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MEMORANDUM  IMPORTANT! 
             Deadline: August 1, 2008 
 
 
TO:  Purchasing Officers 

Equipment Coordinators 
 
FROM: Wade Quinn 

Assistant Manager for Administrative Services 
 
SUBJECT:  2007-2008 Year-End Reports  
 
This memo is a reminder of the 2007-2008 year-end reports for purchasing and fixed 
assets. The following calendar dates are provided and remain the same for each fiscal 
year.   
           
                   Report                           Due Date 
 

Monthly Audit Report (XIHR) July 15 
Fund Source Report (XIER) August 1 
Deletions Report (Query Builder) August 1 
Internal Equipment Audit (Revised Form 4-13) August 1 

 Internal Equipment Audit Reconciliation (Form 4-21) August 1 
Purchasing Flexibility Report August 1 
Electronic Fund Source Report (XITR) August 1 

               
• Monthly Audit Report (sample attached) 
 
• Fund Source Report (sample attached) 

Users will choose “Hold” in the Output Device field located on the printer output 
device screen. This will allow the users to view the fund source report. To print 
from the view screen, users will choose the first printer icon (Print Local) located 
at the top of the screen. This option will take users to the “Print Setup” screen 
and from here, users will check the “Use Font” box and Landscape format.   
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• Deletions Report (sample attached) 
 Please follow the attached instructions to create your deletions report for 

submittal. 
 

• Internal Equipment Audit  (sample attached) 
 As a reminder, colleges are required to submit a form for only the program(s) that 

has missing equipment.  
 

• Internal Equipment Audit Reconciliation  (sample attached) 
 

• Purchasing Flexibility Report  (sample attached) 
 

• Electronic Fund Source Report (sample attached) 
The electronic transmission to our office from Colleague is not an automatic      
process. Users will need to run the mnemonic XITR –Transmit Inventory 
Results immediately after the June monthly audit (XIHR) is processed. The fund 
source and deletions report should be printed immediately after balancing the 
June monthly audit. Please do not make any transactions (additions, deletions or 
any changes between fund sources) between the time the electronic report is 
transmitted, and the fund source report is printed. If changes are made, your 
equipment figures will be out of balance for year-end. Due to storage issues, your 
fund source and deletions report should be printed on standard 8 1/2 x 11 paper 
in landscape orientation.   

 
If you have any questions, or need assistance, please call Karen Kelly at  
(919) 807-7090, or me (919) 807-7089. 
 
 
 
/wq 
Attachments 
pc: Presidents  

Business Officers 
Data Coordinators 
Ms. Sharon Rosado  

 



XIER - Equipment Report 

 
 
 

 

The Acquisition Start Date should be 
blank. Placing a date in this field could 
cause the system to miss picking up 
every piece of equipment on inventory. 
 
The Acquisition End Date should 
always be June 30 of that year. This 
year it will be 06/30/08. 



DELETIONS REPORT UTILIZING QUERY BUILDER 

   
 
 
 
  

1. Items 
 

 
 

1 

2 

3 

PC/Process should be 
checked in order for the 
report to print in the 
Excel Format. 
(See below for sample 
report.) 

The “And” Box needs 
to be checked in order 
for the report to 
generate the deletions 
processed between 
July 1, 2007 and June 
30. 2008.  The dates 
will be revised each 
year to reflect the 
current fiscal year.  



 
 

2. Sort 
 

 
 
 
 
 

3. Output 
 

 
 
 
 
 
 
 
 



 
Deletions Report (Sample) 

 
FIXED.ASSETS Disposal 

Method 
[Description] Acquisition 

Cost 
Disposal 
Date 

FIX.FUND.SOURCES 

102201 CB Pc 1,070.00 03/21/06 1
106200 CB Pc 1,500.00 03/21/06 1
106202 CB computers 1,000.00 11/01/05 1

 ***************  ----------------   
 CB  3,570.00   

104976 LS 
MEMORYWRITE
R 2,664.76 03/21/06 1

106067 LS 
LASER 
PRINTER 2D 1,538.25 03/21/06 1

106122 LS PS/2 MDL 55SX 2,118.94 03/21/06 1
123456 LS Test Equipment 2,500.00 03/21/06  

123536 LS 
Dell Optiplex 1.3 
Ghz Desktop 1,500.00 04/07/06 2

 ***************  ----------------   
 LS  10,321.95   
   ===========   
TOTAL   13,891.95   

 



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM 
  INTERNAL EQUIPMENT AUDIT 

 
 
 

College:  ____________________________________________________________________  
 
Inventory for Fiscal Year: __________ 
                                                                                            
 

List of Items not located 
Inventory   
number 

Asset Category/ 
Program Code Description Cost 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

 
 
Total Cost of Items Not Located $      
Total Number of Items Not Located  

 
                                                                                                                                                                                                               
 
Equipment Coordinator: ____________________________________    Date: ___________ 

Signature 
 
 
This certifies that an inventory of all programs/departments was completed for the 
current fiscal year. 

______________________________________ 
President/CFO 

 
NCCCS 4-13 

           Rev. Mar. 06 
 



ANNUAL INTERNAL EQUIPMENT AUDIT RECONCILIATION
2007-2008

College:

Prepared by:

Adjustment Notes/Documentation

Prior Year Balance
0.00
0.00
0.00
0.00

4 = Construction
6 = Donation

 

*****The Current Year Balance Column must match your Fund Source Report submitted to the System Office.*****

Fund Source Additions

Subtotal

0 = Institutional
1 = State
2 = County/Local
3 = Federal

Buildings & Infrastructure

9 = Minor

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00

Adjustments
0.00
0.00
0.00

Deletions
0.00
0.00
0.00

0.00
0.00

0.00

0.00
0.00
0.00

Total

0.00 0.00

0.00

0.00

0.00 0.000.00

0.00

0.00

0.00
0.00
0.00
0.00

Current Year Balance
0.00

NCCCS 4 -21 
Jan. 06



PURCHASING FLEXIBILITY REPORT 
Items covered under State Contract, but purchased from Non-Certified Sources 

This report must be submitted on February 1 and August 1. 
 

Reporting College: _____________________________________________________ 
 

Reporting Period:   ______________________ through ______________________ 
 
 

               Descriptive Name of Item 
                    
                              (1) 

   Purchase 
      Order 
    Number 
        (2) 

   Term  
 Contract 
 Number 
     (3) 

       Term  
Contract Cost 
     Per Unit 
          (4) 

  Non-Contract  
         Cost 
      Per Unit 
          (5) 

  Saving Per Unit 
    (Col 4 – Col 5) 
        
            (6) 

  Number of  
       Units 
  Purchased 
         (7) 

Total Savings 
(Col 6 x Col 7) 
         (8) 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
______________________________________________                                ______________________ 

                               Signature                                                                                                  Date 
P-Flex/report form 

 



Electronic Fund Source Report (XITR) 

 
 

 



 


