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Article 1 These NCKU Regulations for Property Management (these Regulations) are established
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Article 5

particularly to consolidate property management of the University.
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Property management of the University, unless specified otherwise in the State- owned
Public Property Management Handbook, the Property Standard Classification, the National
Property Act, and the Audit Act promulgated by the Executive Yuan shall be handled as stated
herein.
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The University’s properties are managed hierarchically by the college, the office, the
department (graduate institute), the center, and the division. The Property Management
Division is the manager of the accounts while each of the said units is the manager of the
properties. The respective users of the said properties are held directly responsible as the
custodian.
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Each unit is to assign one specialized person (who is a staffer within the organization in
principle) to be the property manager at the said unit who will take charge of managing
properties at the said unit. In case of any change in the respective unit managers, the
properties shall be precisely handed over in books and the list of the new hires shall be made
known to the Property Management Division.
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Users (Custodians) of properties shall hand over properties under their custody to the unit
property manager upon the resignation, transfer, or retirement. Upon resignation of the

above-mentioned staff, the unit supervisor and property manager shall indicate so as
confirmation in the Resignation Sign-off Sheet.
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Once completed new and expanded buildings are accepted by related units, the handler at
the organizer needs to send respective certificates (the Building Permit, the Building User

License, and the drawings, etc.) to the Property Management Division for the general
registration (retention registration) of the building for the first time.
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Properties reaching the end of their life span and need to be scrapped due to “the
impossibility to fulfill original efficacy” or “uneconomic repairs after evaluation” shall be
processed at any time. The unit property manager shall complete the Property Impairment
Request Form or the Non-consumable Impairment Form and send it to the Property
Management Division to be scrapped. Once confirmed through inspection, the scraps will be
turned in to the warehouse (or be kept temporarily at the unit). The Property Management

Division produces the Property Impairment Form according to the Property Impairment
Request Form and completes the scrapping and write-off process.
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Properties approved to be reported as impairment, if needed for other purposes, may only

be retained after they are signed off as approval. Once they are no longer needed, they still
need to be turned in to the warehouse of the Property Management Division.
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Scrap collected by the Property Management Division is kept temporarily in the warehouse
(or be property kept at the unit). Once a certain inventory is reached, they are put up for sale
as required.
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The property custodian or user shall pay due attention as a good administrator and may

not switch properties in private or collect income, lend them to others, or transfer them
arbitrarily.
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In case of damaged, missing, or lost properties, it shall be found out whether the custodian
or the user has paid due attention as a good administrator and complete the NCKU Stolen
Property Report Form within two months. Unless his/her liabilities are lifted as approved
by the audit authority, the custodian or the user shall be responsible for the compensation.
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When properties are damaged, lost, or stolen as a result of negligence of the custodian or
user, the same properties shall be provided as compensation in principle; when there are
no identical properties to be provided as compensation, the market prices of properties

with equivalent use efficiency apply or depreciation shall be calculated according to the
number of years involved in the use as follows:
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. For properties already at the end of their life span, the “original value/(life span +1)”
will be the compensation.
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. For properties within less than 1 year remaining of their life span, the compensation
will be calculated for one year (original value/life span).
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3. For properties yet to reach a year and above of their life span, the book value (original
value minus the accumulated depreciation) will be adopted for the compensation.
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For the classification of additional properties, the Accounting Office follows the property

classification number assigned in the list of additional properties or non-consumables by
the Property Management Division.

SRMARPRE S FAFFERZ TMypERIE  FeaghuortdErre i
BpAf - x> TR AR S bR B -ﬁ-wﬂ“?’pﬁlﬁ'—? oo

To match properties to the information kept in the books, the Property Management
Division shall follow the Property Inventory Check Plan and notify respective units
periodically each year to perform a comprehensive inventory check of their properties
and send the sealed Record Sheet of Property Inventory Check Findings back to the
Property Management Division.
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The Property Management Division, on the other hand, randomly checks properties of
respective units and submits the property catalog periodically each year.
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For new properties, the end-user shall complete the List of Additional Properties and Non-
consumables and submit it for review upon write-off of the budget according to the one-
property one-card principle. The end-user, the Property Management Division, and the

Accounting Office shall each keep a slip of the List of Additional Properties and Non-
consumables. Write-offs are only allowed after properties are properly kept and scrapped.
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The property user or manager at each unit shall check the quantities of properties under

his/her operation at any time and pay attention to their use status. In case of any change,
the required procedure needs to be followed.
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Properties have to be correctly labeled. The labels need to be precisely attached to readily
visible areas. If a label falls off or the information is illegible, the Property Management
Division shall be notified immediately to facilitate reproduction of the label.
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In cases of idle properties (no longer needed or repairable), respective units shall send
property information to the Property Management Division directly or announce them on
the website so that those in need of them may apply for a transfer to facilitate subsequent
use.
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Respective units, upon NCKU Procedure of Receiving Properties as Gifts shall specify the
basis and reason for accepting a specific gift and the bookkeeping criterion (for book-kept
properties or items, if they are new, related evidence supporting their original value shall
be enclosed; if they are old, the current value shall be estimated according to depreciation
against the years already used and, along with the remaining life span, shall be registered
and book-kept) and whether a certificate is needed or not and submit them to be signed
off for approval.
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The Property Management Division shall complete amortization and depreC|at|on -related
procedures for the fixed assets (excluding land) against the University Endowment Fund
monthly.
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To transfer properties, the NCKU Directions for Transferring Properties shall be followed.
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Respective units, to use their properties overseas, shall complete the property transfer
and allocation procedure and transfer them to be under the management of the Ministry
of Foreign Affairs. If to meet operational demand, it is required to bring properties outside
the University (within the country or abroad) and use them accordingly or place them at
another institution (educational institution) for the time being as part of a collaborative
project, the Property Loan Form shall be completed and will serve as reference upon an
inventory check of properties.
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These Regulations are to be enforced following approval through the administrative
meeting; the same shall apply to their revisions.
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