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FIXED ASSETS
I.
PURPOSE:

To properly acquire, account for and dispose of fixed assets owned and used by the department.  Fixed assets mean tangible real or personal property, with a useful life of at least two years.  Fixed assets include land; land improvements; buildings; equipment; vehicles; intangible assets; and additions or betterments to the property or equipment.          

II.
SCOPE:

Department-wide.

III.
POLICY:

It is the policy of the department to follow all applicable federal and state laws, regulations, and procedures for the accounting, controlling, and safeguarding of fixed assets from acquisition through disposition.   

Items with a cost or fair market value at or above the following thresholds and a useful life of at least two years are required to be accounted for as fixed assets:

· Land – all parcels (no threshold amount)

· Land improvements - $15,000 or more

· Buildings - $15,000 or more

· Equipment - $1,000 or more

· Intangible Assets - $5,000 or more

· Additions or betterments to buildings - $15,000 or more

· Additions or betterments to equipment - $1,000 or more

The term fixed assets as used in this policy includes sensitive items.  The department defines sensitive items as those that are attractive and/or easily pilfered with an acquisition cost or fair market value of at least $500 but less than $1000 and are recorded and tracked in the SAM II Fixed Asset Subsystem. 
The department considers the following brief listing of items to be of a “sensitive” nature, if the acquisition cost or fair market value of the item is at least $500.  Please note that this list is not all-inclusive, but merely a guideline to assist employees when classifying “sensitive items”.
Audio/Video Equipment
· Televisions

· VCR or DVD machines

· Hand-held radios

· Video cameras

· Projectors

· Any other similar electronic equipment

Communication Equipment
· Facsimile transceivers (Fax machines)

· Any other similar communication equipment

Photographic Equipment
· Cameras

· Lenses

· Any other similar photographic equipment

The Property Control Office in the Division of Administration, Bureau of Financial Services can assist in determining if an item should be classified as sensitive. 
Each fixed asset item will be assigned a numbered tag for control and identification purposes.

The department shall keep fixed asset records that identify each fixed asset in its possession by tag number; description of the item to include name, make, model and serial number, where appropriate; acquisition cost; date of acquisition; estimated useful life at date of acquisition; physical location in sufficient detail to readily locate the item; and method and date of disposition. 

The department requires fixed assets to be recorded and accounted for in the SAM II Fixed Asset Subsystem.          

The department shall perform an annual physical inventory for all fixed assets as prescribed by the state auditor.     

Items under $1,000 but not considered sensitive should have a tag designating ownership (Property of the Department of Health and Senior Services) affixed in a prominent location.

All fixed assets acquired by the department are to be used for state business and not for personal benefit.

Per federal regulations a State should use, manage, and dispose of equipment acquired under a grant in accordance with State laws and procedures. 
When more than one set of fixed asset requirements apply (i.e. state vs. federal requirements), the more stringent set of requirements apply.

IV.
RESPONSIBILITIES:
Employees - It is the responsibility of the person assigned the property to use good judgment for the care and use of the property including:

1. Use the equipment for only its intended purpose in conducting department business.  Any other use is unauthorized.

2. Use good judgment and safeguard equipment from loss or theft.

3. Know how to operate the equipment in a safe manner to prevent personal injury and/or damage to the equipment.

4. Protect the equipment from excess heat, moisture, or other condition that would cause damage to the equipment.

5. Immediately report the loss, theft, or destruction of any equipment.

6. Immediately report any malfunction or damage for repair.

Improper or unauthorized care and use of department property may result in disciplinary action and/or being held financially responsible for the repair or replacement of property.  

Fixed Asset Manager - Each organizational unit shall designate an employee to be the Fixed Asset Manager (FAM).  This is the person assigned to maintain and account for the fixed assets assigned to an organization.  
Property Control Officer - The Property Control Officer (PCO) has the primary responsibility for maintaining the accuracy of the department’s fixed asset records.  
For questions concerning Fixed Assets or Sensitive items contact the Property Control Office at 573-751-6024 or by e-mail at FixedAssets@health.mo.gov.
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