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Finance


POLICY
Fixed assets are physical or tangible assets that are used in the normal operations of the business, that are not held for resale, and that have a useful life of more than one year.  These assets are accounted for at purchase price and all assets, except land, are subject to depreciation. 
It is the organization’s policy to capitalize all physical assets with a cost in excess of $1,000 and a useful life of more than two years. Items with acquisition cost of less than $1,000 and/or a useful life of less than two years are expensed in the year they are purchased.

PROCEDURE
1. Management will approve all purchases of office equipment, furniture, computers, and other fixed assets.

2. The proper care and maintenance of the property is the responsibility of the individual company office.

3. The Finance Department is responsible for accounting for all asset acquisitions and disposals.

4. The Finance Department is responsible for maintaining adequate insurance on all assets.

5. The Finance Department is responsible for maintaining a list of all purchased equipment and furniture having a useful life of more than two years and an acquisition cost of $1,000 or more. This list should indicate date of purchase, purchase cost, a complete description of the item, and the specific location of the property. 

6. In the event that a fixed asset is sold, scrapped, donated, or stolen, adjustments need to be made to the fixed asset listing and property log.
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