COST RECOGNITION PROCESS

When accountable property is not recorded in the system of record and/or there is no supporting documentation, an estimated value shall be established.  The following Cost Recognition XE "Cost Recognition"  Process shall be used to assist in recording and recognizing costs for accountable property as detailed below.

1. Collect documentation to identify asset acquisition cost and date.

a. Locate source documentation that confirms acquisition cost of asset.  If source documentation is not available, proceed to step 2.

b. Locate source documentation that confirms acquisition date of asset. 

i. If source documentation for acquisition date cannot be obtained, use the manufacturer date or model year of the asset.  This can often be identified by physically examining the asset.

c. Enter information in Cost Recognition Worksheet – see below. 

 XE "DPAS" 
2. Collect alternate documentation to identify asset acquisition cost and date.

EXAMPLES of Alternate Documentation to estimate Acquisition Cost XE "Acquisition Cost" : If no invoice is available, alternate documentation to estimate Acquisition Cost may include a contract, hard-copy property record XE "Record" , accounting system disbursement record, accepted purchase request, etc

EXAMPLES of Alternate Documentation to estimate Effective Date: Maintenance record XE "Record"  indicating earliest date asset XE "Asset"  was placed into service, hard-copy property record, custody card, receiving log, etc

If documentation is not available per steps 1-2, proceed to step 3.

3. Search alternate sources for a “like” asset.

A like asset must be identical to the asset purchased including make, model, and model year.  A like asset also requires the same purchasing circumstance to validate acquisition cost.  If differing purchasing agreements were made for the like asset, this could affect the acquisition cost, making it unsuitable for comparison.

EXAMPLES:  Four identical assets are purchased as a group and one is not recorded, or an asset purchased regularly from a vendor with a standard purchasing and pricing agreement.

a. Search sources in the following order:

i. Property Management Information System (PMIS) 
ii. Direct vendor query for established purchasing arrangements

b. Collect source documentation for “like” asset as listed below:

i. PMIS (required source docs preferred, if not feasible collect alternate documents).
ii. Direct vendor query:  Copy of source documents with confirmation of purchasing arrangement from original vendor

c. Enter information in Cost Recognition Worksheet – see below. 

 XE "DPAS" 
If documentation is not available per step 3, proceed to step 4.

 XE "DPAS" 

 XE "DPAS" 
4. Search alternate sources for a “similar” asset XE "Asset" 
a. Search sources in the following order:

i. PMIS  XE "DPAS" 
ii. GSA Web

iii. Vendor Quote

iv. Open Web search

b. Confirm the following fields match the asset XE "Asset"  in question:

i. Make

ii. Model 

iii. Model Year

c. Minimum additional  fields required to complete Cost Recognition  XE "Asset" Process:

i. Acquisition Cost for similar asset XE "Acquisition Cost" 
ii. Acquisition Date for original asset and similar asset

d. Collect source documentation for similar asset as listed below:

i. PMIS: source documents and alternate documentation collected

ii. GSA Web: Print out of FEDLOG asset including required fields

iii. Vendor Quote:  Official quote from vendor with appropriate signature

EXAMPLES for conducting Vendor Quotes: Perform research to identify the vendor who manufactured the asset XE "Asset"  in question.  Contact the vendor and request the information for your specific asset, or a similar asset.

EXAMPLES for conducting Open Web Search: Perform research online, in catalogs or through other means to identify vendors who manufacture the asset XE "Asset"  in question or similar assets.  Contact the vendor(s) and request information for your specific asset, or a similar asset.  

e. Enter information in Cost Recognition Worksheet – see below.

5. Once the Cost Recognition Worksheet is completed and signed by the approving officer, the relevant information shall be entered into PMIS. XE "Asset" 
Cost Recognition Worksheet

Instructions:  Log fields as collected.  Once complete, the worksheet will include the mandatory fields to be entered into PMIS and serve as a record of the cost recognition effort per asset in addition to any documentation collected. 

Required Data Elements: 

	
	Original Asset
	
	Similar Asset (if required)

	IHS Barcode Tag Number:
	
	
	

	Purchase Order Number:
	
	
	

	Item Description:
	
	
	

	Manufacturer:
	
	
	

	Model Number:
	
	
	

	Serial Number:
	
	
	

	Voucher Number:
	
	
	

	Acquisition Cost:
	
	
	

	Acquisition Date:
	
	
	

	Location:
	
	
	

	Manufacturer Year:
	
	
	

	Condition Code:
	
	
	

	Asset Type:
	
	
	

	User:
	
	
	

	Organization:
	
	
	

	Lease Cost:
	
	
	

	Lease Expiration Date:
	
	
	

	Lease Buy-Out Cost:
	
	
	


1. Were the following source documents available? 

	
	Y
	
	N

	A. Purchasing Document (Purchase order or contract)
	
	
	

	
	
	
	

	B. Invoice 
	
	
	

	
	
	
	

	C. Requisition Document
	
	
	

	
	
	
	

	D. Other _______________________
	
	
	


2. Was a “like” asset identified? (Y/N)______________________   ____  

	A. Source
	

	B. Item Description 
	

	C. Acquisition Cost
	

	D. Acquisition Date
	


3. Was a “similar” asset identified? (Y/N)___________________ _____

	A. Source
	

	B. Item Description 
	

	C. Acquisition Cost
	

	D. Acquisition Date
	


Two signatures are required to certify the Cost Recognition Worksheet.  The Signature of Completion must be signed and dated by the party completing the worksheet.  The Signature of Approving Officer must be signed and dated by the Property Management Officer or other appropriately designated certifying official.

	Signature of Completion:
	

	Print Name:
	

	Title:
	

	Date:
	


	Signature of Approving Officer:
	

	Print Name:
	

	Title:
	

	Date:
	


