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Although the organization of each department is unique, the capital asset responsibilities should be
distributed among several positions. This separation is necessary for adequate internal control. The
following policies are recommended.

The chief fiscal officer has the custodial and supervisory duties of the system. He/she assigns both
supervisory and clerical positions to control the assets.

Where possible, the Fixed Asset Officer makes the entries in the system. He/she also tags the asset
and records the number in the system. If it is not possible for the Fixed Asset Officer to perform
these duties, a responsible person should be designated to perform them.

Another position in each office receives the assets and checks them in. This is usually an office
supervisor, manager, or their designee. He/she routes the receiving tickets to the accountant. The
accountant approves them, makes entries to the statewide accounting system, and sends them to
the fixed assets officer for appropriate system entries.

A position separate from the above mentioned positions performs the annual inventory. After
inventory, this position researches any missing assets. The responsible supervisor and chief fiscal
officer approve the Physical Inventory Worksheets before the Fixed Asset Officer makes changes to
the status code.

It is recommended that each department have the above duties in place at a minimum. This allows
for a clear separation of duties among positions responsible for capital assets.

Not all offices have the positions needed for this clear separation of duties. If so, the duties are to be
assigned to allow as much separation as possible. Even if it is necessary for an outside party to
perform the inventory, separation of duties is necessary.

Each department must document the position responsible for each capital asset duty. This should be
kept on file and updated as changes are made.
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