
1 
 

Galveston County Health District 
Fixed Asset Guidelines 

Updated Aug 2018 
 

 
 

Purpose:  To define, categorize, record, track, dispose and/or transfer Health District assets 
according to federal, state and local requirements.   
 
Definition:  
 
Fixed Assets are defined as:  

Tangible, non-expendable, personal property with an acquisition cost of more than $5,000 and 
a useful life of more than one year is considered depreciable equipment.  Certain types of 
property with acquisition cost of $500 or more, but less than $5000 (such as computers, 
software, printers, PDA’s, scanners, laptops, video players/recorders, cameras, emergency 
management equipment, communication devices, medical and laboratory equipment, and 
media equipment) will be considered fixed assets for inventory tracking purposes although 
they are not depreciable.  In addition, other items, regardless of acquisition cost, will be 
tracked/inventoried as deemed necessary and as directed by Executive officers.   
 
Acquisition cost is the net invoice unit price of an item of equipment, including the cost of 
any necessary modifications, attachments, set-up fees, shipping and handling costs, or 
auxiliary apparatus necessary to make the property usable for the purpose for which it was 
acquired.   
 

Categories: 
 
Assets will be classified according to the following categories: 
 

A.   Depreciable Equipment 
Property with an acquisition cost of $5,000 or more will be classified as a depreciable 
asset.  These assets will be tagged, inventoried, and coded to the appropriate Capital 
Expenditure Account in the Fixed Asset Account Group. 
 
1. A separate schedule will be kept for these items for purpose of GASB #34 

compliance. 
2. This schedule will reflect cost, expected life, salvage value and straight-line 

depreciation. 
 

B.    Grant and Donated Equipment 
Property funded by grants and donated property will be kept on a separate schedule 
according to the parameters designated by the donating agency or grantor.  These items 
will be tagged, inventoried, and recorded in the general ledger as expendable equipment. 
 

C.   Non Depreciable Equipment 
Assets in this category have an acquisition cost of $500 or more but less than $5000 and 
will be tagged for inventory purposes, but will not be considered as depreciable assets 
under GASB 34 Guidelines.  Items in this category include: 
 

• Desk top and laptop computers (including notebooks, tablets, and similar 
devices) 

• Non-portable printers and copiers 
• Emergency management equipment 
• Communication devices and systems as such but not limited to Fax machines, 

cellular/mobile telephones, hand-held radios, telecopiers 
• Medical and Laboratory equipment 
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• Media equipment, such as but not limited to video recorders, cameras, CD 
players, TVs, camcorders, DVD players 

 
D.   Other 

Other property not meeting criteria above will be tracked/inventoried as deemed 
necessary and as directed by Executive Management.  This includes, but is not limited to 
leased equipment and mobile radios. 
 

 
 Record keeping: 
 

Procedures for Acquisition of Property: 
 

1) Requests for property acquisitions will be submitted and purchased according to the 
requirements set forth in the Galveston County Health District Purchasing guidelines. 

2) Upon receipt of the asset (whether purchased or donated),  the property will be classified 
in  accordance with the asset categories and, if required, assigned an asset number, tagged 
and logged on the Asset Record Form. 

3) The Asset Record Form should be filled out by Purchasing and forwarded to Accounting 
and the Asset Custodian.   

4) The Asset Custodian will email a signed copy of the Asset Record Form to Accounting to 
confirm the receipt and location of the asset. 

5) Assets with a cost of $5,000 or more will be depreciated based on the estimated useful 
life and salvage value, using straight line depreciation and will be recorded along with the 
fixed assets in the Fixed Asset Account Group.  The basis for Depreciation shall be based 
on the following guidelines: 

- Computer hardware and Software – 3 to 5 years 
- Operating Equipment – 7 to 10 years 
- Vehicles –7 years 

 
 

Purchasing Responsibilities: 
 

• Responsible for purchasing approved equipment requests. 
• Assignment of asset numbers as required by the Asset Classification Guidelines and 

application of asset tags. 
• Document all required information on the Asset Record Form. 
• Forward the Asset Record Form to Accounting and the Asset Custodian. 
 
 

Accounting Responsibilities: 
 

• Confirmation that all property has been classified according to appropriate           
capitalization guidelines with proper reflection in the General Ledger. 

• Maintenance and recording of all property in the Property/Equipment Inventory 
listing and reconciliation to the Subsidiary ledger with the following information: 

- Asset Number 
- Description of Property/Equipment 
- Serial number or other identification numbers (if available) 
- Source (Vendor or Donor) 
- Manufacturer 
- Acquisition date 
- Cost 
- Purchase order number 
- Location 

• Calculation of depreciation of assets with an acquisition cost of $5,000 or greater. 
• Preparation of forms as required by grant agencies, including Form GC-11: “Non-

Expendable Personal Property”. 
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• Preparation of end of year reporting, including schedules of acquisition, disposal, 
and depreciation of capital assets. 

 
 
Program Area Responsibilities: 
 

•    All managers and/or their designee have the primary responsibility for ensuring 
protective custody, and accounting for all assets assigned to their area. 

• Managers will designate one employee to serve as the Asset Custodian for that 
program area.  The person assigned should be generally familiar with assets used in 
that area, and will be responsible for maintaining and monitoring fixed asset records 
within that program area. 

 
 
Tracking Procedures: 

 
1) Asset Custody Reports of all assets assigned to program areas will be sent quarterly to 

program areas for review by supervisor and/or designated Asset Custodian.  Any 
discrepancies should be reported to Accounting for review and reconciliation of asset 
records 

2) Physical inventory of all tagged assets will be performed on an annual basis by 
Accounting.   

 
 
Accounting Responsibilities: 

 
• Annual physical inventory will be performed and recorded of all tagged assets. 
• Discrepancies reported or found through physical inventory will be reviewed and 

recorded accordingly. 
• Asset Custody Reports will be run quarterly and distributed to the Asset Custodian of 

the program area. 
 

Program Area Responsibilities: 
 

• Program managers and/or assigned Asset Custodians are responsible for review of 
Asset Custody Reports and ensuring that all listed assets are in the program area as 
reported. 

• Discrepancies should be reported directly to Accounting. 
 
 

Transfer and Disposal of Assets: 
 

Transfer or disposal of grant assets must have approval from the grant authority prior to 
transfer or disposal. 
 
Asset Transfer Procedures: 

 
1) The interdepartmental transfer of any fixed asset must be documented with a Transfer of 

Asset form and approved by program managers, prior to the transfer of the asset.  
2) Once all appropriate signatures have been obtained, the asset will be transferred, and the 

Transfer of Asset form should be forwarded from the Asset Custodian to Accounting. 
3) Accounting will record transfer. 

 
 

 
Asset Disposal Procedures: 
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1) Disposals of assets must be documented on the Asset Disposal Form and must be 
approved by the Chief Executive Officer, Controller, or designee prior to disposal.   

2) Once all appropriate signatures have been obtained, the Asset Disposal form should be 
forwarded to Accounting.  Accounting will verify that all mandatory fields have been 
completed.    After verified, asset forms will be forwarded to Procurement Agent.  If 
applicable, disposal forms for IT equipment will be routed to IT Manager. 

3) The Procurement Agent will consult with Program Manager or IT Manager for IT 
equipment on the status of the item to determine how asset should be disposed, such as 
auctioned, discarded, donated or sold.  Note:  IT Manager will ensure all data is 
removed from computer storage devices prior to disposal.   

i. If an asset is to be auctioned, Purchasing Procurement Agent will make 
arrangements for it to be auctioned.  Information will be provided to Accounting 
after the asset is auctioned regarding date of auction and amount received. 

ii. If an asset is to be discarded, Procurement Agent will make arrangements for 
item to be discarded and information regarding date of disposal will be provided 
to Accounting.   

4) Upon final disposal of an asset, the Procurement Agent signs the disposal form and will 
forward it to Accounting.   

5) Accounting will make the appropriate adjustment to the inventory records regarding 
disposal.  This includes updating information on quarterly reports sent to Asset 
Custodians. 

6) When items acquired under a grant are no longer needed for the original project or 
program or for other activities currently or previously supported by a Federal agency, 
Accounting will request disposition instruction from the awarding agency.  The 
instructions should indicate whether the District will retain title, sell the property and 
compensate the awarding agency, or transfer the title to a third designated/approved by 
the awarding agency. 

7) Lost or stolen property must be reported immediately to the Risk and Safety Coordinator 
and asset disposal form completed.   

 
 
 
Purchasing Responsibilities: 
 

• Procurement Agent will be responsible for working with Program Manager or IT 
Manager to determine how asset will be disposed and for making arrangements for 
disposal of assets.  

• When an item is disposed, Procurement Agent will forward completed disposal form 
to Accounting and provide information to Accounting regarding disposal date and 
amount received for auctioned or sold items. 

 
 
Accounting Responsibilities: 
  

• Staff Accountant is responsible for ensuring that all transfers and disposals are 
recorded in the Asset Records and that necessary documentation is provided to 
reflect a transfer or disposal. 

• Appropriate adjustments will be made on the depreciation schedule and fixed asset 
reports (including quarterly reports sent to Asset Custodians). 

• Upon receipt of disposal form from Purchasing, it will be verified with Asset 
Custodian that asset has been disposed. 

• Ensure that the auction proceeds are recorded appropriately. 
 
 
 
Program Area Responsibilities: 
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• Program area asset custodians are responsible for completing the Transfer and Asset 
Disposal Form, and obtaining approval. 

• The Program Manager will work with the Procurement Agent to determine if an 
asset should be discarded or auctioned. 

 
Information Technology Responsibilities 
 

• Ensure all data is removed from computer storage devices prior to transfer or 
disposal. 

• IT Manager will work with Procurement Agent to determine how IT equipment will 
be disposed.   
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