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Current policy & procedure on Fixed Assets- Reso lution No. 543 

Resolution 636- Procedure and Policy on Disposal of Surp lus City Assets 

Summary Statement/Department Recommendation: 

The City currently has a Fixed Assets Policy and Procedure (Resolution No. 543}, however we do not 
have a forma l written policy on the disposal of surplus city assets. We currently utilize a process as 
governed by the WA State RCW's. On June 24, 2013 staff provided a SAMPLE policy and resolution 
which was recommended to adopt. 

Recommend adoption of Resolution No. 636. 



RESOLUTION NO. 636 

A RESOLUTION OF THE CITY OF WOODLAND PROVIDING FOR A POLICY 
AND PROCEDURES FOR FIXED ASSETS. 

WHEREAS, from time to time the Finance Committee makes recommendations to the 

City Council recommending certain changes to the City Policy and Procedures; and, 

WHEREAS, the Finance Committee reviewed the Fixed Asset Policy and Procedure and 

made a recommendation to the City Council to amend Resolution No. 543 by changing the 

Policy and Procedure for the disposa l and sa le of fixed assets; and, therefore: 

THE CITY COUNCIL OF THE CITY OF WOODLAND DO RESOLVE AS FOLLOWS: 

SECTION 1. POLICY and PROCEDURE- Attached as Exlilibit A amd B hereto. 

SECTION 2. It is the policy of the City to maintain accountability over all t angible fixed 

assets having a life expectancy exceeding one year and costing $5,000 or more. This policy 

also includes those assets of a lesser va lue that may be attractive t o theft. The Clerk/ Treasurer 

shall maintain the asset records. The asset records shall be verified by a physical inventory at 

least annually lbi-anml!lallv. 

This policy applies to all land improvements, all bu ildings and building renovations, 

equipment purchased and additions to existing equipment that increases its useful value and all 

donated items. 

NOW THEREFORE, BE IT RESOLVED, THE CITY COUNCIL OF THE CITY OF WOODLAND, 

that we hereby adopt the attached Policy and Procedures for Fixed Assets. 



ADOPTED by the City Counci l and SIGNED by the Mayor this 2151 day of January, 2014. 

Grover B. Laseke, Mayor 

A TIEST /AUTHENTICATION: 

MariE. Ripp, Clerk-Treasurer 

APPROVED AS TO FORM : 

W illiam Eling, City Attorney 



Resolution No. 636- Exhibit "A" 

Disposal of Surplus City Assets Policy 

1. Council Determines Surplus: Asset s of the City that are no longer usea ble, are no longer 
of value to the City, or are surplus to the City's needs may not be removed from City 
ownership, so ld, or in any other way disposed without a declaration by the City Council. 

2. Reassignment of Assets: When a City department makes a determination that an asset 
is surplus to its needs, notification shall be made t o Mayor. Prior to bringing the item to 
the City Council for a declaration of surp lus, the first option wi ll be rea ssign the asset 
within the City where it can be of use or value. 

3. Minimum Requirements: If it is not possible to be reassigned, the Mayor or designee 

shall prepare the asset for a determination by the City Council. Each asset requi ring a 
declaration of surplus must have a description assigned and a recommended method of 
disposal. 

4. Methods of Disposal: Primary methods of disposal to the general public are recognized 
as direct sale, sealed bid, trade-in or auction or by electronic methods such as online 
auctions and the City's website. Other methods of disposal to the general public must 
be clearly detailed in writing and must have the consent of the City Council. 

The City Counci l may transfer a su rplus asset to another public agency upon written 
request and a determination that it is in the public interest to do so. Such request sha ll 
specify the asset and the inabi lity of the agency to otherwise afford to buy it . The City 

Counci l may elect to trade assets, authorize the Mayor to negotiate payment or transfer 
it without compensation . 

5. Additional Requirements; Real Estate, Assets Over $50,000 and Utility Assets: The 

surplus of real estate, asset s over $50,000 (RCW 39.33.020), and utility assets (Chapter 
35.94 RCW), shall be processed pursuant to requirements of state law and as approved 

by the City Cou ncil. 
6. Final Determination of Value: When disposal is made to the general public through 

direct sa le, sea led bid or auction, f inal determ ination of va lue shall be the highest 
responsible bid or offer. 

7. Prohibited Benefit: It is recognized that the Mayor, City Counci l members and City 
employees shall be prohibited from acquiring or purchasing of the City declared surplus 
by the City council and disposed of pursuant to this Policy. 

G:\Cierk Treasurer\Surplus\Res 636- Surplus Policy & Procedure_Exh A.docx 



EXHIBIT BA to Resolution No. 636~ .. ___ - ------- ~ --- -------------- --- ------ --------------------

City of Woodland 
Policy and Procedure 

Fixed Assets 

The following policies and procedures document a fixed asset system designed to comply with 
all statutory requirements and increase control over those assets for which the City has 

stewardship responsibilities. The intent of these policies is to obtain accountabil ity over assets, 
provide centralized documentation for insurance purposes, meet financial reporting needs, and 

generate asset management information. 

PURPOSE 

The City has a significant investment in fixed assets such as land, land improvements, buildings, 

machinery and equipment. In a major effort to improve financial reporting, accountability and 

operational efficiencies in managing these assets, the City has established a fixed asset 
accounting system. 

POLICY 

It is the policy of the City to maintain accountability over all tangible fixed assets having a life 

expectancy exceeding one year and costing $5,000 or more. This policy also includes those 

assets of a lesser value that may be attractive to theft. The Clerk/Treasurer shall maintain the 

asset records. The asset records shall be verified by a physical inventory at least once a year bi-

annually,.. ____ __ _____________ ___________ ___ ____ __ _ __ ____ _____ _ ------- ------------ ---- --------------------- ------- ____ ________ __________ ____________ -- -{ Form< 

This policy applies to all land improvements, all buildings and building renovations, equipment 
purchased and additions to existing equipment that increases its usefu l value and all donated 

items. 

Responsibilities 

The Clerk/Treasurer will establish a fixed assets system and prepare guidelines for the 

annual inventory. To establish the original inventory, department heads and the 

Clerk/Treasurer shall conduct a physical inventory of all assets in each department. 

To assist in accountability and theft prevention, each department head shall be held 

responsible for all property assigned to his/her department. 

Each department head wi ll notify the Clerk/Treasurer of any additions, deletions, 
interdepartmental transfers, modifications, or lease of property. The Clerk/Treasurer will 

ensure the appropriate changes are made to the department's fixed asset records. 



I 

Asset Identif icat ion 

All property wil l be assigned a unique asset identification number. The Finance 
Department wi ll assign this number. The assigned number w ill follow the asset 
throughout its li fe in the City's fixed asset system. This is different from the city tag 
number. 

Whenever feasible, each piece of property will be tagged or marked with the City 
identification number. A quantity of tags wi ll be assigned by the Clerk/Treasurer to each 
department head. The supply of unused tags wi ll be maintained by the Clerk/Treasurer. 
Such markings will be removed or obliterated on ly when the item is sold, scrapped, 
cann ibalized, or otherwise disposed of. Should the ID number be removed or defaced, 
the item shall be marked w ith a replacement number. 

Monetary Value 

Assets in the syst em include al l land, buildings, machinery, and equipment va lued at 
$5,000 or more. Small and attractive assets under $5,000 shall be included at the 
discretion of the department head. 

The value shall be determined by original cost , hist orica l cost or estimated histori ca l cost 
if actual historical cost is not avai lab le. 

The original cost shall include the cost, sa les tax, transportation expenses and the cost of 
installation. 

Donated fixed assets are recorded at their estimated fair market value on the date 
donated. 

Depreciation 

Depreciation is an attempt to match the cost (decline in va lue) of assets to the time 

periods the assets serve the City. 

The City is recognized as a Category II entity by the State of Wash ington and uses single 
entry, cash basis accounting which is a departure from generally accepted accounting 
principles (GAAP). The City is not requi red to account for depreciation. 

If and when the City becomes a Category I entity and is required to use GAAP accounting 
methods the straight-line method of depreciation w ill be used and the stated guidelines 
w ill be followed. 

The straight-line method of depreciation will be used on individual asset s costing $5,000 

or more and the following depreciation guidelines wi ll be used. If not practicable the 
group-life method may be used instead of stra ight-line, for either assets similar in nature 

(tables, chairs, etc.) or for those dissimilar in nature but related by mode of operation 
(water treatm ent, sewer collection, etc. ). 



Depreciation is not recorded for genera l fund fixed asset s but only in the proprietary 
funds. 

Assets purchased on or before June 30th receive a full year's depreciation in the year of 
acquisition. Asset s purchased after June 30th will be depreciated beginning January 1 of 
the year following the yea r of acquisit ion. 

Assets disposed of on or before June 30th receive no depreciation in the year of 
disposition . Assets disposed of after June 30th receive a full year's depreciation . 

PROCEDURES 

Addit ions 

The City may acquire property via purchase, construction, donation, or lease. When the 
property is received, the control ling department head will complete an "asset addition 
form". The department making the purchase shall tag the new property and note the tag 
number on the P.O. and/or invoice. The addition form, the P.O., and the invoice must to 
be submitted to the Clerk/Treasurer for processing. 

Deletions 

Assets previously acquired may eventually be disposed of and need to be delet ed from 
the Fixed Asset System. Deletion may be required due to sa le of the asset, scrapping, 
cannibalization, if the asset is lost or stolen, or if it has been destroyed or damage beyond 
repa ir. 

The se lling of City assets will comply w ith the City's surp lus policy. Before disposa l of a 
destroyed or damage asset, the Mayor or Clerk/ Treasurer must verify that the asset is no 
longer of value to the City. 

An asset may only be removed from the Fixed Asset System when the department head 

controlling the asset submits an "asset retirement" form to the Mayor for approval. Once 
the Mayor approves the completed form, the Clerk/Treasurer w ill remove the asset from 
the system. 

Lost or stolen items may require additional reports. Deletions brought about because of 
natural disasters wou ld require report ing to the insurance provider for an eventual 
reimbursement. 

Transfers 

Occasional transfer of property between departments or funds may occur. The original 

controlling department is accountable for all assets in its inventory and is responsible for 
init iating a notice of transfer. The department receiving the asset must acknowledge that 

it is accepting responsibility for th e asset. 

The origina l contro lling department head shall fill out the "asset transfer" form and the 
accepting department head shall acknowledge receipt of the asset . The "asset transfer" 

+------ -{ Forme: 



form then shal l be forwarded to the Clerk/Treasurer. The Clerk/Treasurer is responsible 
for making the change to the Fixed Assets System. 

Modifications 

Larger assets such as major pieces of equipment and many buildings are often modified 
to increase their usefulness or increase the life of the asset. Modification may include 
partial additions or deletions, major repairs (new engine for a truck}, or component 
replacement (new roof, heating system, etc.). 

Several payment requests may be prepared paying for the modifications as the work 
progresses. It is very important to notify the Finance Department that modifications are 
being done PRIOR to commencing them. A project or ID number should be assigned and 
placed on all payment req uests, purchase orders, invoices, etc. as they relate to the 
modifications. This wi ll enable the Finance Department to track all costs and to later 
record them in the Fixed Asset System. 

Inventory 

Once a year a £.~~-l!l.P!~~~- ~~J.r:'.~-~-':1-~~!:Y. .~!~~~h_~:~_~_l_l_y_.c:>f.~!!.~!YJ?.~~J?-~-~Y~~~~! ! _~~-~~!:'-~-~-~-~~~: __ __ __ ... ::·_-_·::: 
The purpose of this inventory is to assure that all City property is actually in the '':.:--,_ 
possession of the City and it properly accounted for. 

' 

When reconciled, the inventory provides evidence that department heads are meeting 
their stewardship duty over their assets. An inventory may also help the department plan 
for future purchases by identifying unanticipated wear and t ear of equipment before the 
equipment breaks down. 

The Clerk/Treasurer will assign inventory teams for each department. The finance 
department will distribute a listing of assets, by department, to be used as an inventory 
worksheet . Inventory teams will take the worksheets to their assigned areas and attempt 
to locate everything on the list. 

Missing items will be properly explained and noted as "missing, sold, etc.". 

Items not included in the inventory sheet but physica lly located will be assigned a number 
by the Clerk/Treasurer and will be added to the inventory sheets. All items lacking an 
identification tag will be tagged if feasible. 

All land, machinery and eq uipment, buildings, and improvements other than buildings 
with an original value of $5,000 or more must be inventoried. Departments shall also 
inventory other items that are attractive in nature and have certain desirabil ity to the 
general public. 

Lost or Stolen Assets 

Lost or stolen equipment must be reported to the City Mayor and Clerk/Treasurer as soon 
as it is discovered. The department head shall fi le a "m issing property report" . If t he 
item has not been found after ninety days of filing the report, the department wi ll sent an 



"asset retirement" form to the Finance Department so the missing asset can be removed 
from the asset inventory. 

Maintenance of Property Manual 

The City will maintain a Property Manual outlining the City's stated fixed asset policies 
and procedures to be followed to maintain its fixed assets. Records of each asset and the 
disposa l of that asset will be kept by the City. 

Referen-ce: Resolution No. 636J4-J - Fixed Assets (No...-ember 6, 1006Januarv 21. 2014). 


