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1. Purpose. Inventory Control maintains records of the movable and fixed assets of Eastern New Mexico
University-Roswell (ENMU-Roswell). Those records include equipment and furniture inventories, land and
buildings.

2. Definition. Equipment is an asset that has an acquisition cost of $1,000.01 or greater and expected life
of one year or more, or is a component part that increases the value of an existing asset.

3. Inventory Tags. Inventory tags placed in convenient, standardized locations and are affixed to newly
acquired assets when items are received. State statutes govern the transfer or deletion of all ENMU-
Roswell assets.

4. Federal Equipment. Equipment purchased with Federal funds is tracked by a separate account
number as federal equipment. Federal regulations govern the transfer, deletion, or title to those assets.

5. Missing or Stolen Items. When assets are discovered missing or stolen, Campus Security and
Inventory Control must be contacted. Reporting missing or stolen items early increases the chances the
item will be recovered. Campus Security and Inventory Control must also be notified when missing items
are recovered.

6. Disposition of Property. State statutes (Section 13-6-1 NMSA 1978) govern the disposition of
obsolete, worn-out or unusable tangible personal property. These statues state:

A. The governing authority of each state agency, local public body, school district and state educational
institution may dispose of any item of tangible personal property belonging to that authority and delete the
item from its public inventory upon a specific finding by the authority that the item of property is:

1. Of a current resale value of five thousand dollars ($5,000) or less; and

2. Worn-out, unusable or obsolete to the extent that the item is no longer economical or safe for
continued use by the body.

B. The governing authority shall, as a prerequisite to the disposition of any items of tangible personal
property over $5000.00:

1. Designate a committee of at least three officials of the governing authority to approve and oversee the
disposition; and

2. Give natification at least thirty days prior to its action making the deletion by sending a copy of its
official finding and the proposed disposition of the property to the State Auditor and the appropriate
approval authority designated in Section 13-6-2 NMSA 1978, duly sworn and subscribed under oath by
each member of the authority approving the action.



C. A copy of the official finding and proposed disposition of the property sought to be disposed of shall be
made a permanent part of the official minutes of the governing authority and maintained as a public
record subject to the Inspection of Public Records Act.

D. The governing authority shall dispose of the tangible personal property by negotiated sale to any
governmental unit of an Indian nation, tribe or pueblo in New Mexico or by negotiated sale or donation to
other state agencies, local public bodies, school districts, state educational institutions or municipalities or
through the central purchasing office of the governing authority by means of competitive sealed bid or
public auction or, if a state agency, through the federal property assistance bureau of the general services
department.

E. If the governing authority is unable to dispose of the tangible personal property pursuant to Subsection
D of this section, the governing authority may sell or, if the property has no value, donate the property to
any organization described in Section 501 (c) (3) (non-profit) of the Internal Revenue Code of 1986.

F. If the governing authority is unable to dispose of the tangible personal property pursuant to Subsection
D or E of this section, it may order that the property be destroyed or otherwise permanently disposed of in
accordance with applicable laws.

G. If the governing authority determines that the tangible personal property is hazardous or contains
hazardous materials and may not be used safely under any circumstances, the property shall be
destroyed and disposed of pursuant to Subsection F of this section.

H. No tangible personal property shall be donated to an employee or relative of an employee of a state
agency, local public body, school district or state educational institution; provided that nothing in this
subsection precludes an employee from participating and bidding for public property at a public auction.

I. This section shall not apply to any property acquired by a museum through abandonment procedures
pursuant to the Abandoned Cultural Properties Act [18-10-1 to 18-10-5 NMSA 1978].

7. Property Transfers. Throughout the year, unused assets are placed in storage and are made
available for reassignment. Employees should contact Inventory Control for reassignment of these items.

8. Departmental Responsibility. Each individual is responsible for assets assigned to their
administrative departments and programs. To assist department and program personnel, Inventory
Control will furnish an annual computer asset listing. These annual reports allow each responsible party
to verify the custodianship of assigned assets.

Assets belonging to ENMU-Roswell are to be used for institutional purposes only. Equipment may not be
used for personal purposes.

The area supervisor should report to Inventory Control/Purchasing or the Vice President for Business
Affairs assets transferred between office/work areas. If assets are not properly transferred, they will
appear on the wrong department asset listing.



