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Policy

The Coalition staff, and sub-recipient staff, is responsible for the safeguarding of financial and physical assets and being alert to possible exposures, errors, and irregularities.  The Coalition, and sub-recipient(s), are required to:

· maintain an accurate inventory control of non-expendable, tangible real property

· record the acquisition of new property

· document the transfer of property from one location to another

· provide documentation when property is being repaired

· complete physical inventories as required by law

· alert management when property is missing or suspected stolen

· obtain approval prior to disposing of property

· ensure that unauthorized use of property is prohibited

CAPITALIZED ASSETS
Capitalization Threshold
The Coalition’s capitalization threshold is any item that was either purchased for $5,000 or more or was contributed to the Coalition with a fair market value of $5,000 or more, and has a useful life of at least one (1) year.

Capitalized Assets - Purchased
Items with unit costs below the Coalition’s capitalization threshold shall be expensed in the year purchased.  Capitalized assets are accounted for at their historical cost and all such assets, except land, are subject to depreciation over their estimated useful lives, as described within these policies.   

If an awarding agency requires a lower capitalization threshold, the Coalition will adhere to that dollar amount only for that program or contract.

Capitalized assets will be reported as expensed for grants if they were so budgeted in the grant application.  However, for the Coalition’s financial statements, these assets will be capitalized and depreciated according to these policies.

Capitalized Assets – Contributed 
Assets with fair market values in excess of the Coalition’s capitalization threshold that are contributed to the Coalition, or a sub-recipient for the Coalition, shall be capitalized as fixed assets on the financial statements. Contributed items with market values below the Coalition’s capitalization threshold shall be expensed in the year contributed.

Capitalized contributed assets are accounted for at their market value at the time of donation and all such assets, except land and certain works of art and historical treasures, are subject to depreciation over their estimated useful lives, as described within these policies. 

Capitalized Assets - Depreciation and Useful Lives

All capitalized assets are maintained in the special property account group and are not included as an operating expense.  Property is depreciated over its estimated useful lives using the straight-line method, half-year convention. 

Recovery periods are as follows:

1. 5-year property:

· Computers and peripheral equipment

· Office machinery (such as typewriters, calculators, and copiers)

· Vehicles

2.  7-year property:

· Office furniture and fixtures (such as desks, files, and safes)

· Any property that does not have a recovery period as designated by the IRS

3. Any other property will follow the IRS guidelines on length of recovery period

4. Alternatively, at the direction of the Finance Manager capitalized assets may be depreciated over useful lives expressed in terms of units of production or hours of service in place of the preceding useful lives expressed in terms of time.

Residual value of capitalized assets shall be determined by the Accounting Department in conjunction with the department or employee that shall utilize the asset.
For accounting and interim financial reporting purposes, depreciation expense will be recorded on an annual basis.

Capitalized Assets - Changes in Estimated Useful Lives

If it becomes apparent that the useful life of a particular capitalized asset will be less than the life originally established, an adjustment to the estimated useful life shall be made. All such changes in estimated useful lives of capitalized assets must be approved by the Finance Manager.

When a change in estimated useful life is made, the new life is used for purposes of calculating annual depreciation expense. In the year in which the change in estimate is made, the cumulative effect of the change shall be reflected as depreciation expense in the Coalition’s statement of activities. 

For example, if in the fourth year of an asset’s life, it is determined that the asset will last five years instead of the original estimate of seven years, depreciation expense for that year shall be equal to the difference between 4/5 of the asset’s basis (accumulated depreciation at the end of year four) and 3/7 of the asset’s basis (accumulated depreciation at the beginning of the year).

Capitalized Assets - Repairs  

Expenditures to repair capitalized assets shall be expensed as incurred if the repairs do not materially add to the value of the property or materially prolong the estimated useful life of the property.

Expenditures to repair capitalized assets shall be capitalized if the repairs increase the value of property, prolong its estimated useful life, or adapt it to a new or different use. Such capitalized repair costs shall be depreciated over the remaining estimated useful life of the property. If the repairs significantly extend the estimated useful life of the property, the original cost of the property shall also be depreciated over its new, extended useful life.

Capitalized Assets - Establishment and Maintenance of a Fixed Asset Listing
All capitalized property shall be recorded on the Fixed Asset Listing Report. This report shall include the following information with respect to each asset: 

1. Date of acquisition

2. Unit acquisition cost (computed by including freight, insurance, and any other shipping costs divided by number of units)

3. Description (such as color, name, make, model, manufacturer and

serial number or other identification number)

4. Depreciation method 

5. Estimated useful life 

6. Book Value

7. Depreciation amount

8. Residual value of asset
INVENTORY REQUIREMENTS

Items to be Inventoried

All nonexpendable property (as listed below), purchased by the Coalition, or a sub-recipient of the Coalition, are to be maintained, safeguarded, inventoried and accounted for:

· Equipment, fixtures, or other tangible personal property of a non-consumable and nonexpendable nature, with a value or cost of $1,000.00 or more and a normal life expectancy life of one (1) year or more
· Portable or attractive items such as computers which may contain sensitive or confidential information (However, if they were under the cost threshold at time of acquisition, these items may be inventoried and accounted for by a means other than the official inventory report.)

Inventory Procedures 

The Coalition, and sub-recipient(s), are required to adhere to these policies and procedures when establishing and maintaining the Property Inventory Reports, and per the following regulations as appropriate; Chapter 69I-73, FAC, Chapter 274, F.S., and 45 CFR Part 75.  

When tangible property is purchased from combined federal and state funding, the more restrictive requirements apply.

Inventory Maintenance and Reporting Procedures

All property that is required to be recorded on the Property Inventory Report shall include the following information with respect to each item:   

1. Date of acquisition

2. Unit acquisition cost (computed by including freight, insurance, and any other shipping costs divided by number of units)
3. Method of acquisition (and if purchased; voucher, check, or warrant number)

4. Description (such as color, name, make, year, model name/number, manufacturer, and a serial number or other identification number)

5. Funding source of the property, including the grant award number and other cost accumulator (OCA)

6. A statement that the title vests in the Coalition 

7. Information to calculate the Federal share of the cost of the property, if applicable

8. Physical location of property and use
9. Name of custodian

10. Property tag identification number

11. Date that the item was last inventoried and the condition of the item as of that date, using the appropriate condition code as described here:

· (E) Excellent:  The item is in excellent serviceable condition.

· (G) Good:  The item is in reusable and serviceable condition.

· (F) Fair:  The item is worn but is in reusable condition and can be cleaned, polished, and placed back in use with minimum repair or maintenance.

· (P) Poor:   The item is very worn, old, or obsolete and requires major repairs before use.  This type of grant-purchased property may have parts, which may be useful.

· (S) Scrap:  The item is not usable by the Coalition.  The item is obsolete or non-repairable, unserviceable, and may present a health or safety hazard.

12. Ultimate Disposition Data, including date of disposal and sales price (if applicable), OR the method used to determine current fair market value where a recipient compensates the awarding agency for its share.  When determining fair market value, the Coalition will use a comparison of recent purchase prices of similar item(s) and/or the written opinions of applicable professionals.  

Inventory Maintenance and Reporting Procedures for Sub-recipients 
1. The sub-recipient must be granted Coalition prior approval for all items that are included in the “Contractor Prior Approval Guidance” issued by the Coalition.

2. The sub-recipient must assign a Property Custodian.  The Property Custodian will be entrusted with five Coalition tag number decals, at a time, for assignment and placement, and will be responsible for maintaining the Coalition’s Property Inventory Report, as it pertains to the sub-recipient (actual property in sub-recipient’s custody).

3. The Property Custodian will review copies of the vendor invoices to ensure all purchases requiring inventory recording are added to the Coalition Property Inventory Report.

4. All purchases that require inventory recording will then be highlighted (or indicated in another agreed-upon manner) on the vendor invoice and added to the Coalition’s Property Inventory Report.

5. As property is purchased, the Property Custodian will submit to the Coalition an updated Coalition Property Inventory Report, corresponding vendor invoices w/highlights, and references and/or copies of all corresponding Coalition prior approvals.

6. The Property Custodian will request additional tag number decals, from the Coalition, as needed.

7. The Property Custodian is responsible for internal inventory relocation reporting, to ensure the Coalition Property Inventory Report is kept current.

8. The Property Custodian will perform annual physical inventories, of all operating sites, with Coalition staff by September 1 of each fiscal year, unless the Sub-recipient/Coalition contract is ending in the current fiscal year.  

9. If the contract ends June 30 of the current fiscal year, the annual physical inventories must be completed with Coalition staff by May 31 in preparation for transition activities. In addition, ALL equipment and furniture purchases for the remainder of the contract would require Coalition Prior Approval. 

10. In the case of a unilateral contract termination, no equipment or furniture purchased (from the date of notification) will be reimbursed by the Coalition.

11. If, at any time, property is missing or thought to have been stolen, the Property Custodian must alert the Coalition immediately.

12. Before disposing of any Coalition property, the Property Custodian must contact the Coalition and follow OEL policy.  Final disposition will be updated on the Coalition Inventory Report.

CAPITALIZED ASSETS AND INVENTORY REQUIREMENTS 
Property Purchased With Federal Funds
The Coalition may occasionally purchase property that will be used exclusively on a program funded by a Federal agency.  Property charged to Federal awards will be subject to certain additional policies as described in this policy.

All applicable purchases of “property” with Federal funds shall have prior approval, in advance and in writing, by the Federal awarding agency and per Federal awarding agency’s prior approval process.  In addition, the following policies shall apply regarding property purchased and charged to Federal awards:

1.
Adequate insurance coverage will be maintained with respect to property charged to Federal awards.

2.
For property (or residual inventories of supplies) with a remaining per unit fair market value of less than the Coalition’s capitalization threshold at the conclusion of the award, the Coalition shall retain the property without any requirement for notifying the Federal agency. 

3.
If the remaining per unit fair market value is more than the Coalition’s capitalization threshold, the Coalition shall gain a written understanding with the Federal agency regarding disposition of the property. This understanding may involve returning the property to the Federal agency, keeping the property and compensating the Federal agency, or selling the property and remitting the proceeds, less allowable selling costs, to the Federal agency.

4.
The Grants and Operations Manager shall determine whether a specific award with a Federal agency includes additional property requirements or thresholds and requirements that differ from those described above.

5.
A physical inventory of all property purchased with Federal funds shall be performed annually. The results of the physical inventory shall be reconciled to the accounting records of and Federal reports filed by the Coalition.

Physical Inventory
A physical inventory of all capitalized assets and inventoried property will be taken on an annual basis by the Coalition, as well as whenever there is a change of custodian.  The Coalition must provide the updated Master Property Inventory List to OEL no later than October 1 of each year or within 30 days of a change in custodian.  All serial numbers and Coalition-assigned tag numbers will be double-checked for accuracy.  This physical inventory shall be reconciled to the Fixed Asset Listing and the Property Inventory Report and adjustments made as necessary.  All adjustments resulting from this reconciliation will be approved by the Finance Manager, and the fixed asset detail will be reconciled to the general ledger.  

Purchases of Shared Assets/Inventoried Property
If the Coalition agrees to share its assets or inventoried property with another coalition, through a common contractor/sub-recipient, the coalition with whom the title vests must be established and agreed upon before purchase.  In addition, full disclosure of any shared purchase/allocation must be provided with the Coalition’s invoice.
Receipt of Newly-Purchased Property

At the time of arrival, all newly-purchased property shall be examined for obvious physical damage. If an item appears damaged or is not in working order, it shall be returned to the vendor immediately.

In addition, descriptions and quantities of items per the packing slip or bill of lading shall be compared to the items delivered. Discrepancies should be resolved with the vendor immediately.

Staff who receives shipments must verify the receipt and inspection of all goods by signing and dating the vendors’ packing slips, as well as making any corrective notations on the packing slip when applicable.
Use of Equipment

Disclosures related to the use of equipment are mandated by uniform grant guidance [45 CFR Part 75.320(c), Use of equipment].

· Equipment is used by the funding program/project as long as needed;

· If there’s extra capacity available, use the equipment for other partnering programs/projects;

· If used for other programs/projects any related usage fees must equal those charged by other private companies for the same equipment; and

· If new equipment is needed, current equipment may be sold or used for trade-in negotiations to offset newer equipment costs (subject to OEL prior approval).

Maintenance Procedures and Safeguards of Equipment

Federal regulations require that the custodian implement adequate procedures to ensure the equipment is kept in good condition and safeguards to prevent loss, damage, or theft of the property.     

The Coalition uses the following three steps as a general guideline to ensure proper maintenance and safeguarding of equipment items have been performed:

(1)   Review all items purchased with federal and state funds to determine whether they are in good     

  condition.

(2)   Provide maintenance services to items identified as not in good condition.

(3)   Initiate a disposition process for those items that are not usable or unable to repair.

In addition, the Coalition ensures preventative measures are taken such as I.T. equipment maintained by the coalition’s I.T. vendor on a regular basis, adequately securing equipment to mitigate risk of theft, and instructing staff on proper use of equipment.

Note:  Leased equipment (such as copiers, printers, etc.) are not listed on inventory reports, but are maintained per the lease agreement.

Transfer of Property and Property Records

The inventory custodian must document the transfer of grant-purchased property from one office to another, or from one location to another within the same Coalition.  This is done by updating the new physical location on the Master Property Inventory List and the Property Tag Assignment records.

Disposition of Property 

The Coalition Board of Directors approves the disposal of all capitalized fixed assets and inventoried property that may be worn out, obsolete, or no longer needed for the original project or program.  

Priority for Disposition

When disposing of property, the custodian must use the equipment in connection with its other federally-sponsored activities, if any, in the following order of priority:

(1)   Programs, projects or activities the Health and Human Services (HHS) awarding agency sponsors.

(2)   Programs, projects or activities other HHS awarding agencies sponsor.

(3)   Programs, projects or activities other federal agencies sponsor.

Effective July 1, 2015, all equipment items in excess of $5,000 proposed to be disposed must obtain OEL written prior approval [45 CFR Part 75.320(e)(2), Disposition].
Recording and Reporting of Disposed Items
If an item is sold, scrapped, donated or stolen, adjustments need to be made to the Fixed Asset Listing and Property Inventory Report after following prescribed applicable awarding agency instructions.  If money is received for the item, then the difference between the money received and the "book value" (purchase price less depreciation) of the item will be recorded as a loss (if the money received is less than the book value) or a gain (if the money received is more than the book value).  Proceeds received for inventory items are program income for the program that originally funded the purchase.
Note: Per FS 274.07, after each annual physical inventory, all disposition documents must be board approved.  After approval (and upon actual disposition of the item), the individual property record for each item lawfully disposed of must be transferred to a disposed property file.  The inactive surplus disposed property file must then be maintained for at least five years after the date of disposition.
Write-Offs of Property 

Any and all items that are discovered to be missing or stolen must be reported immediately to the Coalition, who will then notify and follow the procedures of the awarding agency.  After following all required processes, the Coalition will remove items off the accounting records that are no longer in the Coalition’s (or sub-recipient’s) custody.
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