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POLICY:
East Mountain High School shall establish guidelines for the control of capital assets owned by the school pursuant to 2.20.1 et seq. NMAC



PROCEDURES FOR ASSET CAPITALIZATION:



Purposes: 

Pursuant to 2.20.1 et seq. NMAC, the purposes of the controls are to protect capital assets, preserve the life of capital assets, to avoid unnecessary duplication of assets on the school campus, to provide a guide for future replacement of assets, and to establish a basis for the amount of insurance coverage required.

Definition

Capital assets, for the purpose of this policy, are defined as tangible or intangible property owned by the school that meets the definition and minimum dollar amount for capitalization per asset category.
1. Furniture and equipment – Tangible personal property in excess of $5,000 purchased or acquired by gift to be used for operational purposes such as desks, filing cabinets, copiers, musical instruments, laboratory equipment, and janitorial equipment.
2. Computer software – Intangible property in excess of $5,000 either purchased or acquired by gift that is designed to cause a computer to perform a desired function.
3. Computer equipment – Tangible computer equipment in excess of $5,000, including laptops, desktops, routers, hubs, etc., purchased or acquired by gift to be used for operational or instructional purposes. For capitalization purposes, computers are defined as a CPU, monitor and keyboard that go together as a package. Printers that exceed $5,000 shall be capitalized separately, while printers that are less than $5,000 shall be considered Supply Assets and recorded as such in the school's general ledger.
Inventory of Capital Assets

The school Business Office will maintain an inventory of assets including, but not limited to, capital assets.  The Business Manager is in charge of an annual physical inventory that will be completed by the Guidance clerk on an ongoing basis to keep inventory accurate.  
The inventory will be comprised of capital assets as defined above, and Supply Assets in excess of $5,000.00, which may include:
1. Office furnishings including desks, chairs, bookcases, filing cabinets, and tables.
2. Office equipment including fax machines, typewriters, and copiers.
3. Computer hardware including central processing units (CPU's), monitors, printers, laptops, scanners, hubs, and routers.
4. Audio-Visual equipment including televisions, LCD projectors, overhead projectors, recorders, video and monitor equipment, and cameras.
5. Laboratory equipment.
6. Musical instruments.
7. Janitorial equipment, including floor scrubbers, vacuum cleaners, and steam cleaners.
8. Maintenance and grounds equipment.
9. Athletic equipment.
The school's general ledger asset classification accounts are supported by an asset schedule that includes information for each inventory item such as item description, acquisition date, cost or basis, disposals, and accumulated depreciation for items in excess of $5,000. 

The asset schedule is reconciled to the general ledger annually. 

Teachers and other staff will help to maintain a list (a needed) of all inventoried assets by location to the business office at the end of the school year. 

The school Business Manager will periodically conduct random test counts of inventoried items.
Depreciation Guidelines
Depreciation is a system of accounting which aims to distribute the cost or gift value of a capital asset, less salvage value, over the estimated useful life of the asset in a systematic and rational manner. All depreciable assets will be depreciated using the straight-line method of allocation utilizing the half-year convention. The straight-line method allocates an equal amount of the net cost of an asset to each accounting period in its useful life. Most assets retain some recovery at the end of their useful lives, which is known as salvage value. All depreciable property for the purposes of this policy shall be deemed to have a fair market value at the end of their useful lives.
The useful life of depreciable assets is based on their usefulness to the school. The following table displays the estimated useful lives that will be used to calculate and allocate depreciation:

	Property Category

	Life In Years


	Furniture and Equipment

	
5-7


	Computer Software

	
3


	Computer Equipment

	
5


	Transportation Equipment

	
3-5


	Activity Buses

	
15-20



Disposition of Capital Assets:
Capital assets which are obsolete, worn out, or no longer meet the requirements of the school, may be disposed of pursuant to NMSA (1978) 13-6-1 to 13-6-4, Sale Of Public Property, transferred within the school campus to another department or classroom, or traded-in. A Fixed Asset Disposal Form must be completed in all cases for the disposition of any asset, including those that were damaged by theft, and a Fixed Asset Relocation Form must be completed when assets are transferred from one location to another. The Fixed Assets Disposal Form must be signed by the Business Manager, Principal, Network Administrator (for computer-related items only), and the Council Chair. Pursuant to NMSA (1978) 13-6-1 and 13-6-2, all licensed software and any electronic media (computer hard drives) must be completely erased before being disposed of. The Fixed Assets Relocation Form must be signed by the Business Manager, Principal, and Network Administrator (for computer-related items only). The school Business Office will retain the approved forms to preserve the accuracy of the asset records.  The Guidance office clerk and system administrator are responsible for preparing the associated forms.
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