CITY OF SAN DIEGO
ADMINISTRATIVE REGULATION

SUBJECT

Number Issue Page
45.70 3 1 of3

USED OF PROPERTY TAGS TO IDENTIFY CAPITALIZED | gffective Date
CITY EQUIPMENT July 1, 1984

1. PURPOSE

1.1 To properly identify capitalized City equipment and provide for inventory control.
2. SCOPE
2.1 All City departments.
3. POLICY
3.1 It is the policy of the City to identify City equipment outlay items with pressure-sensitive pre-
numbered property tags.
3.2 It is the responsibility of each department to tag its own equipment with property numbers
issued by the Auditor and Comptroller.
33 Exceptions:
a. Motive Equipment - number assignment and tagging by the Equipment Division,

Police and Fire Departments.

b. Firearms - the serial number of the firearms is utilized as the property number.

C. Unclaimed Property Held by Police Department - number assignment and tagging of
equipment by the Police Department prior to release to City departments.

4. PROCEDURE

RESPONSIBILITY ACTION

Auditor and Comptroller 4.1 Upon receipt of Purchase Order (Form PA-

2555A), assigns a property tag number for each
item of Equipment Outlay ordered.

4.2  Delivers to the ordering department the
Property Number Envelope (Form AC-24)
containing assigned property tags.

(Supersedes Administrative Regulation 45.70, Issue 2, effective November 1, 1980)

Authorized

(Signed by Ed Ryan) (Signed by John Lockwood)

AUDITOR AND COMPTROLLER ASSISTANT CITY MANAGER
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Ordering Department

Auditor and Comptroller

Legal Reference

City Charter Section 112

Subject Index

Equipment, Tagging of

4.3

4.4

4.5

4.6

4.7

APPENDIX

Property (Personal), Identification Numbering

Identification, Equipment Capitalized Equipment

ACTION

Upon receipt of the ordered equipment, mounts
property tag in accordance with the instructions
on the Property Number Envelope.

Property tag should be placed on a conspicuous
part of the equipment that will not be hidden
from view if the equipment is moved to a new
location in the future.

A metal tag stamped with the property number
should be affixed to any piece of equipment
(i.e., steam cleaners, jacks, etc.) Which through
ordinary use would not retain the standard
property tag.

Completes the Property Number Envelope and
returns it to the Auditor and Comptroller.

Records receipt of the Property Number
Envelope.
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Forms Involved

(1) AC-24 - Equipment Number Envelope
(2) PA-255A - City of San Diego Purchase Order

Administering Department

Auditor and Comptroller




