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	SERIES 4000

POLICY #:

4005


	TITLE:

Fixed Asset Management 

	DATE:

08/26/09

	
	REVIEW:

08/26/12



	
	OWNER:

Admin Service Mgr


1.0
PURPOSE
1.1
To provide stewardship over District resources by establishing 
a process to maintain property and equipment inventories and 
records on all land, buildings and physical property.

2.0__REVISION HISTORY
Implemented-
3.0__ATTACHMENTS 

Form 4005- 7.1.1 A - Asset Control Form

4.0__PERSONS AFFECTED
All Personnel

5.0__POLICY
5.1
The District shall maintain accountability of all tangible fixed 
assets acquired by the District through purchase, donation, 
capital lease, grants and construction. Accountability shall be 
maintained through the use of asset/inventory records. Assets 
include land, buildings, equipment, and capital leases that cost 
$5000 or more and have a life expectancy exceeding one year. 

5.2
The District shall define capital outlay or “fixed assets” relative 
to equipment purchases, acquisitions of buildings or 
improvements other than buildings, and acquisitions of land. 
5.3
The District shall outline procedures for the purchasing of 
capital outlay items including those purchased with grant funds. 
5.4
The District shall ensure that District Assets are accounted for 
and reported accurately and properly.

5.5
The District shall maintain internal controls over minor 
equipment and small tools, otherwise called small and attractive 
assets.
5.6
The District shall maintain a procedure for the Disposal of 
District Assets and shall maintain procedures on the disposition 
of District capital assets including small and attractive assets. 
The procedure shall include the reporting of asset transfers 
and modification of assets.

5.7
Lost or stolen: When an item in the fixed asset system has 
disappeared and all efforts have failed to recover it, the 
responsible party or the person who identified the missing asset 
shall notify the Administrative Services Manager through the 
Chain of Command.

5.8
Procedures shall be maintained for the physical inventory of all 
assets covered by this policy. A physical inventory shall be 
conducted annually in all areas of the District to verify the 
existence and conditions of all items within the fixed asset 
system.

6.0___DEFINITIONS
6.1
Capital Assets- items valued at five thousand dollars ($5,000.00) or more shall be inventoried, recorded, updated and reconciled annually.
6.2
Small Attractive Assets- items that fall below the capitalization threshold of five thousand dollars ($5,000.00), are not consumed within one year, are small and at risk or vulnerable to loss and are not included in the District’s financial statements, shall be inventoried, recorded, and tracked, due to their sensitivity to theft and updated and reconciled annually. (i.e. radios, cell phones, power tools, small tools, fax machines, laptop computers, cameras, etc)
6.3
Asset Manager- An individual assigned by the Administrative Services Manager who is responsible to oversee and maintain the fixed asset system.
7.0____PROCEDURES

7.1
Process to place Assets into Asset System
.

7.1.1
Assets may be acquired via purchase, construction, 



donation, or lease. Regardless of how the asset is 



acquired, when the asset is received, an Asset Control 


(FORM 7.1.1.A) must be completed by the responsible 


party and submitted to the Asset Manager along with the 


approved for payment invoice.

7.1.1.2
The Asset Manager will create a unique identifying number that will be assigned to all assets, and that asset will be subsequently tracked by that number for inventory purposes.
7.1.1.3 The Asset Manager shall maintain all records of asset management for the life of all items within the asset management system.

7.1.1.4 The Financial Assistant shall copy all invoices processed for those meeting the threshold for asset management and send it to the Asset Manager.

7.2
Asset Inventory and Accounting.


7.2.1
The Asset Manager shall assure asset inventories are 


maintained and are systematically and accurately 



recorded, updated and reconciled at least annually.


7.2.1.1
Weekly, staffed stations shall conduct and




 inventory all equipment on response vehicles.


7.2.1.2
Monthly, volunteer stations shall conduct and




 inventory all equipment on response vehicles.

7.2.1.3 
Annually the Asset manager shall conduct an 
inventory of all items within the asset 
management system and maintain records of 
same.

7.3
Disposals

7.3.1
Assets previously acquired will eventually be disposed of 


and need to be accounted for. Disposal may be required 


due to a sale of the asset, scrapping, mysterious 



disappearance (lost or stolen), or involuntary conversion 


(fire, flood, etc.). 

7.3.2
Due to the monetary value, assets disposed, for 



whatever reason, will require authorization from the Board 

of Fire Commissioners via Resolution. 

7.3.3
The sale price of a fixed asset will be fair market value 


and may be subject to a bid process. Disposal is 



accomplished by filling out the disposal section of the 


Asset Control Form and forwarding the completed form to 



the Asset Manager.

7.3.4
Disposals brought about as a result of natural disasters 


require reporting to the insurance provider for an eventual 

reimbursement claim.

7.4
Possible Theft or Loss:


7.4.1
Whenever an item in the Assets System has mysteriously 

disappeared and all efforts have failed to recover it, the 


controlling department shall notify the Fire Chief through 


the chain of command.


7.4.2
Items disappearing mysteriously may require additional 


reports to the police department and Insurance Company. 
7.5 Transfers

7.5.1 Occasional transfers of property between stations, divisions, or individuals within the department 
will occur. The original controlling station, division, or individual is accountable for all assets in its inventory and for initiating a notice of transfer.
7.6 Replacements, Improvements and Add-on Components.
7.6.1 Replacements, improvements, and add-on components defined in the above policy will be reported to the Asset Manager by the responsible party through the Asset Control Form.

7.7 Assets Obtained with Grants


7.7.1
Assets obtained with grant money, regardless of 



capitalization thresholds, must be inventoried. Procedures 

for managing equipment (including replacement 



equipment), whether acquired in whole or in part with 


grant funds will, at a minimum, meet the following 



requirements:

7.7.1.2
Property records must be maintained that 



include a description of the property, who 



holds the title, the acquisition date, cost of the 



property, percentage of Federal participation 



in the cost of the property, the location, use 



and condition of the property, and any ultimate 


disposition data including the date of disposal 



and sale price of the property.
ASSET CONTROL FORM 7.1.1.A
Check one: Fixed Asset: Tangible equipment with a useful life of more than one year and a total purchase price of at least $5000.00 (including taxes, shipping, and installation charges). For example: exercise equipment, AED and heart monitoring devices, copiers, etc.

Small Attractive Asset: Tangible equipment with a useful life of more than one year and a total purchase price of $4999.99 and under (including taxes, shipping and installation charges).  For example: audiovisual components such as overhead projectors, televisions, cameras, label makers, etc.    

	ADDITION:  We acquired the following asset.

	Description:
	Apparatus:
	Date Acquired:


	Equipment Number:

	Make:
	
	Model: 
	          

	Serial Number:
	
	Location/ 

Employee Assignment:
	

	Vendor Name:
	          
	PO Number:
	          

	
	Purchase Price (including taxes, shipping and installation)

	 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
	Is this Asset replacing an existing one?  

If Yes, complete the REPLACED AND/OR DISPOSAL Section.

	 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
	Was this equipment added onto another Asset?  

If Yes, complete the IMPROVEMENT Section.

	 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
	Was this Asset Donated?  If Yes, by whom: 
          





Address: 
          











	DISPOSAL:  We no longer own the following asset.

	Description:
	
	Date Disposed: 
	          

	Make:
	  
	Model:
	          

	Serial Number:
	
	Location/

Employee Assignment:
	        
          

	 FORMCHECKBOX 

Sale

 FORMCHECKBOX 

Scrapped

 FORMCHECKBOX 

Lost/Stolen

 FORMCHECKBOX 

Natural Disaster
	Reason for Disposal:

Additional Information:
          







          










          







___________

If this piece of equipment will be replaced please complete the ADDITION section of this form in order to provide detailing.

	$         
	If sold, State Sale Price.

To whom:______________
          
Address: ___________________________________________________



	          
	Disposal Resolution Number

	The Disposal was authorized by (please print):         
Authorizing Signature:










	REPLACED:  This asset was replaced by the addition detailed above.

	Description:
	         
	Date Replaced: 
	          

	Make:
	  
	Model: 
	          

	Serial Number:
	

	 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
	Was this asset Disposed of?  

If Yes, complete the DISPOSAL Section.

	 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
	Was this asset Transferred to a new location?  

If Yes, complete the TRANSER Section.


	TRANSFER:  This asset was relocated to a different person or location.

	Description:
	
	Date Transferred:


	Equipment Number:        

	Make:
	         
	Model
	          

	Serial Number:
	      

	Previous Location/Assigned Employee:
	

	Transferred to Location/Assigned Employee:
	


	IMPROVEMENT:  This asset was purchased and will be used in 

conjunction with the following asset.

	Description:
	          
	Date:
	          

	Make:
	          
	Model:
	          

	Serial Number:
	          


I, 
          






(printed name of person completing this form), certify that the information given above is a true and accurate account of District property listed above.

Signature: 







Date:
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