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Bulking Procedure for Fixed Asset(s) 

 
 
What is the Bulking Process? 
To meet Governmental Accounting Standards Board (GASB) requirements, the District 
began the bulking process approximately two years ago. The bulking process consists of 
purchases of furniture, fixtures, equipment, etc., which should be capitalized, depreciated and 
inventoried. Bulk purchases are defined as the purchase of more than one item regardless of the 
unit cost (including tax, installation, shipping, etc.), and the total purchase is greater than $5,000. 
The bulking method does NOT apply to federal or state funds (fund #’s that begin with 30xxx 
(Federal) and 31xxx (State)). The bulking method also does NOT apply to funds beginning with 
10xxx or other funds beginning with 3xxxx. 
 
 
***NOTE: All inventoried items are fixed assets and must be assigned an asset tag number by 
General Services. Asset tags for bulk purchases are retained by General Services at the District 
Office 
 
 
 Bulking is ONLY required if all of the following are met: 

 
1. The total amount of the requisition/purchase order exceeds $5,000;  
2. The Fund 4 Code is used; and  
3. Any of the following Fixed Asset Account Codes are used: 

a. 6450 (Inventoried Equipment) 
b. 6459 (Computer Software) 
c. 6459N (Computer Software Non-Taxable) 
d. 6470 (Furniture/Fixtures) 

 
***All fixed asset account codes must never be combined with non-fixed asset account 

codes*** 
 

Bulking Regulations: 
 Bulk purchases of furniture, fixtures, and equipment exceeding $5,000 should be 

capitalized, and depreciated. These purchases must be inventoried every three fiscal 
years and cannot be split into separate purchases.  

 Bulk purchases cannot be combined with ANY other fund other than fund 4. Also, bulk 
purchases cannot be combined with any other account numbers other than the fixed asset 
account codes: 6450, 6459/6459N, & 6470. 
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Bulking Guidelines: 
 When creating a bulking purchase, the requisition/PO should indicate the asset location as 

follows:  
o College/Site (CAÑ / CSM / SKY / DO), Building #, Room #, Department and 

Requestor’s Name 
o E.g.:  CSM B7-102, Facilities Maint. Center, Linda Liu 

 Changes cannot be made once the requisition is approved at the college level. If you need 
assistance, please reach out to General Services prior to processing the requisition for 
approval.  

Requisition Guidelines: 
When creating bulking requisitions, use commodity code: “BULKING” and the item 
description will default to: “Bulking Purchase of Fixed Assets” followed by Unit of measure 
(U/M): BLK and add your item description in the item text. Click “RELATED”, select item 
text and select “Copy Commodity Text” and fill out the following: (except Asset tag#) 
 

 
The following are key considerations to determine how to enter the requisition: 

1. If all taxable items will NOT exceed $5,000 per unit cost and will reside within the 
same asset location: 

a. All taxable items should be placed on ONE single line item and indicated as 
Quantity 1, and each of the items described individually in the item text.  

b. All non-taxable items (such as shipping, installation, labor, warranty, etc.) should 
be placed on a separate line item. 

c. *** Refer to Scenario #1 
 

2. If all taxable items will exceed $5,000 per unit cost and will reside within the same 
asset location: 

a. All taxable items should be placed on ONE single line item per item description, 
and the Total Quantity indicated and described in the item text.  

b. All non-taxable items (such as shipping, installation, labor, warranty, etc.) should 
be placed on a separate line item. 

c. *** Refer to Scenario #2 
 

3. If all taxable items will NOT exceed $5,000 per unit cost and will reside in MORE THAN 
ONE asset location: 

a. All taxable items should be placed in as many line items as asset locations. Each 
location should have its own line item and indicated as Quantity 1, and described 
individually in the item text. 

b. All non-taxable items (such as shipping, installation, labor, warranty, etc.) should 
be placed on a separate line item. 

c. *** Refer to Scenario #3 
 



Grand total

Itemized

Asset Location

Line item #2:
- Add all non-taxable 

items into one single 
line item

Line item #1: 
- Use the "Bulking"  code in commodity and U/M 

defaults to BLK. 
- All items are under 5k, but the total  overall PO is 

over 5k (including shipping). 
-  All items will reside within the same asset 

location. Therefore, bulk everything into one 
sigle line item and itemized.

- Add all taxable items in one single line item, qty 
1, and sum all taxable items and add it in unit 
cost. 

- Make sure to incluse your College sales tax rate.

- Itemized all items in item text
- In item text add:

- Asset Tag#:
- Location: (College - Bldg# - Rm#, - 

Department & Requestor's name)         
E.g.: CSM-B10-405, BO, Martinez, S.

Asset tag#s are assigned by Purchasing

Scenario#1
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Requestor's Name: Ty Hickey 

Organization: 10394 -P<Jx. 8"':s Operations-CSM 

ShipTo: College ofSanMateo 
Mlletic Center 
Building: 05 Room: 131-A 
San Mateo CA94402 

Scenario# 

Reqlisition: R2402759 
Page: 1 

Phone: - Ext: 

Date Required: 04/11/2024 

Line item #1: 5 same units over 5k. 

Use the "Bulking" code in commodity and 
U/M defaults to BLK. Each unit cost is over 
5k. Therefore, add the 5 units on one single 
line item and specify qty 5 and add item 
description 

Vendor: 841344433 -Advanced Healthstyles Rtness Eqlipment, Inc. (Form 91 date: 01/0112023) 
It.em Commodity Description � U1M 

1 BULKING 5.00 BLK 
Integrity D Treadmill with SE3HD Console 

In item text add: 

Assettag#: 031127, 031128, 031129, 031130, 031131 
Location: 85, Rm 153 -CSMAthleticCenter 

Ta� 
/ldditional Amount 

Item Total: 

4.217.79 
0.00 

49.207.54 
Asset Tag#: 
Location: (College - Bldg# - Rm#, - Department & Requetor's name) 
E.g.: CSM-B7-102, Facilities Main Center, Linda Liu Point of contact Grey Sanderson 

Item Leve I Accounting Distributions: Distribution Discount 
� Fund � Acct £!!!II Actv Amount Amount 

Tax Additional 
Amount Amount 

Total 
Distribution 

Asset tag# are assigned by Purchasing 

1 40007 10394 6450 699006 100.0 44,989.75 0.00 4,217.79 0.00 49.207.54 
Line item #2: Follow the same 
steps as line item #1 

,-----------------------------------, 

Item Commodity Description 

2 BULKING 
Aspire Treadmill with SL Console 

Q!l'. l.1/M 
4.00 BLK 

Unit.Price 

5,965.40 = 
Discount 

Ta� 
/ldditional Amount 

AssetTag#: 031132, 031133, 031134, 031135 

Location: 85, Rm 153 -CSMAthleticCenter 

Item Total: 

Extended Price 

23.861.60 
0.00 

2.237.03 
0.00 

26.098 .63 

Item Leve I Accounting Distributions: 
� Fund � Acct £!!!II Actv 

1 40007 10394 6450 699006 

Item Commodity Description 
3 BULKING 

Hammer Strnngth Plate Loaded Belt Squat 

Assetlag#: 031136 
Location: B5, Rm 153 - CSM Athletic Center 
Item Leve I Accounting Distributions: 

100.0 

�Fund .Q!:m Acct £!!l!I Actv � 

1 40007 10394 6450 699006 100.0 
Item Commodity Description 

4 BULKING 
Fitness Equipment 

Distribution Discount Tax Additional 
Amount Amount Amount Arnomt 

23,861.60 0.00 2,237.03 0.00 

Q!l'. l.1/M 
1.00 BLK 

Unit Price 
4,578.40 = 

Discount 

Ta� 
.Additional Amount 

Item Total: 

Distribution DiscCM.mt 
Amount 

4,578 .40 

Amount 

0.00 

Q!l'. l.1/M 
1.00 BLK 

429.23 0.00 
Unit Price 

20,001.44 = 
Discount 

Ta� 
Additional Amount 

Item Total: 

Total Line item #3: Unit price is less 

Distribution than $5k, but after taxes is over 
$5k. 26.098 .63 

J Ex1ended Price Every unit cost over 5K should 
4.578 .40 have its own line item. 

0.00 
429.23 

0.00 
5.007.63 

Total 
Distribution 

5.007 63 
Extended Price 

001.44 

0.00 
75.14 
o.oo Line item #4: All units under 5k 

76.58 are bulked into one single line 

- HD Elite Power/ MJl!J Rack Base Plat1orm G d t tal item, and specify as qty 1. 

- HD ii��;����d:��;��� 
◄◄------,ltem;,,,Hn ;t,m ""7 

,an 1 : �;::::;-��::::::: 

Requestor·s Name: TyHickey 

Organization: 10394 -P<Jx. 8"':s Operations-CSM 

Ship To: College of San Mateo 
Athl etic Center 
Building: 05 Room: 131-A 
San Mateo CA94402 

Phone: -

�--------� 

Requisition: R2402759 
Page: 2 

Ext: 

Date Required: 04/11/2024 

Vendor: 841344433 -Advanced Healthstyles Rtness Eqlipment, Inc. !Form 91 date: 01/01/2023) 
- Free Weight.Access� 
Q!Y96 - Umt price $181.59 = S17,432. 

;.�;!�=-���.�? .. }� ....... ◄ ... •.-.. -.. -... -.. -.-.. -.. -.. -.. -.------,temized grand tota>-----------------�

AssetTag#: 031137 
Location: 85, Rm 153 -CSMAthletic Center 
Item Level Accounfing Distributions: 
� Fund .Q!:m Acct £!!l!I Actv 

1 40007 10394 6450 699006 
Item Commodity Description 

5 BULKING 
Impact Suppression Platform 6x!l 

Assetlag#: 031138 & 031139 
Location: B5, Rm 153 -CSMAthletic Center 
Item Level Accounting Distributions: 
� Fund � Acct £!!!11 Actv 

1 40007 10394 6450 699006 
Item Commodity Description 

100.0 

100.0 

Distribution Discount Tax Additional 
Amount Amount Amount Amount 

20,001.44 0.00 1,875.14 0.00 

Q!l' l.1/M 
2.00 BLK 

Unit Price 

4,522.86 = 
Discount 

Ta� 
/ldditional Amount 

Item Total: 

Distribution Discount Tax Additional 
Amount Amount Amount Amomt 

9,045.72 0.00 848.04 0.00 

Total 
Distribution 

21.876.58 
Extended Price 

◄ 9,845.72 
0.00 

848 .04 
0.00 

9.893.76 

Total 
Distribution 

9.893.76 
Q!)'. LIIM Unit Price Extended Price 

L Line item #5: Unit cost is under 5k including taxes, 
and after shipping, etc (indicated in item #6), it is 
over 5k. 

(unit price- $4,522.86 + taxes + shipping, etc = 5k) 

6 Warranty, Installation & Shpping 

1 
1.00 EA 5,798.65 = 5.798 .65 

Discount 0.00 
�-------------------l'_a�------�0-=0�0 _____ Line item #6: Add all non-taxable items 

Item Level Accounting Distributions: 
� Fund � Acct £!!!II Actv 

1 40007 10394 6450 699006 

Assign to the 22-23 budget 
Equipment for the KAD division and COMFIT 
Equipment location; Building 5, Rooms 153 
E!tl; � Contract 081120-LFF 

Pm1ed: <W/2024 1 :54:00 PM 

100.0 

Distribution Discount 
Amount Amount 

5,798.65 0.00 

/ldditional Amount o.oo into one single line item. 

Item Total: 5.798.65 
Tax Additional 

Amount AmmI1t 

0.00 0.00 

Total 
Distribution 

5,798 65 

Total Requisition: 117,882.79 



Location #1

Location #3

Location #2

Line item #4:
- Add all non-taxable 

items into one sigle line 
item

Non-taxable

- Use the "Bulking"  code in commodity and U/M 
defaults to BLK. 

- Each item is under 5k, but the overall purchase is 
over 5k (including shipping, warrantly, etc) as 
indated line item #4.

-  Different items will reside in three different asset 
locations; therefore, each location should have its 
own line item.

- Add all taxable items on one single line item per 
location, and sum all items into the unit price. 

Line items #1, 2 & 3:
- Itemized all items in item text
- In item text add:

- Asset Tag#:
- Location: (College - Bldg# - Rm#, - 

Department & Requestor's name)         
E.g.: CSM-B10-405, BO, Martinez, S.

Asset tag#s are assigned by Purchasing

Scenario #3
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