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(Hereafter referred to as “First”.)
Fixed Asset Capitalization, Amortization and Records Policy)
Responsible for Implementation:
Treasurer,
Finance Convenor
Fixed Assets
Definition (BusinessDictionary.com):
An asset that is not consumed or sold during the normal course of business, such as land,
buildings, equipment, machinery, vehicles, leasehold improvements, and other such items.
Fixed assets enable their owner to carry on its operations. In accounting, fixed does not
necessarily mean immovable; any asset expected to last, or be in use for, more than one year is
considered a fixed asset. On a balance sheet, these assets are shown at their book value
(purchase price less depreciation).
Scope:
Those fixed assets with a total cost exceeding $2,000.00 will be capitalized. The threshold for
building improvements, repairs or replacements will be $20,000 or higher. Fixed Asset
procedures will adhere to generally accepted accounting principles.
The acquisition value of a fixed asset includes the purchase price, taxes, shipping and handling
costs, installation costs and the cost of major additions or improvements to the asset. Fixed
asset purchases follow all purchasing policies and spending authorizations.
Other assets, those with values below the above thresholds, will be recorded in an inventory
kept for insurance purposes, which will also include fixed assets.
Asset Groups:
Fixed assets are assigned to one of the following fixed asset groups:
 Buildings
 Furniture and equipment
 Computers




Machinery
Building improvements, repairs and replacements $20,000 and over

The Bookkeeper is responsible for the maintenance of fixed asset records by groups. The
Treasurer is responsible for approving new asset groups and ensuring appropriate disclosure of
groups in the financial statements.
Useful Economic Life:
The useful economic life by fixed asset group is as follows:
 Buildings – 40 years
 Furniture and equipment – 5 years
 Computers – 4 years
 Machinery – 10 years
 Building Improvements, repairs and replacements – 15 years or estimated life
The Property and Administration Convenors, in conjunction with the Office Administrator, are
responsible for the maintenance of historical fixed asset records that justify the estimated
useful economic lives by fixed asset group. The Treasurer is responsible for ensuring
appropriate disclosure of economic life in the financial statements.
Amortization (Depreciation) on a Straight-Line Basis
All capitalized fixed assets, excluding land, are amortized on a straight line basis over the useful
economic life of the fixed asset group. In the year of addition, the amortization for a year will
be pro-rated by month. The Bookkeeper is responsible for the maintenance of worksheets
calculating amortization for each asset, totaling by asset group for financial reporting purposes.
The Treasurer is responsible for ensuring appropriate disclosure of amortization by asset group
in the financial statements.
Disposal of Fixed Assets – Recording
When an asset is no longer useful to First, it is disposed of in a manner that maximizes the
benefit to First. A loss or gain on the disposition is recorded based on the net selling price
versus the net book value of the asset at the time of sale. The Bookkeeper is responsible for
ensuring that disposals are accurately recorded.
Records
Fixed assets represent a significant investment on the part of First.


Everyone in First is responsible for immediately reporting a missing or damaged fixed
asset to the Bookkeeper.



For accidents, an accident/incident memo is completed outlining how the accident
occurred and the extent of damage to the fixed asset.



Permission from the Property or Administration Convenor is required to remove
capitalized fixed assets from First’s premises.



The Bookkeeper is responsible for maintaining fixed asset records. Each year end, this
listing of assets should be verified by the Property and Administrative Convenors to
ensure all fixed assets are accounted for. Any missing asset is investigated by the Office
Manager and Head Custodian.

The Administrator is responsible for managing the keys to the property and other fixed assets
where appropriate. A listing will be maintained of who has been given a key/asset, signed and
dated by the person who takes possession of the key/asset. The Administrator/Head Custodian
will keep a backup key for all fixed assets in a secure location

