
 
Asset Requisition 

 

Policy: 

I. Furniture, large equipment, temporary walls and buildings must be approved by Facilities to ensure 
ADA compliance and electrical hookups are compatible. Attach approval email to requisition. 
Requisitions missing Facilities approvals will be returned and not processed. 

II. All Computers and technology equipment must be approved by the Information Technology 
Department prior to entering a requisition. Orders will not be placed for items not supported by the 
Information Technology Department.  

III. Reimbursement is Prohibited for assets 
IV. P-Cards cannot be used to purchase assets except when ordered by Purchasing. 
V. Multi-year Software cannot prepay more than one year. No Exceptions. Software must strictly comply 

with Financial Accounting Reporting. 
 

1. Workday Task: Create Requisition 

 

 

• Assets are always a regular Requisition, including software that is over $50,000. 
o Do not use Service and Goods lines at the same time on a REQ.  



 

 

 

 

2. Item Description: 
• Combine all quoted items that build one unit 
• Item description will show up on Inventory reporting. Use easy to identify naming conventions such as 

L Shape Desk, Task Chair, Sit to Stand Desk, Metal Storage Cabinet, Auto Lift, Network Server, etc. 
• Add shipping to Internal Memo – do not put Shipping/ Freight on its own line. 
• Labor is included in single line asset amount, unless labor is for multiple items. 

o When Labor is for multiple items use same smartkey as the assets and put on a separate 
goods line. DO NOT USE A SERVICE LINE. 

 

 

 

 



 
Example: 

• Original Quote broken out with individual parts 

 

• Quote combining items that make one unit 

 

• Combined into ONE Line Item on REQ 

 



 
• Shipping/ Deliver/ Freight does not get a line. Note amount in internal memo. 

 
3. Spend Category 

 4310 General Supplies 
 4311 Furniture – less than $10k 

o Use same object code for install 
o Combine quote lines to one line on REQ that are installed into one unit 

 4510 Equipment- Non Computer Instructional less than $10k 
o Use same object code for install 
o Requisition goods line including for installation or assembly 

 4520 Equipment- Non Computer – Non Instructional less than $10k 
o Use same object code for install 
o Requisition goods line including for installation or assembly 

 4550 Computer Equipment – Instructional less than $10k 
o Use same object code for install 
o Requisition goods line including for installation or assembly 

 4553 Computer Equipment- Non instructional less than $10k 
o Use same object code for install 
o Requisition goods line including for installation or assembly 

 5350 Software under $50k and less than 1 year 
o Platforms, renewals, memberships, access to digital materials, subscriptions (excluding ISBNs) 
o Service line on requisition 
o Cannot prepay more than 1 year 

 6210 Building Alterations 
o Roofs, fire protection and alarm systems, security systems, construction 

 6120 Site Improvements 
o paving, flagpoles, retaining walls, sidewalks, fencing, outdoor lighting, HVAC, playground, 

radio towers, swimming pools, paved parking areas 
 6410 Equipment, Additional – over $10k 

o Musical Instruments (pianos, string, brass, percussion) 
o Athletic Equipment (weight machines, gymnastics, football, wrestling) 
o Audio Visual Equipment (projectors, cameras (still and digital)) 
o Business Machines (fax, duplicating, and printing equipment) 
o Communications Equipment (mobile, portable radios, non-computerized) 
o Furniture and accessories (classroom and office) over $10k 
 Use same object code for install 
 Combine quote lines to one line on REQ that are installed into one unit 

 6420 Equipment – Non Computer – over $10k 
o mowers, tractors, appliances, floor scrubbers, vacuums, tools, maintenance equipment 



 
o Use same object code for install 

 6421 Equipment – Non computer Mgr Equip 
o Use same object code for install 

 6430 Equipment – Networked Copiers 
o Use same object code for install 

 6450 Computer Equipment – Instructional 
o Use same object code for install 

 6452 Computer Equipment – Technology 
o Use same object code for install 

 6453 Computer Equipment – Non Instructional 
o Use same object code for install 

 6454 Software  
o More than 1 year and a total of $50k 
o Cannot prepay multiple years 
o Requisition Goods Line 
o GASB 96 and Government Code sections 13400-13407 – Auditors will determine if being 

capitalized 
o Single Upfront payment of $50,000 (SAM Section 8615.5) regardless of years 
o Must be approved by IT- Information Security 

 6470 Golf Carts 
 6471 Vehicles 
4. Quantity 

• Use quantity of complete assets, not how many parts are included. 
5. Unit Cost 

• Total value of Asset 
6. Unit of Measure: Each on a goods line. Do not use Service lines. 

 

 

7. Registration of an Asset and tag assignment is performed by the District Warehouse. 


