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FIXED ASSETS
Fixed Asset Acquisitions
Internal Comtrols
1. All majar expenditires for fixed assets mist be made
uder budgetary contzrol. Camtrol should be maintained
over the actual costs in relation to the amounts
autherized. When additional appropriations are required,

arthority mist be cbtained through the same chammels as
the criginal approval for expenditures. ‘

2. Procedures should be in effect requiring the various
sections and/ar property locations to maintain fixed
asset listings of all assets assigned to the unit/
location.

3. Respansibility for a unit's or location's fixed assets
should be assigned to a responsible individual

4. An Inventory of fixed assets should be taken at least
ance per year with reports of missing items filed by
December 31 of each year in accordance with section
€.5.2. (See also Section 6.5.3 for a sample "Report of

Equipment loss" form.) .

5. Transfers of fixed asset items should be reported in
accordance with Section 6.2.0 of this marmal. :

Procediral Overview

1. Generally, each department mist cbseirve the following
when prchasing fixed assets:

a. Encmber all amounts needed for approved purchases.
Encumbrances can be made withcut Board approval if
the amounts were initially approved by the Board of
Supervisars in the department's budget.

b. Submit a requisition for items requested. See
Purchasing and Stores' (PSD) Procurement Marmual )
(available in each department's procurement section)
ard the FIRM Marual (Chapters 8 and 9) for details of
the various purchase metheds. Requisitions should be
sequentially mmbered and should contain proper
specifications and reference information (descriptive
literatire, vendor reference, etc.). Incamplete
requisiticns will delay the procurement process.
Cansult PSD's Procurement Marmal for requisition
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