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FIXED ASSET PROCEDURES 

Definition:  Fixed assets are those assets with a life expectancy of more than one year. 

Employees are personally responsible for the fixed assets assigned to them. 

INVENTORIED FIXED ASSETS 
The following fixed assets will be recorded in Capital Region ESD 113’s inventory records: 

General Fixed Assets: 
1. These include all land and any other assets with a unit cost of $5,000 or more (including ancillary

costs such as sales tax, shipping and handling, etc.). 
2. These assets will be charged to object 9000, “capital outlay”.
3. These assets and will be tagged with a silver Capital Region ESD 113 inventory tag.  These assets

will be designated as general fixed assets (GFA) for financial reporting purposes.

Other Inventoried Fixed Assets:  
1 .  These include fixed assets that are considered “attractive” or “sensitive” with an acquisition cost 

of $500 or more (including ancillary costs such as sales tax, shipping and handling, etc.). 
2. These assets will be charged to object 5200, “small equipment”.
3. These assets and will be tagged with a silver Capital Region ESD 113 inventory tag.
4. These assets will not be designated as general fixed assets (GFA) and will not be included in

Capital Region ESD 113 financial reports.  Included are such items as:
a. Audio equipment including CD/DVD players, amplification devices, and recording

devices.
b. Video equipment including still and video cameras, and LCD and photographic

projection equipment.
c. Computers including desktop, laptop, and notebook computers, and PDAs.
d. Computer peripherals including printers, scanners, external drives, CD/DVD drives,

gateways, routers, switches, and related connectivity.
e. Communication equipment including desktop and cell phones.
f. Office equipment such as collators and folding machines.

NON-INVENTORIED FIXED ASSETS 
1. These include fixed assets that are considered “attractive” or “sensitive” with an acquisition cost of

at least $200 but less than $500 (including ancillary costs such as sales tax, shipping and handling, 
etc.). 

2. These assets will be charged to object 5000, “supplies, instructional resources, and non- 
capitalized items”. 

3. These assets and will be tagged with a blue Capital Region ESD 113 property tag.
4. Furniture, which may be more than $500, is not considered attractive or sensitive and will receive

a blue Capital Region ESD 113 property tag.
5. These assets will not be included in Capital Region ESD 113 inventories. Included are such items as

those described in “Other Inventoried Fixed Assets”.

ITEMS NOT CONFORMING TO CRITERIA ABOVE 
These items will be charged to object 500, “supplies, instructional resources, and non-capitalized 
items”, and will be neither tagged nor included in the Capital Region ESD 113’s inventory records. 
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ADDING NEW ASSETS 
Non-computer equipment: 

1. Complete all sections of Inventory Form 6050 F-1 and submit it the Facility
Management Department.

2. Place the silver inventory number on the item in a location easy to find.
3. Facilities will review the information and submit it to the Business office.

Computer equipment: 

1. If departments request the internal network analyst to prepare and install new computer
equipment, the analyst will complete sections 1, 2, 5, 6, and 7 on the inventory form and give it
the person receiving the new equipment.

2. That person will verify the tag number and complete the remainder of the information on the
inventory form and submit it to the Facility office.

3. Facilities Department will review the information and submit it to the Business office.
4. All computer equipment that does not require the assistance of the internal network analyst the

analyst assistance: follow the non- computer equipment instructions listed above.

INVENTORY PROCEDURE 
An annual inventory will be conducted.  The Business office will prepare, and the Facility Management 
Department will distribute, current inventory lists to department administrators. 

The administrators will confirm the items on the inventory lists and return them to the Business office 
within specified time limits. 

If any department finds discrepancies between the information on the inventory list and the 
equipment within departmental control, appropriate action shall be taken (i.e. attempt to locate missing 
equipment, police will be contacted, etc.).  

Each department administrator is responsible to: 
1. make necessary corrections to the inventory list provided
2. provide signature as approval, and
3. submit completed signed form to the Business office.

Should any employee fail to protect and/or account for any assets assigned to him/her, there may be 
personal responsibility for any losses. 

If an annual accounting shows significant and material missing assets (aside from documented losses 
reported), a subsequent mid-year review may be required in preparation for the next annual accounting. 

SURPLUS PROCEDURE 
Surplus processes shall follow all applicable state and federal laws.  

Digital technology equipment with useful remaining life will be reallocated within Capital Region ESD 
113 if practical rather than being surplused.  

Surplus items will be coordinated by department/program supervisors through the Facility Management 
Department. All surplus items will be certified as “surplus” by the department administrator. The 
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Facility Management Department supervisor will prepare lists of all surplus items for review and 
approval by the Chief Fiscal Officer.  

Prior to disposal, all surplus items must be approved by the Capital Region ESD 113 Board of Directors. 

Surplusing Silver Tagged, Blue Tagged, and Non-Tagged Items  
Any item with a silver asset tag must have the “Request to Surplus Form” completed and signed by a 
department supervisor to release interest in the item. Notify the Facility Management Department and 
they will:   1) determine if the item can be used in another department and transfer the silver asset tag 
to the new location; or 2) place the item in storage for possible surplusing. 

When blue tagged or non-tagged items such as furniture, staplers, chairs, file cabinets, etc. are no 
longer needed in a department, notify the Facility Management Department and they will:  1) determine 
if the item can be used in another department transferring the item to the new location; or 2) place the 
item in storage for possible surplusing. 

Surplusing Computer Equipment 
Important: Notify the internal network analyst when computer equipment is no longer needed in a 
department. 

1. Departments must complete the “Request to Surplus” section if the equipment has a silver asset
tag and sign off to release interest in the item. 

2. The analyst will determine if an item can be used in another department.  Computer hard drives
will be cleaned and transferred to another location or sent to the Facility Management 
Department for possible surplusing.  The analyst will complete the section “Transfer 
Information” on the “Request to Surplus Form” and deliver it to the Facility Management 
Department. 

3. The Facility Management Department will review all “Request to Surplus Forms” and deliver
them to Accounting (white copy to the Business office, yellow copy to the Facility Management 
Department, and pink copy attached to the item). 

4. Tagged and non-tagged items will then be held in storage until spring at which time surplus
items will be inventoried and sent to the Board of Directors to be officially surplused. 
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