Capital Asset Management
Mission Statement

The mission of the University Capital Asset office is to provide the highest quality service and guidance in asset management to university organizations.  Our goal is to provide customers with timely, accurate asset information by implementing policies in a fair and consistent manner while fulfilling the financial recording and reporting requirements of the university.  

Asset Acquisitions

Using Capital (equipment) Object Codes 

Procurement transactions determine how assets are created.  The University Capital Asset Office has tools available to help organizations when using a capital object codes.
· Capitalization Rules 

· http://www.fms.indiana.edu/cams/policies/capitalization_rules.asp
· Class on Using Capital Equipment Object Codes
· http://www.fms.indiana.edu/cams/policies/object_code.asp
Recording Gift Assets 

Gifts in Kind should be reported to the IU Foundation Gift Office.  This will insure the gift donor records are made available to the donor for tax purposes.  The foundation will forward the information to the University Capital Asset Office to review for asset creation.     

· IU Foundation Gifts
· http://www.fms.indiana.edu/cams/policies/IU_foundation_gifts.asp
Physical Inventories

The Office of Management and Budget (OMB) the Executive Office of the President 

· CIRCULAR A-110
· http://www.whitehouse.gov/omb/circulars/a110/a110.html#30
This Circular sets forth standards for obtaining consistency and uniformity among Federal agencies in the administration of grants to and agreements with institutions of higher education, hospitals, and other non-profit organizations. 

Circular A-110 requires that a physical inventory be completed every other year.  The inventory process for the university is as follows.  The University Capital Asset office has a hand held bar-code trakker that can scan and update capital equipment as well as non-capital.  Once the assets have been scanned the trackker is return to FMS and the file is uploaded into the Financial Information System.  If any errors are found during the upload an Error Document is generated and forwarded to the department for correction.  After the corrections have been made on the Error Document a reconciliation report is generated to identify assets not found during the physical inventory.  Once this list is resolved the fiscal officer is asked to sign the inventory certification letter.  This completes the inventory process. 

Location Changes

If the asset is moved in between inventories the organization will update the asset location in the capital asset system within 30 days of the asset being moved.
· Accounting Financial Policy I-170
·  http://www.indiana.edu/~vpcfo/policies/accounting/i-170.html
Retirements and Transfers
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An external agency was hired to assess the financial internal controls, accounting process and financial policies.  They have recommended that we develop follow-up procedures to insure Transfers and Retirements are done in a timely manner. 

When processing transfers in a timely manner you insure that useable equipment is made available to other university organizations.  A timely transfer to the surplus department will insure the most cost effective disposition of the asset. 
In the rare instance when you need to retire an asset please remember:

a) A retirement should only be processed when you no longer physically have the equipment. 
b) Fully depreciated assets remain on an organization inventory until the asset is physically gone.   
c) When the asset does leave your department then promptly process the retirement transaction. 
Closing Issues for Capital Asset Management

Re-classifications, or account movements on assets should be fully approved on or before June 30. 
To complete a physical inventory in Fiscal Year 2004 all Transfers, Retirements and Equipment Loan Return Documents need to be approved before June 30. 
