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Auction Information 

The next two auctions will be on 
January 10th and a special auction 
on January 24th. Remember you can 
view the items at the auction site 
three days prior to the auction date. 
For a copy of the auction brochure 
and buyers guide, please view our 
website the week of the auction. 
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We are happy to announce this is the fifth year of  the Brickyard News. Hopefully these 
bi-monthly newsletters assist with every day tasks of property and fleet management. 
Having supporting materials and keeping in the know with all of the latest updates and 
changes will keep your agency in compliance. 
Each year we request agencies review numerous aspects of their 
property and fleet information stored in the asset management 
system (AMS), but this year we are requesting a major clean up. 
In November, an email was sent notifying agencies of the new 
financial system set to go in affect in 2010. This system will possi-
bly replace Protégé (AMS). To make the conversion from Protégé 
to SAP a pleasurable one, we are asking agencies closely review 
their inventory. Now would be a good time to surplus the idle 
items your agency is no longer using and remove them from the system. We are asking 
that you look for inaccurate location codes. Remove old codes from the system that are 
no longer being used, and be sure you do not have the same code duplicated (i.e. Clai-
borne Building and Claiborne Bldg). SAP only allows 50 characters for an asset descrip-
tion, so many of your descriptions may need to be shortened or abbreviated.  
When employees are entrusted items, such as laptops, agencies use the “Person Re-
sponsible” to put the employee’s name. In the SAP system, this field will need to be the 
entrusted employee’s personnel number. Feel free to begin entering personnel numbers 
in this field, which will assist in conversion. 
Numerous other fields will need to be updated and some converted into codes, which 
we will be discussing in the upcoming months. To keep updated on what is going on 
with this project, visit www.doa.louisiana.gov/ERP/index.htm for all of the meeting notes, 
PowerPoints, and minutes. 

From the desk of Rick Janis, State Fleet Manager: 
“We would like to give the fleet managers a heads up and let you know 
an unprecedented number of anonymous calls have been coming in 
complaining about state vehicles being used personal reasons (going to 
or picking up lunch, dropping kids off at school or daycare, running er-
rands, ect.).  Please advise your fellow employees, state law prohibits 
the use of state owned property for personal use and is strictly prohib-
ited.  If you or anyone else are unsure, please review Title 34. XI for all 
of the fleet management rules and regulations located on LPAA’s web-
site. To report possible abuse on a state vehicle, please call 
225.342.6853 or visit our website, and supply us with the plate number and day/time of 
incident.” 
As always, you may request training for your employees. This training is held by LPAA 
and only covers what applies to employees, and what they are responsible for. If you are 
interested in this training, contact Rebecca at rebecca.kleinpeter@la.gov.  
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Please be advised LPAA will not be accepting lists this year for Personal Assignment and/or Home 
Storage updates. We will also not accept faxed forms, originals only.  With the new system scheduled to go live 
in 2010, a new state fleet manager, and a review of the state’s fleet, only original MV-2 forms will be accepted this year. 
 
The Request for Personal Assignment and/or Home Storage of State-Owned Vehicle form (MV-2 or DA5210) can be 
found on LPAA’s website at http://www.doa.louisiana.gov/lpaa/forms/form-mv2.pdf. This form can be typed online then 
printed for signatures. Here are a few things you need to look for when completing your MV-2s for FY09-10. 
 

• The New, Update, or Delete box must be checked. Be sure before you submit the form, you have made the request 
in AMS. If you are requesting a delete, that can be done at the agency level in AMS by changing the current ending 
date to the date you need it to be. 

• State employee’s name must be printed or typed in the format requested. Last, First, Middle. Please be sure to put 
the entire name. 

• Job Classification needs to be clear and consistent. 
• Driver’s license number is required. Some agencies are using an older version of this form that requests social secu-

rity numbers. Please be sure to use the form with revision date 02/08. 
• Office/Section needs to be clear. For example, instead of using “Compliance” use “DOA-LPAA-Compliance.” 
• The vehicle information is a huge factor when LPAA reviews these forms. We check to be sure the VIN numbers 

match what AMS has, and the vehicle information is correct. 
• Property tag number is a key element of review. We look up the vehicles in AMS by the tag number. Be sure your 

tag numbers read with your five digit agency number, a dash, then the six digit tag number (i.e. 24821-001223). 
If any of the above information is incomplete, we will mail back your original and not process it. 
 
 
Here are the reasons someone can request personal assignment and/or home storage. Be sure ONE of these options 
are checked. If you select an option that requires more information, please use the back of the form or attach a separate 
page.  
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The above information is only needed if requesting home storage. This information will not display in AMS. 
 
 
 
The requested approval period can not exceed the fiscal year. Most forms will be from 
July 1, 2009 to June 30, 2010 unless submitted mid-year. Be sure when requesting the 
assignment in AMS, that the dates are the same as the actual form. Consistency is a 
large part of the review process. 
 
 

Signatures are required. The employee driving the vehicle must sign 
acknowledging responsibility. The agency transportation coordinator 
(fleet manager) must sign and enter the request in AMS. The agency 
head must also sign. If all three signatures are not complete, your form 
will be returned without being processed. 
 

 
 
If you have questions on how to request personal assignment or home storage in AMS, please see Brickyard News 3-3, 
on our website. Don’t forget they are due in our office by May 1st, but feel free to send them earlier if needed. Forward 
all hard copy originals to LPAA at 1059 Brickyard Lane, Baton Rouge 70802. As of July 1, 2009 all current assignments 
will be inactive. 

• It’s a new quarter! Don’t forget to balance. Make sure any transfers that should be closed 
have been, and any new assets are added to the system with 60 days of receipt. 

• We can not sell a titled item without a title. Check your files to make sure you have titles to 
mobile homes, boat trailers, utility trailers, shop trailers, vehicles, etc. If you do not have one, 
request a duplicate.  

• Focusing on fleet management, please be sure your employees are correctly completing the 
Daily Vehicle Log (MV-3).  Drivers must put their initials, location where trip began, all points 
visited, where the trip ended, and the purpose of the trip. Every line on this form is mandatory, and you will need the 
correct information when entering into AMS. 

• MV-7 forms must be submitted to the state fleet manager monthly. This form reports on personal mileage reimburse-
ment, and can be found on LPAA’s website. 

• We understand your frustration with passwords and their expiration. The fastest way to get a new password is to 
follow the “Need Help Signing-In” feature on www.incircuit.com. Please only use one method. If you request it online 
or through email, do not call. If you request it multiple ways, your password will be subject to be reset multiple times.  


