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DOE Accounting Handbook, Chapter 10:  Property, Plant and Equipment                      http://www.mbe.doe.gov/policy/actindex/ 

DOE PP&E Best Practices Accounting Guide, Revision March, 5, 2013
Purpose
The purpose of the Property Plant and Equipment (PP&E) Final Event desk guide is to provide guidance on the disposal, retirement and/or removal from service of assets included on the Sunflower ASAC 6070 Financial Assets Final Event Report (Final Event).  This desk guide will discuss the timing of the actions as well as the accounting entries required to remove the item from the Laboratory’s subsidiary PP&E ledger.
Procedure Participants 
	Property Management
	Records, tracks and manages Laboratory property, as required by DOE O 580.1A, DOE Personal Property Management Program.  This includes items meeting the capitalization (cap) criteria, which are included in PP&E, and those items that are not capitalized (non-cap) but still require tracking per DOE O 580.1A. 

	Property Accounting
	Assures appropriate accounting treatment for all capitalizable assets, including retirements, trade-ins, sales and transfers out.


System(s) Used
· PeopleSoft Financial Management System:   General Ledger 
· Sunflower Finance - Property Accounting Module
· Sunflower Property Management- Property Management Module
Inputs
Sunflower Assets is the single point of entry for asset management transactions, as required by DOE O 580.1A.  A portion of these assets require capitalization under DOE Accounting Handbook Chapter 10:  Property Plant and Equipment. 

The Final Event Report is considered the definitive source of information related to retirements, sales, trade-ins, and transfers out.  The report includes cap assets determined to be no longer needed/usable, no longer serviceable, or no longer belonging to the Laboratory.  The Final Event Report is generated from the Sunflower Finance module, based on transactions processed by the Property Management Team.

General categories of final event activities include:
1. Retirements
2. Trade-Ins
3. Sales
4. Transfers Out

The Final Event Report is a cumulative report; meaning an item will remain on the Final Event Report until an action which retires or disposes of the item is initiated.  The Property Accountant is responsible for disposition of cap items included in the Final Event Report, as generated from the Sunflower Finance module.  
Outputs
When disposition of a cap item on the Final Event Report occurs:
· The related fixed asset is retired from the subsidiary PP&E ledger and removed from the Laboratory’s balance sheet
· The item is removed from the Final Event Report
Procedure Steps
Final Event & Required Actions
The Property Accountant is responsible for generating and reviewing the Final Event Report on a monthly basis.  Disposition relative to the general categories of activities listed above is as follows:
	Final Event Category
	
Action Required

	Retirements
	Items identified as “retired” are no longer needed or in use at the Laboratory.  Oftentimes, these items are destroyed or have no residual value and therefore cannot be sold as part of the Laboratory bid and scrap sale processes.

Retirements will be processed in the accounting period in which they appear on the Final Event Report.  The Final Event Report will be retained as the documentation to substantiate the transaction.
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	Final Event Category
	
Action Required

	Trade-Ins
	Items identified as “trade-ins” occur when Laboratory owned property is accepted as partial payment for the purchase of a new asset.

Trade-ins require coordination of two transactions:  (1) the disposition of the owned asset and (2) the acquisition and capitalization of the new asset.  See further instructions in the Trade-in section below.

	Sales
	Items identified as “sales” are sold through the Facilities’ bid, scrap and online sales processes.  Sales proceeds have historically been immaterial in amount at the Laboratory.  Transaction volume for FY12 was ~$160k with no individual sale amounts considered material.  Therefore, dispositions associated with a sales transaction will be removed from the subsidiary PP&E ledger using the retirement process.

On a monthly basis, the Property Accountant will run a query for projects 360042, 360043, and 360044; the projects used to credit Facilities for bid sales, scrap sales, and on-line sales, respectively.  Should any singular amounts exceed $25k, the transaction will be evaluated by the Property Accountant and the General Accounting Manager to determine if a gain or loss should be incorporated into the accounting for retirement of the related asset.

Sales/Retirements will be processed in the accounting period in which they appear on the Final Event Report.  The Final Event Report will be retained as the documentation to substantiate the transaction.

	Transfers Out
	GSA Standard Form (SF) 122 - Transfer Order - Excess Personal Property is the document used to facilitate transfer of federal excess property from one federal entity to another.  Property Management prepares the SF 122 when LBNL is transferring property to another federal site, including other management and operating contractors.  Property Management forwards the completed SF 122 to the Property Accountant.  The Property Accountant determines if the transfer relates to a cap item.  If so, the Property Accountant will fill out a Transfer Voucher that identifies the NBV of the capitalized asset to be transferred and will submit the form to the appropriate accounting resource at the transfer to location.  The Property Acountant will work with the transfer to location to coordinate the accounting transactions necessary to record the transfer.

Transfers out will be processed in the accounting period in which the item is shipped out to the ordering/receiving location.  If notification from Property Management occurs after the item has been shipped to the ordering/receiving location, the transfer out will be processed in the accounting period in which the notification was received.  The SF 122 and the Transfer Voucher will be retained as documentation of the transaction.


Trade-Ins
Trade-In Transaction Participants 
	Divisions/Requester
	Notifies Procurement of the Division intent to trade-in an item/asset as part of the purchase of a new item/asset

	Procurement Buyer
	Negotiates the purchase of the new asset, including the trade-in of Laboratory owned property as partial payment for the purchase of the new asset.  Notifies Property Management and the Property Accountant of the trade-in transaction.

	Property Management
	Enters the item being “traded-in” into the Sunflower Property Management System and identifies and tags the “new” item purchased into the Sunflower Property Management System.

	Property Accounting
	Creates, evaluates and processes all necessary transactions related to trade-ins (retirement and capitalization) into the Sunflower Finance module.


Trade-In Transaction Steps
The “Exchange (Trade/Trade-In) Notification Form” (see Attachment A) is used as the primary communication tool between Procurement, Property Management and Property Accounting.

The Procurement process for trade-ins can be found at:  SP 45.3, Exchange or Upgrade of Government Property.

	Process Participant
	Action Required

	Division/Requester
	· Communicates intention to trade-in an existing item/asset to  Procurement

	Procurement Buyer
	· Completes the Exchange Notification Form
· Sends completed form to Property Accounting and Property Management

	Property Management
	· Property Management updates the Sunflower Property Management system to reflect the surrendered asset as a “trade-in”.

	Property Accounting
	· Accumulates documentation to support retirement and capitalization of new asset
· Retires the trade-in item from the system including calculation of gain or loss on disposal
· Capitalizes the new asset, if over $500k, based on the total value of the asset, which includes cash paid plus the trade-in value.
· Processes Sunflower Property Accounting module entries and manual entries necessary to properly record the transaction





Accounting Treatment
	Final Event Category
	Accounting Treatment

	Retirements
	The individual asset being retired will be fully depreciated and retired from the subsidiary PP&E ledger, utilizing the Sunflower Finance module.  The monthly feeder process from Sunflower makes the appropriate adjustments to the Laboratory General Ledger.

	Trade-Ins
	If there is a net book value, the appropriate gain/loss on the disposition of the old asset will be recorded and the asset will be removed from the subsidiary PP&E ledger, utilizing the Sunflower Finance module.

If the new asset purchased exceeds the capitalization threshold, the transaction will be recorded initially in CWIP at the invoiced amount (net of trade-in value).  This entry is processed via the Sunflower Finance module.

A manual journal is processed to recognize the trade-in and increase the new asset to its true, (cash paid plus the trade-in value).

	Sales
	Sales proceeds have historically been immaterial in amount at the Laboratory.  Therefore, dispositions associated with a sales transaction will be removed from the subsidiary PP&E ledger using the retirement process.

The original asset will be fully depreciated and retired from the books, utilizing the Sunflower Finance module.  The monthly feeder process from Sunflower makes the appropriate adjustments to the Laboratory General Ledger.

	Transfers Out
	The individual asset being transferred out will be removed at net book value from the subsidiary PP&E ledger, utilizing the Sunflower Finance module.  The monthly feeder process from Sunflower makes the appropriate adjustments to the Laboratory General Ledger.

The Sunflower Finance module also creates the intercompany Accounts Receivable journal to transfer the item between two integrated contractors.  


Quarterly Management Meetings
On a quarterly basis, the Property Accountant will coordinate and lead a joint meeting of Property Management and Property Accounting to address outstanding issues requiring resolution.
Author
Prepared by Mary Beedle, General Accounting Manager
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EXCHANGE (TRADE/TRADE-IN) OR UPGRADE NOTIFICATION
DOE Tagged and Non-DOE Tagged Items
(Reference SP 45.3, Exchange or Upgrade of Government Property)

Use one trade-in form for each item being purchased as an exchange orbeing upgraded.
A item being traded in cannot appear on more than one trade-in form

Use the trade-inform for an tem of any value, including items thatdo not have a DOE Tag Nummber.
Fillinthe form completely.

SECTION | - ORIGINAL PROPERTY ACQUISITION

Information Obtained from the Requester/Division
About the Property ltem(s) Being Exchanged or Upgraded

I this an exchange (property radefraded-in) with more than one itemo be exchanged for one item being
purchased? [ Yes [JNo

1f*Yes", indicate the appropriate applicable explanation below (Per SP 45.3).

T | The fem acquired performe all orsubstantially all of e Tasks Torwhich The fems
‘exchanged would othenwise be used.

T | The fem acquired and e lems exchanged are smTar andThey are parts or
‘containers foridentical or similar end tems.

PROVIDE THE FOLLOWING INFORMATION FOR
EACH ITEM TO BE EXCHANGED FOR AN ITEM BEING PURCHASED OR
THE PROPERTY BEING UPGRADED

« If multiple items are to be traded in for one item, the information must be provided on one trade-in form.
Insert adaltionl ables as needed.

« Information for the fields inred must be completed, ifapplicable.

« The Original Asset Value can be obfained fromthe Property Representative or Property Accourting

« The Capital Asset Net Book Value can be obtained from Froperty Accounting (Joanne Yeung atx4237).

Tem 71
Trem Descrption
SerialNumber (T applicabe]
WodelNumber

"DOE Tag Number (T 3ppcabe)
Oniginal SubconradiNumber
“Acquisfion Date

Original Asset Value

‘Capital Asset Net BookValue

(if available)

(DELETE OR INSERT ADDITIONAL TABLES AS NEEDED)
Tom 72
Trem Descrption
SerialNumber (T applicabe]
WodelNumber
"DOE Tag Number (T 3ppcabe)
Oniginal SubconradiNumber
“Acquisfion Date
Original Asset Value
‘Capital Asset Net BookValue
(if available)

SECTION Il - PROPERTY EXCHANGE (TRADE/TRADE-IN)
Information Completed by Procurement Regarding the New Item Being Purchased

« Information for the fields inred must be completed.

SubContracNumBer
Trem Description

Wodel Number (f applicabe]
ProjectID Number

Sales Price of New Ter
TradeTrade TnValue Offered
et Price forNew fem

‘Trade-in credit applies to FMS Line(s

(ifapplicable, indicate ine numberand percent)

SECTION

PROPERTY UPGRADE
Information Completed by Procurement Regarding the Upgrade.

« Complete this section only if the price to upgrade the item is $50,0000r more. Capital funding shall be used.
+ Information for the field inred must be completed.

SubContracNumber
Trem Description

"Model Number (7 applicabe]
ProjectID Number

Price o Upgrade fem

Comments

PreparedBy:

Date:

‘Send Completed Form To:

Property Accounting, MS 971-GA, YYeunq@lbl qov
PropertyManagement, MS 76L-0110, EDSutton @lbl.aov
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