roles
	AM4-TRANSFER ASSETS

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department Asset Processor
	Department

	Department Asset Manager
	Department

	DGS Asset Manager Approver
	Department of General Services (DGS)


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416097717]AM4 Transfer Assets Business Process Steps Description
The following describes the steps for transferring an asset in FI$Cal.
1. Initiate FI$Cal online Form 158: For Intra-Unit/Inter-Unit Transfers, Form 158 initiates the online asset transfer process in FI$Cal including the transaction details along with the required documentation for approval. Intra-Unit Transfers (within a department) requires one level of approval (no approval needed from DGS). Inter-Unit Transfers (transfer between departments) requires two levels of approval. Assets are transferred using the original cost and accumulated depreciation.
2. Approve transfer? The Department Asset Manager reviews online Form 158 and attached documentation to make the approval determination.
If Yes: Continue forward with the Asset Transfer. Continue to step 4.
If No: Notification of denial is sent to the originator. Continue to step 3.
3. Notification of denial: The Department Asset Manager sends a notification of denial to the department originator/Department Asset Processor along with the denial information to re-start the process
4. Intra Unit transfer?  The Department Asset Manager determines if the transfer is within a department.
If Yes: Perform Intra Unit transfer. Continue to step 5.
If No: The DGS second level approval is required for an Inter Unit transfer. Continue to step 6.
5. Perform Intra Unit transfer: The Department Asset Manager performs the IntraUnit Transfer within the department and updates the FI$Cal Chartfield for the asset. If this is a physical location change, the transfer can be completed in the FI$Cal Asset Master. 
6. Initiate FI$Cal online Form 158: The Department Asset Manager initiates the online STD Form 158 to start the Inter Unit transfer.
7. Complete physical transfer: The Department Asset Processor completes the Intra Unit physical transfer of the asset once the transaction is completed in FI$Cal by the Department Asset Manager.
8. Receive Inter Unit transfer: The DGS receives the Inter Unit request from the Department Asset Manager and performs the second level review and approval.
9. Approve Inter Unit transfer? The DGS determines if the transfer is approved or denied based on the information received.
If Yes: Notification of approval is sent. Continue to step 10.
If No: Notification of denial is sent. Continue to step 11.
10. Notification of denial: Notification of denial is sent to the Department Asset Manager and Department Processor along with denial information to restart the process.
11. Notification of approval: Approval of the asset transfer is sent to the Department Asset Manager and Department Processor. The asset continues forward in the process.
12. Receiving department in FI$Cal? Upon receipt of the approval, the Department Asset Processor adds the asset in the FI$Cal Basic Add page and includes the cost and accumulated depreciated balances. Attachments (transfer documentation, STD 158, etc.) are linked to the asset at this step and comments are entered. Transactions are dependent on whether or not a department is currently in FI$Cal.
a. If Yes: Perform the Inter Unit transfer in FI$Cal. Continue to step 13.
b. If No: Perform asset disposal transaction in FI$Cal. Continue to step 14.
13. Perform Inter Unit Transfer: The Department Asset Processor enters the Inter Unit Transfer in FI$Cal to transfer the asset from one Business Unit to another Business Unit. This process can only be used if the Department is currently on FI$Cal.
14.  Perform Asset Disposal: If a Department is not in FI$Cal, the Inter Unit transfer cannot occur. Therefore, the Asset Disposal is entered in FI$Cal to remove the asset from the books of the originating Business Unit. 
15. Complete physical transfer: The Department Asset Processor completes the physical transfer of the asset.
[bookmark: _Toc400710781][bookmark: _Toc416097718]Interfaces and Reports
	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	Audit Report
	This report can pull specific information about assets in a business unit with a consolidated view of asset information associated with the PO/Voucher expenditure account. Reviewing this information ensures the correct information is attached to the PO/voucher prior to the information being sent to the Asset Management module.
	N/A
	
	Y

	Disposal Worksheet
	This worksheet starts the Asset Disposal process. It will be the source for the data needed to complete the STD form 152. Allows the users to validate assets that have been disposed. The user must have selected the assets for disposal, review the financial transactions and load the transactions in Asset Management.
	N/A
	
	Y


[bookmark: _Toc400710782][bookmark: _Toc416097719]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.
Interdependency with the AM4-Transfer Business Process exists as follows:
Pre-requisite Business Process(es):
· ePro3: Create and Approve Requisitions
· PO2: Manage Purchase Orders
· PO3: Receive Goods and Services
· AP2: Enter and Process Vouchers
· AP4: Matching (Integration with Procurement)
· AM1: Acquire Assets
· AM2: Maintain Assets
Succeeding Business Process(es):
· AM8: Asset Depreciation and Month End
· AM6: Retire/Reinstate Assets
[bookmark: _Toc416097720]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the AM4-Transfer Assets Business Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	State Contracting Manual (SCM)

	Volumes I, II and III
	The SCM is a reference source to Statewide procurement and contracting policies and procedures.



[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]

[bookmark: _Toc416097721]Appendix
[bookmark: _Toc416097722]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: AM4-Transfer Assets Diagram Flow
[bookmark: _Toc400710788][bookmark: _Toc416097723]FI$Cal Terms and Definitions
FI$Cal Public Website: http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416097724]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips: http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416097725]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login): http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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