CITY OF NEEDLES
FIXED ASSETS INVENTORY POLICY AND PROCEDURES

SCOPE

This policy applies to all funds of the City of Needles.
OBJECTIVE

The purpose of this policy is to establish a set of standard policies and
procedures required to implement an effective fixed asset system. The fixed
asset system shall be maintained in accordance with generally accepted
accounting principles and in compliance with governmental auditing practices.
The Finance Department is tasked with the responsibility and authority for
developing, maintaining, and administering the City’s fixed asset policies and
procedures as stated herein.

DEFINITION

Fixed Assets are defined as tangible property having a value greater than or
equal to five thousand dollars.

FIXED ASSET CLASSIFICATIONS
[n addition to the consideration given up to acquire a fixed asset, ancillary costs
associated with preparing the property for its intended use shall be capitalized.

Land: This account includes the cost of land itself and the cost of preparing land
for its intended uses. Examples of ancillary costs include title search costs,
attorneys’ fees, liens assumed, taxes assumed, grading costs, and land
improvements with an indefinite life.

Buildings: This account includes the cost of construction, purchase or
improvement of buildings and attorneys’ fees, architects’ fees, and inspection
and building permits. All costs incurred starting with excavation to completion of
the building are considered part of the building costs.

Improvements (Other Than Buildings): This account is used for permanent (non-
detachable) improvements that add value to land (i.e., fences, retaining walls,
etc.).

Equipment: This account includes office equipment, machinery, furniture and
fixtures, furnishings, and similar fixed assets. The cost of such assets includes
the purchase price, freight charges, installation costs, and setup costs.




Construction in Progress: This account is used for capturing amounts expended
on uncompleted buildings, pipelines, or other capital construction projects. When
the project is complete, the cumulative costs are then transferred to the
appropriate fixed asset accounts.

Infrastructure: Infrastructure is defined, for purposes of financial reporting, as
any fixed asset that is immovable and of value only to the City. Examples
include roads, sidewalks, bridges, and streetlights.

TAGGING

The supply of bar coded asset tags shall be maintained by the Finance
Department. Items shipped directly to the departments shall be tagged with the
cooperation of the departments.

The receiving departments shall have the responsibility of recording the asset tag
number, location, person responsible, manufacturer, model and serial number
and submitting this information to Finance.

PHYSICAL INVENTORY

The objectives of a physical inventory are to ensure that the fixed assets
recorded in the system physically exist; to detect whether unrecorded or
improperly recorded transactions have occurred, and to identify any excess,
defective, or obsolete assets on hand.

A complete physical inventory of all the City’s fixed assets shall be conducted at
least once every 5 years. More frequent inventories may be performed of assets
that are susceptible to errors or other irregularities, such as annual parts and
materials inventories that are conducted by the utility departments.

TRANSFERS AND DISPOSITIONS

Transfers are defined as any movement of an asset (including vehicles) by virtue
of change in location, either by department, building, floor, or room. All items
sold, traded-in, scrapped, abandoned or in any way removed from service during
the current fiscal year are classified as disposals.

Property shall not be transferred, turned-in or disposed of without prior approval
of the proper Department Manager and the City Manager. The operating
departments shall be responsible to initiate transfer/disposition processing.

RESPONSIBILITIES OF THE FINANCE DEPARTMENT

The Finance Department has the responsibility of ensuring that the fixed asset
policies and procedures as stated within these regulations are following generally
accepted accounting principles and audit dictates. The Senior Accountant is
tasked with maintaining the City’s fixed asset records, tables, programs, and
documentation. The Senior Accountant must work in close cooperation with




each of the departments in order to be informed of all additions, transfers, and
disposals of any assets which are included in the fixed asset system.

RESPONSIBILITIES OF OPERATING DEPARTMENTS

The operating departments shall be held accountable for the property issued to
or purchased by their respective departments. In addition, each of the operating
departments shall be responsible for maintaining accurate information of their
fixed assets in the fixed asset system.

Each of the departments must designate a department steward for the property
in their department. This individual may or may not use the assets daily. This
person will become the contact person for that department’s fixed assets; for
questions regarding availability, condition, and usage of the assets, as well as
the contact during the physical inventory process. The steward must ensure that
departmental fixed assets are kept up-to-date in the fixed asset system and notify
Finance of any corrections that need to be made.

At the end of each fiscal year, the Senior Accountant will provide the current
listing of fixed assets to the department stewards. It is required that an inventory
of the listed property be conducted by the department steward, and any
discrepancies be resolved. The department steward will sign the listing verifying
the property on hand in their department. This process should be completed,
and the listing signed with noted changes and returned to the Senior Accountant
within 10 business days.



