Reseolution-No-—08-1H
City of Brookings Capital Asset Management Policy
Amended: January-25,2011May 26, 2026

NOTE: The redlined and highlighted sections below show the significant changes to
this policy. The overall policy was re-formatted and updated to reflect current
operations, standards, and terminology.

(Changed to approving resolution and stand-alone policy)

Purpose: The purpose of this capital asset policy to: 1) to provide control and

accountability over capital assets, 2) to provide uniform procedures for
furnishing information needed for effective analysis and control of capital
expenditures, and 3) to provide a data base of inventory information to meet the
reporting needs for the preparation of the Cities financial statements.

(Reformatted to a separated, numbered list.)

The Benefits of Inventory System:

l.
2.
3.
4.

5.

Property control and accountability through a comprehensive citywide inventory
system.

Improved equipment utilization through control and identification of capital assets.
Database to meet the GAAP, Federal grants and City of Brookings requirements.
Database to meet requirements of proper risk management and provide basis for
identifying equipment for the City’s insurance.

Basis for management to project and budget future capital replacement requirements.

The Finance Department is required to:

2.

3.

Establish a Generally Accepted Accounting Principles (GAAP) based accounting system
and procedures to ensure the cities assets, including capital assets, are properly
accounted for.

To provide a standard method of maintaining records for the cities owned equipment
that city departments must follow.

To provide for the maintenance of an inventory of city owned or controlled land
resources by the City.

(Added/updated this section to include Ownership, Control, and Lease-Related
Assets)
Policies differ in cases of absolute title and residual title.



I. When an external entity, such as the federal government retains residual title to a
capital asset it will be included in the capital asset inventory (title remains at the disposal
of the governmental authority after a delegation).

2. This includes capital on lease or long-term loan.

3. Temporary custodial responsibility or title shall not be considered absolute and should
not be included as the cities capital asset.

Component units of the city must designate, in writing, one or more persons to be responsible
for maintaining and safeguarding the component unit’s capital assets. The component unit is
responsible for developing internal policies and procedures to protect and control the use of all
capital assets.

Capital projects will be tracked within a work in progress number assigned by the Finance
Department. At the completion of the project the department in charge will:
a) Break down the project into the proper categories to be added into the capital assets
inventory.
b) The Finance Office enters the above information in the Capital Assets Management
System.

I) General Guidelines/Applicable Policies
The City of Brookings requires all departments to be accountable for all property under its
control.

a) In accordance with state and federal guidelines, the current threshold for which an
inventory of capital assets is maintained is $5;000 $10,000 unless conditions of a grant
require a lower threshold or assets of less value are subject to high rate of theft.

b) The enterprise funds will continue to depreciate equipment purchased prior to 2003 in
the same manner as previous to this policy until the equipment is fully depreciated.

c) The City’s Departments responsibilities are to be accountable for all property under its
control.

(Increased capitalization threshold to $10,000)

2) Department Responsibilities

The departments have an important role in the maintenance of an accurate, up-to-date
inventory system. Adherence to the following guidelines helps to ensure that departmental
inventory records are as accurate and complete as possible.

a) Entering correct information on purchases through the Accounts Payable (AP) system.
Most of the data recorded on the Capital Assets system is taken directly from the
vouchers. Correct coding by departments avoids the need for later corrections.

b) Proper coding of capital assets expenditures. Equipment purchases must be coded with
a “5” and “900” expenditure object. Use of an object code outside the 5-900 ranges
increases the possibility that the asset will be omitted from the CAP system.

c) Entering correct asset location, serial numbers, make, etc on voucher saves considerable
time and effort.

3) Capital Assets-Additions
This statement explains the procedures for the addition of assets to the Capital Assets
Management System.



4)

<)

All capital equipment, regardless of whether the items are loaned to or owned by the
City, must be included on the Capital Assets Management System. Additions of capital
assets are generated by accounts payable, donations to the City, or equipment loans or
private sources.

The Finance Office is provided with copies and documents relating to the equipment
purchases. (i.e. cost, fair market value, serial numbers, model numbers, building/room
location of assets)

The Finance Office enters the above information in the Capital Assets Management
System.

Capital Assets-Retirement

)

b)

d)

Property unfit for use by reason of age, wear, tear, or otherwise and is beyond repair
will be determined by City Manager. A note shall be given to the Finance Office to be
entered into the Capital Assets Management System for that year of the condemnation
of such property.
Auctions or sealed bids for sale of unfit property is required. The property described
on page 2 in 4 a) shall be sold only for cash at public auction or upon opening of sealed
bids

(1 The notice of the sale shall be published in the newspaper stating the

following:

e A day on which the sale is to be made (at least fifteen days after
first publication)

e Location where such auction will be held, or a place where offers or
bids will be received (which day shall be at least fifteen days from the
first publication of the notice).

e The right to reject any or all bids shall be reserved.

All money derived from the sale of public personal property shall be deposited to the
City.

Record retention. Departments should retain copies of surplus property forms, assets
transfer form, stolen property reports and any other documentation regarding
equipment dispositions. The information must be retained by the department for
verification purposes until the Finance Office removes the item from the department’s
inventory. Lost or destroyed property is to be noted in the inventory. An item is
considered stolen when it has been illegally removed from its designated location. Send
the Finance Office a copy of the stolen property report.

5) Capital Assets-Transfers

This statement explains the procedures for the transfer of assets in the Capital Assets

Management System. Transfers are recorded on the City’s inventory when there is a

permanent change in asset location or physical custody. (i.e. from one department to another).

If the equipment is temporarily loaned or relocated and the intention is to reclaim the item in

the near future, the asset record need not be changed
a) The physical custody of equipment is the responsibility of the department. All transfer

data submitted to Finance Office must be accurate in order to ensure the reliability of
the City’s inventory.



b) Fill out the Equipment Transfer Disposition Request Form showing the old location and
the new location. The form must be signed and dated by department head for the new
location.

(Removed home use and storage sections - this is not tracked by the Finance

Department and is at the discretion of the department.)

8) Capital Assets-Gifts-in-kind

This statement explains the procedures for reporting equipment and other assets donated to

the City.

a) All capital assets that are donated to the City must be included in the Capital Assets

System inventory. It is the responsibility of each department head to notify the Finance
Office when equipment and other assets are donated to the City.



b) When donated items are received by departments, the pertinent sections of the
Notification of Gift For must be completed and forwarded to the Finance Office. The
Finance Office will record the information on its Capital Assets System.

9) Capital Assets-Annual Equipment Inventory

This statement provides policies and procedures relating to the annual physical inventory of
capital assets conducted by departments. (Updated/Simplified this section to match
current operations.)

a) State regulations require the City to take an annual equipment inventory. Each
department is responsible for verifying information about its own inventory and making
all changes and corrections and forwarding them to the Finance Office.

b) The Finance Office distributes annual inventory reports and instructions to departments
in December of each year. All inventory reports are due back to Finance by January
1™,

c) All changes and corrections should be made directly on the inventory printout. The
department should keep a copy and send the original of the completed printout to the
Finance Department.

d) Use the departmental inventory printout to conduct a room-by-room equipment
verification. Please verify all information on the report.

10) Capital Assets-Useful lives
a) Depreciation is the systematic and rational allocation of the historical cost of a capital
asset over its estimated useful service life. The estimated useful service life as listed will
be for assets added in the year of 201 | and future years. (Referenced the DLA
Capital Asset Useful Life table rather than providing a comprehensive list in
the policy.)






7 vvoars
years

7

15 vaare
o—ycars

GiDN—Roolks
ALY A A A A

L andfill blade
CardmT oradac

15 vaare
o—ycars
10 vasre

L andfill srader
AT graact

H picleupns

ro-ycars
19 vasre
rZ—ycars
10 vasre
ro—ycars
10 vasre
ro—ycars
19 vasre

o prCiSap s
Landfil-truecls
o acics
Landfill tractors
O raCtoTrS
LILASLAN S 4

BPiclcun

rZ=—ycars

T aCicS

Tanderm Truecks

arra T

1O vaare
roTycars

Slkidestapr
[SAANAS DA A |






EO0 vearc
JuTycars

20 vonre
=u-ycars

20 vvonre

varr

A TLRIAI AT

Vehicle-Van

EO0 vearc
JuTycars
L0 vearc

L0 vearc
JuTycars

zu-ycars
L0 vearc
JuTycars

z=u-ycars
20 vonre

AA TR LAS) A
DUTdaTgS

R ectrooms
CoTtroormts
Prafah chaltars

JuTycars
40 vanre

TCTaU STICTCCT S

T
Pool
T

Sheltars
OTTICTCCT S

ro—ycars

A=A |

1O vaare

Pool haatare

roTycars

mTCaccTs

A=A |

o y<cars

A0 vasre
Juycars
45 yanre
20 vanre

20 vanre
zu-ycars

arSgTOT
Steal bridse
otCCrorTagc

Sidewalles
AHGCWaTES

Parlkiine lot

zu-ycars

ngrremy

Outdoorlishtins
Fencine _satas

A AL ATAS )

Joycars
20 vanre

2E vaare

nowalle

FCHCiTig,—gatcs

R ata

zu-ycars

govvairs

ro—ycars
ro-ycars
15 vaare
o—ycars

10 vasre
40 vaare

zu-ycars
40 vanre

Juycars
20 vanre

A0 vasre

ro—ycars

40 vanre

RBleachers
DTICacCrCrs
Scoreboard
OCOTCo0Oarta
EFountains
—oarrcarts
Landseapine
EarrasCapitty
Septicsvetams
OCpPTC—SyStCrs
Athletic_Field
7Yrmcrc

ro—ycars

45 yanre

—TICrays

Soccer Fialde

QOCCCT

ro—y<cars

20 vonre
ro—ycars
A0 vasre
Juycars
20 vonrc

zu-ycars
40 vaare

g~ eracic

zu-ycars

Y
]

Dicse Golf-Eacilitv

Stadivms
otaaraiTS
SleateParle

DI tC—Taric
Tennis courts
TS CouieS
Runnine traele
=Z1oC—0on

LANZLEL

10 vasre

Maoweare

ro-ycars

TOVWCT S

N0 vonre
zu-ycars

Tractor!standard
T aCtor7Scaraara



15 vaare
o ycars
15 vaare
o ycars
JuTycars
IE vaarc
o ycars
40 vanre

L0 vearc

dinscs_—portable
DUdiTg S~ poOTtdoic

C—ouTrTaCcCt
F-_ctands

lecara-cirfacar

TCCT
ICTTCTacot

Genarator

ScarasS

ro—ycars

40 vanre
ro—ycars

40 vanre

ZrvittgTarngc

g
g
E
q
q
3
U

LLLLEA™

CACTCOTrve

ro—ycars

40 vanre

NN oc - ocroaan

Ch

ro—ycars
A0 vasre
Juycars
15 vasre
o-ycars

Srpptg—grecn
Conecrete—cartpaths
SOonCrocTC—Cartpatirs
TTOVVCTrS—TIXOugtt

Mowere-Raucsh

7 vvears
years

TOVWCT o= CO1TCCir

Mowere-Graan

10 vanre
ro-ycars

Mawere_Falmaan
Tovvers—rdivvay

15 vaare
o-ycars

20 vonre

atCtoTS>CorTpact

TFractors/lcompact

T aCtoTSstarmaara

TFractors/standard

ro—ycars
JE vanrc
o ycars
10 vasre
ro-ycars
20 vonre
zu-ycars
IE vaarc

zu-ycars
40 vaare

lrrisation-svetam

mTTigatiorn—s )y st
kO ps—>CasOrial

Piclcups ceaconal
Safetrvy Housce

Cikaps

TOTST

o ycars
19 vasre

Tharmal lrmacere

oarcty

r=—ycars

Crar magcrs




ro—ycars

S

Tavebwavlichtine

XOTvva y—mgrre

[70] wn wn wn [%0] w wn [ wn wn wn wn wn wn wn (0] (0] [70] y
€ hild hild hild e« & & ¢ & L & & & & hild L & ¢ d
« @ @ @ B B B8 F @ B ® B @ o] ® ¢ ® g
= ¢ = 0 9 0 o 00 99 O 990 9O 0 o0 O d
~ ~ ~ >~ NN NN NN XN XN N =~ ~ O~ ~ 3
N LN (@] D muwowpo D NOD OO D DO D d
—+ —+ e i L -+ -+ U f -+ L onh —+ —+ 4

: ' €

. o .

[« 7] ﬂnw

: . & | £ b
o E =+ : O b . L .
Q mu - v 3 ® do= d 3
-+ = ‘T &b [ F &8 & 8 [ 90 ¢
R ¢ b BB o h h o £ 8
S o VR R 4 m.w [{R o A=
[ Ol do X QL Q9 a9 }0 g0 B & 3
> o F £ o DL FEE QDD L 9 £ o 9 g
Q 9 2 ? 095 ¢:0EEFL L 5 SRR EE
/ ° mu i) @ . & fm [N Aw Mm Aw nw nw IMU |mw w « Mm < m
o E o3 9 B8 ¢ . i (] [
7} 7 N ol whHhoha O ol ol al > & i) u O A o

1O veare
ro-ycdars
1O veare
ro-ycdars
20 vonre
zu-ycars

7 vvears

7—ycars
1O vonre
rooycars

raxXrvva)ymgrreirty
T CurTty—Sy st

arrvva y—oveiriay
Vehiclac

R uinwavovaerlav
A TLELATI AT

Raoacan
DCTaComm

Seacurityv cvctam



4 vvoare
oTycdars

Sarverc
OCT

\A LIS

")
4 &
@S @
o9
N N
N O
g2
w v
P
7] C
p
X oo
£ =
T
[{ -
o &
wu um

1O vaare

roTycars

AAATLIRIA-IAST )




@@[Dﬁﬁalﬂ P[Lﬂ[f’@[h]@g@ (PLEASE attach a copy of the invoice to this form)

DATE DEPARTMENT

VENDOR NAME & NO.

INVOICE DATE

ACCOUNT NO.

AMOUNT $

RESPONSIBLE PARTY

(Job Title)

LOCATION

SERIAL #

*LIFE OF ASSET

*Refer to the Capital Asset Policy ~ use Article 10 ~ Identify category and useful life
per policy

COMPLETE DESCRIPTION

List only ONE Capital Asset per form please.



CITY OF BROOKINGS
Capital Asset System
Equipment Transfer Disposition Request

Asset Number: Date:

Equipment Description:
Department:

Name of Person Submitting Request:

I. TRANSFER SECTION: To transfer asset to another department (requires dual
signatures).

| 8 DISPOSITION SECTION: To permanently remove assets from Capital Asset
System. Please provide a brief narrative describing when and under what circumstances the
asset was removed from inventory. If the equipment is returned or located in the future, the
Finance Office must be notified as soon as possible to add the item(s) back into the inventory.

Disposal Method (please check box and give explanation)

[] Lost [1 Destroyed
[ Altered [] Hazardous Other
Explanation:

Both signatures below are required certifying the asset has been transferred to another
department, or permanently removed from City Property by some other means.

Department Head Signature City Manager Signature



(Removed form and references — Department Responsibility)

Ruildine Name-
DunGmgTNarhcs

Addrecc:
ot CToo7

Reoasonfor-off-cite_storace:

ICasOTTTOT O~ SIitC—StoTagts




CITY OF BROOKINGS
Equi Tracki
Heme Use-Autherization(Removed form and references — Department Responsibility)

Department:

Name of User:

Description of Equipment:
Asset #:

Justification for Home Use:

Equipment condition: E —excellent G —good F —fair P —poor

To Be Returned: [—1 Annual Review [ Date: L1 Other

User’s Signature

Department Head

COMPLETE UPON RETURN OF EQUIPMENT

O The equipment listed above has been returned.

User’s Signature Date

Department Head Date

Equipment condition: E —excellent G —good F —fair P —poor U —unusable
L —lost S -Stolen X —Surplus

Instructions for Initial Authorization: Complete and send original to Finance Office. Retain a copy for your files.
Instructions for return: Use retained copy, complete bottom portion of form and send to Finance Office. Update
equipment condition to the appropriate value.




Passed-and-approved-this 25" day-of January; 20H-

Cit of Braalkines

1\
=T~ OTDTrOUICTtesS

ShariTH iy Cler]

Passed:September25,2007
Pepesdedfanras 0L

(Separated approving Resolution from policy.)



