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7455 - ASSET ACQUISITION AND DISPOSAL

Fixed assets are defined as those tangible assets of the District with a useful life in excess of one (1) year that
the District intends to hold or continue in use over an extended period of time. Such fixed assets have an initial
cost equal to or exceeding $5,0001+;666. This threshold amount shall be reviewed every three (3) years, to
determine whether modification to the amount is necessary.

Although some assets may not meet all of the criteria for "fixed" assets, they shall be identified as "controlled"
assets and recorded in the same manner as other assets on the fixed asset system.

Acquisition

A purchase order shall be completed and submitted to the Treasurer/CFObBirector-of Business-Serviees for
approval.

Once approved, an equipment inventory acquisitions form will be sent to the originator.

Once completed and returned to the Operations Coordinatorbirector-of Business—Services, an inventory tag will
be sent back with a copy of the requisition form.

All acquisition forms are verlﬁed by the Operat|ons Coordlnator and entered into the fixed assets module in the
accounting softwareferw ot y 5 “ty ctor for development of required reports.

Disposal
A. A request for asset disposal (transfer) is to be submitted to the Operations Coordinator Birector-of

Business-Services—for approval. After approval/denial of the request, a copy is returned to the originator
for appropriate action.
Assets approved for disposal shall be subject to AG 7310.
The disposal of items requiring auction or public sale must be approved by Board Resolution prior to sale.
When an auction has taken place, the Treasurer shall prepare a list of assets sold and the amount of
money received for each. Upon receipt of the list of assets sold, the Operations Coordinatorbirector-of

Btsimess-Serviees shall update the list of assets held for sale and the asset inventory list.

B. Annually, the Operations CoordinatorBirector-of Business—Services shall prepare a master list of all entity
assets, a report of assets purchased, and a report of assets disposed.



C. As needed, but not less than annually, the Operations CoordinatorBirector-of Business-Services shall
review asset acquisitions and dispositions for the purpose of updating insurance coverage.

D. Any evidence of lost, stolen, or damaged assets shall be immediately reported to the Operations

Coordinatorbirector-of Business—Services. The Operations CoordinatorbBirector-of Business—Services shall
investigate the matter and determine the appropriate action.

E. Periodic physical inventories shall be conducted to account for the assets of the entity. The District shall
adopt inventory guidelines to become a part of these procedures.
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