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GENERAL FIXED ASSET

ACCOUNTING

GUIDELINES

GENERAL FIXED ASSET ACCOUNTING GUIDELINES

I. RECORDS OF FIXED ASSETS

A. The Operations Division is required to gather and maintain current Fixed Asset information for all WSD Fixed Assets.

B. There are three (3) separate inventory classifications (funding sources):

1. Federal Fixed Assets ($500 and above)

2. State Fixed Assets ($500 and above)

3. Local Fixed Assets ($500 and above)

C. All fixed assets >$500, which do not fall into number 1 or 2 above, are recorded on the General (Local) Fixed Asset Listing.

D. All assets should be tagged under only one Fixed Asset Inventory.

E. All fixed assets are to be tagged by the warehouse/purchasing office.

F. Fixed assets classification for financial reporting and depreciation purposes shall be fixed assets > $5,000 for compliance with GASB 34.

II. RESPONSIBILITY FOR FIXED ASSETS MANAGEMENT IS ASSIGNED TO:

A. Schools

1. Principals have the responsibility for the fixed assets in their schools, including ensuring new items are tagged and notifying the Operations Division of any changes (transfers and retirements) to existing items.

2. Department heads, managers and staff are given the responsibility of counting, identifying and verifying the condition of fixed assets in their classrooms during annual fixed asset inventories, and of notifying the principal of any changes.

3. Fixed Assets Coordinators should keep a log of equipment checked out by teachers in order to maintain control over the location of assets on the inventory listing.  A Permission to use School System Property off site form must be completed and a copy sent to the Operations Division for any off site use of school system property.

B. Administrative Facilities  

Department heads have responsibility for fixed assets in their facility, including the status and condition of tagged assets.  They must also notify the Operations Division of any changes.

C. Appointment of Fixed Asset Coordinators

1. Each principal/administrator shall serve as, or appoint, a designated fixed asset coordinator and alternate(s).  The fixed asset coordinator and alternate are required to develop extensive knowledge regarding the fixed assets of their department/site and the fixed asset system.  The following major duties are part of the position:

a. Serve as contact person for the Operations Division to answer any questions

b. Maintain inventory listing of the physical location of fixed assets and controllable assets assigned to the department/site

c. Complete, obtain proper departmental/site authorization, and forward the following to the Operations Division:

· Fixed asset Additions Form

· Transferred Assets Form

· Missing Assets Form

D. The Operations Division is responsible for gathering the information required to maintain current centralized records of fixed assets.

III. RETIREMENT OF FIXED ASSETS AND OTHER PERSONAL PROPERTY

Illinois State Law and General Accepted Accounting Principles (GAAP) require that certain records be maintained relating to the disposition of assets.  The Waukegan Public Schools District mandates compliance with State Law and GAAP.  Noncompliance with the steps described below is considered a violation of WPS policy.

A. Responsibility

The following responsibility levels are established.

1. Identification of fixed assets and other personal property to be retired.  School principals and department heads are responsible for identifying those assets that should be retired and for notifying the Operations Division.  Assets retirements will be carefully scrutinized.

2. Assets will be transferred to warehouse.  All assets must be processed through the warehouse/purchasing office for auction unless otherwise approved.
3. All assets are available to the schools prior to the auction.  Any school may request that assets be transferred to their site for use.  The Operations Division will review each request.

4. Assets not claimed by schools will be put up for public auction.

B. Disposition
All assets should be sold through public auctions.  These auctions are to be scheduled as necessary, based on volume.  Representatives of the Operations Division and the Chief Financial Officer or his designee will supervise auctions.  Notices of scheduled auctions will be placed in the official district newsletter and other newspapers with circulation in the Lake County area.

Assets identified for an auction must be inventoried and safeguarded until sold.  Proceeds from the sale of these items will become revenue of the appropriate fund as required by State and Federal statues.  A report enumerating the assets sold and the proceeds from the sale will be prepared by the Business Department.  Distribution of this report will include the Deputy Superintendent/Chief Financial Officer.

IV. DEFINITION OF GENERAL FIXED ASSETS

A. General Fixed Assets are land, buildings, machinery, furniture and equipment that have:

1. Federal, State and local fixed asset are recorded at $500 or more.

2. A useful life or more than one year or any asset specified as a fixed asset by the Waukegan Public Schools District.

*Computer CPU, monitor, keyboard and mouse are considered one unit for price tagging purposes.  The fixed asset tag should only be placed on the CPU.
B. Any personnel property owned by an individual being used on WPS property must clearly be labeled as such.

V. FIXED ASSET ADDITIONS

A. Purchases

Newly acquired fixed assets include items purchased through the purchasing department, grant funds, activity funds and fund raising funds, as well as items donated to schools and departments by external sources.

B. Asset Tagging

The primary purpose of tagging fixed assets is to maintain positive identification of assets owned by WPS.  Other purposes are to provide an accurate method of identifying individual assets and to facilitate the physical inventory process.

Serialized tags are pre-numbered sequentially and used to tag assets that meet fixed asset criteria.  The warehouse/purchasing office has the primary responsibility of tagging fixed assets with serialized tags within 30 days of asset acquisition.  All Federal fixed assets will be tagged prior to reaching departments or schools.

If a principal desires to track any assets under the established limit, WPS tags should not be used to tag these assets.  The school should have a tag that is substantially different from the WPS to avoid confusion over what assets are identified in the fixed asset listing maintained by main office.  Tracking and/or tagging of assets under established threshold is not required.
Due to the nature of some assets, a tag cannot be affixed.  In these instances, a tag number is assigned to the asset and the tag is physically placed on the automated fixed asset system addition form.  It is determined on a case by case basis whether an asset can physically hold a tag.  If a fixed asset cannot hold a tag, the tag number is engraved on the asset if possible.

Tags should be placed in an easily readable and accessible location where the students are not likely to remove them.  To further ensure the tag number identification on each piece of equipment/furniture, it may be advisable to write the tag number on the equipment/furniture in ink.  For example, tag a typewriter at the back of the equipment, but also write the tag number in permanent ink (Marks-a-Lot) under the hood.  Therefore, a lasting record has been created.

C. Assets Purchased Through Grants and Student Activity Funds

Assets purchased through the grants and student activity funds will be processed in the same manner as Section B.  Assets purchased through these means are the property of the district but more specifically for approved grant purposes; these items will be capitalized at original cost and accounted for separately.

D. Donated Assets

We appreciate and eagerly accept useful assets donated to the Waukegan Public Schools District.  The donor of these assets will be given a donated asset receipt form stating the appropriate information.  The Waukegan Public Schools District will not accept responsibility for determining fair market value for tax purposes of the donor.  However, a reasonable level of effort should be given to establish the fair market value of the asset for capitalization purposes.  Copies of all donated asset receipt forms will be given to the Operations Division as soon as possible.  WPS personnel will carefully inspect donated assets for usefulness.  The school system maintains the right to refuse assets that may be too costly to maintain or operate.
VI. FIXED ASSET DELETIONS

A. Sale of Assets

Assets with salvage value shall be sold through public auction as administered by the Operations Division.  These auctions are to be scheduled as necessary, based on volumn.  Representatives of the Operations Division and the Assistant Superintendent/Chief Financial Officer will supervise the auction.  Notice of scheduled auctions shall be placed in the newspaper with wide circulation in the Lake County area.

B. Retirement of Obsolete or Broken, Non-Repairable Assets

To remove an obsolete, broken, or non-repairable item from your inventory, the following procedures must be adhered to:

1. Principals or Department Heads are to identify furniture, equipment or other items of fixed assets that are beyond repair or instances where the repair cost is known to exceed the replacement cost of the same and the only value to the school system would be to cannibalize the item for service parts.  A fixed asset transaction form should be completed and sent to the Operations Division prior to cannibalizing.

2. Obsolete items identified should be collected and sent to the warehouse for disposition.

3. The Principal or department head is to list all items identified by title, description and inventory number on the fixed asset transaction form.  All forms must be signed by the warehouse employee picking up the assets.  A signed copy of the fixed asset transaction form should be retained by the school location to properly document the assets’ transfer.  These assets will be verified by the warehouse supervisor prior to be removed from the general fixed asset listing.

C. Retirement of Missing Assets

In the event of missing fixed assets, the following procedures should be followed:

1. As soon as a missing asset determination is made, conduct a thorough search of the premises for the missing item(s).

2. Review any sign-out/sign-in logs one equipment (Off Site use of Property Form) and interview the person to whom each item was assigned concerning the assets whereabouts.

In the event that assets are found to be missing (i.e., no evidence of a physical break-in), a Missing Fixed Assets Form should be completed immediately.  The form is simple in that the missing fixed assets must be listed along with an explanation of the circumstances.  The Principal or Department Head must sign the form along with the appropriate Central Office Administrator.  Once the report has received these two required signatures, it should be sent to the Operations Division for processing.  All Missing Asset Reports will be forwarded to the Assistant Superintendent/Chief Financial Officer.  Excessive unexplained missing assets may result in administrative action.
D. Retirement of Stolen Assets

In the event of missing fixed assets (break-in or suspicion of theft), the following procedures should be followed:

1. Conduct a thorough search of the premises for the missing item(s).  Do a complete inventory of the building or location affected.
2. If break-in or theft is suspected, notify the police department immediately.

3. Notify the Operations Division of stolen equipment immediately.  Send a copy of the missing fixed assets report along with a copy of the police report to the Operations Division as soon as possible.  One copy of these reports should be kept on file.  Please make sure that all reports contain the following information:  police item number, tag number, description, manufacturer, model, and serial number and required signatures.

4. Having received the above information, the Operations Division will send a copy to Risk Management and retire the stolen assets from the inventory when complete.

VII. TRANSFER OF ASSETS TO THEIR LOCATIONS
A. The fixed asset transfer forms are to be completed before an asset is moved from one location to another.  This form should be signed by an Administrator at the receiving location before being sent to the Operations Division.

The Operations Division will adjust the fixed asset records accordingly, once the receiving school or department has verified the receipt of the transferred item.

B. Annual Physical Inventory

1. The Illinois Department of Education requires an annual physical inventory.  In order to maintain an accurate account of school board possessions and comply with the law, an annual physical inventory of fixed assets must be taken.  Schools and departments are responsible for ensuring that fixed asset records are up-to-date.  
2. The Operations Division will establish the date of the annual physical inventory.  Instructions, necessary forms and printouts of current fixed asset data will be sent to Principals and department heads.

3. Upon receipt of the printouts, the data presented should be updated and verified in the following manner:
a. Check data on printouts, verifying information such as tag number, serial number and description of each item listed.  Make sure the asset is still in location printed on your Fixed Asset listing.
b. Correct any inaccuracies by noting any corrections directly on the printout in red ink.

c. Complete fixed asset addition form for any assets that are present but do not appear on the printout.

d. Notify the Operations Division of any transfers or retirements of fixed assets not previously reported on the fixed asset transfer form.

e. The inventory printout should be signed and dated by the principal or department head and sent to the Operations Division along with any pertinent forms (transfers, additions, etc.) by the established due date.

f. A corrected copy of the Fixed Asset Inventory will be returned to each location following the audit.

C. Perpetual Inventory

In order to ease the taking of the annual physical inventory of fixed assets, each school and department should conduct a perpetual inventory.  The Operations Division should be notified promptly whenever an item is transferred, lost, stolen or its tag is missing, etc (i.e., whenever an adjustment to a school or departments inventory should be made).  If this practice is consistently implemented, the annual physical inventory will be a routine matter and the fixed asset system more accurate.

D. Additional Physical Inventory

Several situations exist whereby an additional physical inventory should be taken:

1. Immediately Following Burglary

A complete physical inventory of the suspected areas should be taken.  In addition, teachers or office personnel housed in surrounding areas should conduct a cursory inventory of their equipment.  The police report should encompass all items discovered stolen or damaged.

2. During Change of Principal or Department Head

Two (2) physical inventories should be conducted at this time:  one by the outgoing administrator and another by the incoming one.  This procedure is essential to determining responsibility for the fixed assets at a particular location.

VIII. OFF-SITE OF WPS ASSETS

A. Business Use

To ensure proper tracking of fixed assets, particularly audio-visual equipment, all schools should implement accountability procedures.  Equipment should be stored in a secure place and a detailed record of the use of fixed assets should be constantly maintained.  When any WPS property is assigned to a teacher or any other individual, a permission to use school system equipment form should be completed.
1. Requestor

2. Expected duration of use

3. Date of issuance

4. Equipment issued, including tag number, and description

5. Employees signature

6. Planned off site use

7. Signature of employee and immediate supervisor

When the equipment is returned to the storage area, the date of return, teacher’s signature and any additional comments (e.g., lost, broken and stolen) should be noted in written form.  One copy of the form should be kept with your asset inventory and one copy should be sent to the Operations Division.

B. Off-site use of WPS owned assets for business use is allowed subject to the following provisions:

1. Established need for off-site use

2. Completion of permission to use WPS property off site form

3. Approval by principal/department head

Assets taken off-site become the responsibility of the requestor.  Lost, stolen, or damaged assets should be immediately reported to the Operations Division.  If the school system is unable to recover the cost of the assets, the requestor will be liable for the depreciated value of the asset.

C. Personal Use

Off-site use of WPS owned assets for personal use is prohibited.
IX. AUDIT PROCEDURES
The Operations Division has the authority to audit any and all fixed asset records at any time.  Principals and department heads should keep assets accounted for in a manner that permits random spot-checks at each location.  Irregular findings will be reported to the principal/department head, his or her immediate supervisor and the Assistant Superintendent/Chief Financial Officer as deemed necessary by the Operations Division.
X. FOLLOW UP PROCEDURES FOR INCOMPLETE FIXED ASSET FORMS

1. If any of the following information is missing from a fixed asset form, the form will automatically be returned for correction:

a. Tag #

b. Detailed Description

c. Cost (where applicable)

d. Building & Room Locations

e. P.O.# for new Assets

f. Serial # (where one exist)

g. Acquisition date

h. Proper signatures

2. The Fixed Asset Coordinator will have two weeks to resubmit the fixed asset form with corrections to the Operations Division.

3. If Operations Division does not receive the additional information requested form from the Fixed Asset Coordinator within two weeks, a follow-up letter will be forwarded to the principal/administrator.

4. If the principal/administrator fails to respond to the request for additional information within a week of the follow-up letter, a report of non-compliance will be forwarded to the Assistant Superintendent/Chief Financial Officer and the Superintendent for possible administrative action.



Department/School
_____________________________   Location Code    _________
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TAG                                                  TEACHER: __________________     PROGRAM ________________


Category




Source of Funds
      

     A/C Heating Equipment                                                              


      Audio Visual Equipment


      Autos, Buses, Trucks, Tractors


      Automobile Equipment Tools


      Business Machines


      Classroom & Office Furniture


      Computers & Related Equipment

      Home Economics Appl & Equip

      Library Furniture/Equipment

      Musical Instruments
  

     School Food Service Equipment

La Lab Furniture/Equipment

      Maintenance/Custodial Tools & Equip



Department/School
_____________________________   Location Code    _________
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TAG                                                  TEACHER: __________________     PROGRAM ________________



TAG                                                  TEACHER: __________________     PROGRAM ________________
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Department/School
_____________________________   Location Code    _________
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Local Funds                                 State Funds                                      Federal Funds

Current Location




New Location

Teacher  ____________________


Teacher _______________________

Room #  ____________________


Room # _______________________

Program ____________________


Program ______________________


       Date ______________



           Date ______________

	TAG #
	DESCRIPTION
	SERIAL #
	COST
	FUNDING
	SIGNATURE
	DATE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


COMMENTS:  ___________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________




Department/School
_____________________________   Location Code    _________
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Local Funds                                 State Funds                                      Federal Funds

Teacher/Sender Signature/Date


Warehouse Signature/Date

___________________________


____________________________

Principal/Administrator Signature/Date

Receiver Signature/Date

___________________________


____________________________

	DATE
	TAG #
	DESCRIPTION
	SERIAL #
	TO
	TO: OTHER
	Obsolete, Broken, Good, or Other

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


COMMENTS:  ___________________________________________________________

________________________________________________________________________

________________________________________________________________________




Department/School
_____________________________   Location Code    _________
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Local Funds                                 State Funds                                      Federal Funds

Signature of Person determining Missing Items
______________________________

Date _____________________

Signature of Principal or Department Administrator
______________________________

Date _____________________

Signature of Chief Financial Officer


______________________________

Date _____________________

	TAG #
	Mo/Yr Acquired
	Loc prior to being missing (Room #)
	Date determined missing
	Item Description
	Serial Number
	Value $

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


COMMENTS:  ___________________________________________________________

________________________________________________________________________
Fixed Asset Inventory Process

WPS Purchasing Department

Fixed Assets Receiving Procedure
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Fixed Asset Inventory Process

WPS Purchasing Department

Annual Physical Inventory/Audit Procedure
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Waukegan Public Schools District #60





For Central Office Use Only





Signature  ________________________________





Date Received_____________________________





WAUKEGAN PUBLIC SCHOOLS DISTRICT #60


ADDITION/DONATION FORM





NOTE:





Please use separate forms for each funding source (Check one below).  PLEASE attach a copy of the Purchase Order / Delivery Ticket / Invoice.











Bldg _______  Room _______  Serial # __________    Model ________  MFG _____





Description ______________________  Cost $___________  P.O. # _____________





Date Acquired  ________   Acct Class ______________________________________





Comments: ___________________________________________________________





Received by _________________Print Name_________________ Date _________











Lost or Stolen Fixed Assets


A separate fixed assets missing form must be completed for all lost or stolen fixed assets





Off Site Use of WPS Property


ANY EMPLOYEE wanting to use WPS district property off site must fill out the proper form.





Donations or Contributions of Fixed Assets


If new property, attached invoice, purchase order, delivery ticket, etc...  If used property, appraisal must be obtained from the site accepting donation.





I certify that the value shown is the correct appraisal value of the property described above.  The property described herein has been donated or contributed to the educational institution shown.  The property described above was approved and accepted to be used for the purpose of research, training or the direct education of students.





Signature of Donor:  _____________________________





Date:  ______________________





Principal/Administrator:  __________________________





Date:  ______________________





WAUKEGAN PUBLIC SCHOOLS DISTRICT #60


ADDITION/DONATION FORM CONTINUATION FORM





For Central Office Use Only





Signature ________________________________





Date Received_____________________________





NOTE:





Please use separate forms for each funding source (Check one below).  PLEASE attach a copy of the Purchase Order / Delivery Ticket / Invoice.











Bldg _______  Room _______  Serial # __________    Model ________  MFG _____





Description ______________________  Cost $___________  P.O. # _____________





Date Acquired ________   Acct Class ______________________________________





Comments: ___________________________________________________________





Received by _________________Print Name_________________ Date _________




















Bldg _______  Room _______  Serial # __________    Model ________  MFG _____





Description ______________________  Cost $___________  P.O. # _____________





Date  Acquired________   Acct Class ______________________________________





Comments: ___________________________________________________________





Received by _________________Print Name_________________ Date _________

















Signature of Donor     ____________________________             	Date __________





Principal/Administrator __________________________		Date __________





WAUKEGAN PUBLIC SCHOOLS DISTRICT #60


ON-SITE TRANSFER EQUIPMENT FORM





For Central Office Use Only





Signature ________________________________





Date Received_____________________________





NOTE:





Please use separate forms for each funding source (Check one below).  PLEASE attach a copy of the Purchase Order / Delivery Ticket / Invoice.





WAUKEGAN PUBLIC SCHOOLS DISTRICT #60


FIXED ASSET OFF-SITE TRANSFER FORM





For Central Office Use Only





Signature ________________________________





Date Received_____________________________





NOTE:





Please use separate forms for each funding source (Check one below).  PLEASE attach a copy of the Purchase Order / Delivery Ticket / Invoice.





WAUKEGAN PUBLIC SCHOOLS DISTRICT #60


MISSING ASSET FORM





For Central Office Use Only





Signature ________________________________





Date Received_____________________________





NOTE:





Please use separate forms for each funding source (Check one below).  PLEASE attach a copy of the Purchase Order / Delivery Ticket / Invoice.





The below assets have been determined to be missing.  Everything possible should be done to locate the missing items.





Warehouse forward signed Purchased Order (Receipt Document) to Accounts Payable for payment





Warehouse forward to requestor with Purchase Order Number identified





Partial Shipment? 





B





B





Warehouse distribute tagged item(s) to requestor





Purchasing updates information in the Fixed Asset Module in CIMS





Warehouse sign as received, tag equipment and forward receipt paperwork to Purchasing





Warehouse verify merchandise against the purchase order





A





Yes





Warehouse makes photocopy of invoice and sign for only those items received





 No





Start Process





End of Process 








Verify any deletions with the internal audit 








Update and correct inventory in FAS module in CIMS





NO


ms are researched, administrator contacted & proper paperwork completed








Items are researched, administrator contacted & proper paperwork completed





Missing items located? 





If requested, purchasing assist in researching discrepancies and locating item(s)





Report forwarded to Department Heads/Principals to research report discrepancies and locate item(s)





Purchasing ensures CIMS accurately reflect verification forms, provide a report to the CFO and file





Department Heads/Principals returns verification form to purchasing





Department Heads/Principals verify report and signs verification form





No 





All items located? 





A





A





Purchasing generate inventory reports





Assigned individual scans all fixed assets and returns scanner to purchasing for download





Purchasing sign out scanner to assigned individual to conduct inventory





Department Heads/Principals assign individual to conduct inventory





Purchasing coordinate inventory with Department Heads/Principals








