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Guidelines on Property Management
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Approved at the 6th Executive Meeting on May 30 2007

The Property Custody Division was renamed the Property Management D1V1510n on August 1, 2018
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These guidelines are formulated in accordance with the Executive Yuan’s
Handbook for the Management of National Public Properties and Handbook for
Item Management to effectively manage the University’s national public
properties and items and optimize their utilization.
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The properties herein refer to tangible assets and general items, as specified in the
following:
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(1) Tangible assets herein include lands, land improvements, buildings, as well
as machinery, transportation equipment, and miscellaneous equipment with
a value exceeding TWD 10,000 and a useful life of more than two years.
Nevertheless, book collection shall be handled in accordance with relevant
regulations.
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(2) General items herein refer to equipment and tools not stipulated in the
preceding Subparagraph, with categories specified below:
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consumables: items which lose original effectiveness or function after use,
such as office supplies, paper products, and sanitation supplies
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non-consumables:
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Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version.
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資產組請確認並修正

單價金額在新臺幣3000元以上且未達1萬元者?


- w*
3 7™

(1) items that are durable and not easily worn out with a useful life of
more than two years and a value under TWD 10,000
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III. The serial number and life span of property shall be handled in accordance with
the Executive Yuan’s Standards for Property Categorization.
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IV. Property shall be managed based on a tiered responsibility system. Individual
units (colleges, institutes, departments, centers, offices, and divisions) shall be
responsible for the acquisition, registration, management, maintenance, and
scrapping of their property. The Property Management Division (hereafter as the
“PMD*) shall oversee the registration, management, depreciation, and
amortization of property university-wide.
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V. Individual units shall designate at least one staff member to manage the property,

which shall be handed over with a proper inventory if there is a change of the staff.

The Form for the Change of Staff Responsible for Property Management shall be
completed and submitted to the PMD to facilitate its procedure.
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V1. Staff responsible for property management in individual units shall perform the
following tasks:
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(1) assisting with property management and registration for their affiliated unit
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(2) requesting property custodians or users (hereafter as the ““custodians/users”)
to sign relevant property documentation
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Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version.



(3) delivering property labels and requesting the custodians/users to affix them
prominently on the property
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(4) conducting an annual inventory and coordination during a property audit
by the supervisory unit
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(5) assisting with property handover when custodians/users resign
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VII. Custodians/users and staff responsible for property management in individual
units shall routinely check the quantity and usage status of the property. Any
changes shall be handled in accordance with relevant procedures. Additionally,
the labels shall be checked and prominently affixed on their property. If the
original label peels off or becomes unidentifiable, the unit shall notify the PMD
to make a new one.
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VIIIL. Property shall be registered upon acquisition, serving as the proof for future
changes. One of the following forms shall be completed based on corresponding
situations:
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(1) Form for New Property (or Non-consumables): to be completed by the unit
purchasing the property upon acquisition
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(2) Form for Relocating Property (or Non-consumables): to be completed by the
unit relocating the property upon transfer
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(3) Form for Scrapping Property (or Non-consumables): to be completed by the

unit using the property upon scrapping
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Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version.
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資產組確認是否使用頓號或逗號 
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Units using the newly acquired property shall complete the Form for New
Property (or Non-consumables) and submit for reimbursement, with one form per
new property, in principle. Three copies of the form shall be kept each by the using
unit, the PMD, and the Office of Accounting until the property is scrapped.
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Upon the completion of inspection and acceptance for a newly constructed or
expanded building, the University’s Construction and Maintenance Division shall
provide the PMD with relevant documentation used for property ownership
registration at the local land office.
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Upon resignation, transfer, retirement, or dismissal, custodians/users shall clearly
hand over their property; their supervisors and staff responsible for property
management in affiliated units shall ensure the completion of handover procedure.
Additionally, the custodians/users shall obtain the approval from the PMD when
handling the leaving procedure. Failure to compensate for missing property shall
result in indemnification, and resignation documentation shall not be issued.
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Custodians/users shall take care of property and not privately transfer, lend, or sell
for personal benefits without prior approval. Instances of property damage or loss
resulting from disasters, theft, force majeure, or other incidents shall be reported
to the MOE for investigation in accordance with the Enforcement Rules of the
Audit Act. Upon substantiation, the case shall be referred to the government audit
office for approval, with the liability exempted if due diligence is exercised;
otherwise, the custodians/users shall be liable for indemnification.
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When the property reaches the end of its useful life and is no longer usable, the
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Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version.


adm
資產組確認是否為 「財產減損單」?


XIV.

-
X}
s

XV.

XVI.

N

XVIIL

XVIIL

Form for Scrapping Property (or Non-consumables) shall be completed and
submitted to the PMD for scrapping process after President’s approval. The
property shall be retained and not discarded until the approval is granted.
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Graded values for approving scrapped property shall adhere to Executive Yuan’s
Table of Graded Values for Approving Scrapped Property by Individual Agencies.
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Upon receiving the approval of scrapping property, the unit shall deliver the
scrapped property to the PMD’s storage, with the approved Form for Scrapping
Property (or Non-consumables). After removal from the inventory, the scrapped
property may be put on sale in accordance with Executive Yuan’s Regulations
Governing the Operational Procedures for the Sale and Assessment of Scrapped
Properties Approved by Each Agency.
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The PMD shall plan a property audit of items on inventories at the beginning of
each year, with individual units carrying out their inventory check on their
property and submitting their result to the PMD. Upon completion of audit
university-wide, the audit result and recommendations shall be compiled and
reported in writing to the President. The PMD shall notify individual units to
review and make improvements accordingly.
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Matters not covered herein shall be handled in accordance with the National
Property Act, Audit Act and relevant laws.

ARBEEFRERILE MGREPTET S BLIF F -

These guidelines are approved by Executive Meeting and the President before
implementation. Amendments to these guidelines shall follow the same procedure.
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Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version.


adm
資產組確認是否為「財產報廢單」?


