
N. FIXED ASSETS 

I. Equipment Capitalization and Inventory Control 

A. Policy 

Property management is a legally mandated requirement. An inventory of capital equipment is 

one element of a total property management system. Because an accurate inventory of the 

College's physical assets is important for accounting and insurance purposes, for establishing 

equipment replacement cycles, and for preparing and justifying biennial budget requests to state 

agencies, it is the policy of the College to maintain a current inventory of all physical assets of 

the College. All items which have a unit acquisition cost of $3,000 or more (with the exception 

of computer equipment and tablets which are inventoried at up to $3,000), and a useful life of 

one year or greater are to be included in the inventory. All computer equipment valued up to 

$3,000 should be posted to account code 3403C and tablets to 3403T because they are 

inventoried but not capitalized. Additionally, high theft, specialized technology, scanners, 

projectors and printers noted below having an acquisition cost of $500 or more and useful life of 

one year or greater will be included in the inventory of the College. Any and all high theft, 

specialized technology, scanners, projectors and printers must be removed from the inventory 

records when lost, stolen, or otherwise disposed of. Account codes listed below should only be 

used for these high theft and other specialized assets: 

1) 3403H – High Theft – Small digital or IT-type technology not considered a typical 

computing component that has value and is susceptible to theft. While not an inclusive 

list, some examples are iPods, PDAs, Televisions, Smart-Pens, pocket-sized scanners and 

digital cameras and audio visual equipment. Classroom related assets, such as specialized 

tools should also be considered. 

2) 3403T – Specialized Digital Technology – IT related or digital technology related 

items such as iPads, Tablets and other computer hybrids. 

3) 3403S – Projectors and Scanners < $3,000 – Overhead and Desktop Projectors and 

Scanners. 

4) 3403P – Printers < $3,000 

(This is not an all-inclusive list.) 



It is the policy of the College in accordance with federal regulations that a complete physical 

inventory, including corrections, be completed by June 1 of each even-numbered fiscal year (i.e. 

2013-2014). In the odd-numbered year (i.e. fiscal 2012-2013) each region may perform a 

verification of equipment at each site. 

 

In addition to the physical inventory, the College annually confirms all land and buildings valued 

at $100,000 or greater with the regions prior to year-end close. 

 

The College has established a threshold capitalization of assets at $3,000 or more. Any item 

valued $3,000 or more should be posted to the appropriate account code with “CAP” in the Title 

because it should be capitalized. Consequently all capitalized equipment for the College is 

maintained in an inventory. 

Please note, that all equipment purchased with Carl Perkins and Department of Workforce 

Development (DWD) State grant funds must be tagged if the equipment has a useful life of one 

year or greater and a value of $500 or more. All assets purchased under these guidelines must be 

appropriately inventoried until disposed of. Carl Perkins and DWD assets of $500 or greater 

require a State of Indiana inventory tag. Contact Office of the President Sponsored Program 

Accounting for instructions relating to equipment tagging and reporting. These assets are not 

owned by the College and must be coded to account code 3403N in Banner and assigned the XA 

Asset Type. Other grants may have similar requirements regarding ownership. Contact 

Sponsored Program Accounting prior to making purchase for clarification. 

B. Definitions 

Capital Equipment is defined as any non-expendable item or a group of items making one unit 

with a life of more than one year and unit acquisition cost of $3,000 or more. General exceptions 

to this policy are materials constructed of glass or non-durable material, a repair part, or a 

replacement of a component of a larger unit. 

Acquisition Cost of procured equipment means the net invoice price of the equipment, including 

the cost of modifications, attachments, accessories, or auxiliary apparatus necessary to make the 

equipment usable for the purpose for which it was acquired. Other charges such as the cost of 

installation, transportation and duty or protective in-transit insurance shall be included in the unit 

acquisition cost if they appear as part of the invoice or are identifiable and material in nature. 



1) If the item is acquired by trading in another item and paying an additional amount, 

"acquisition cost" means the amount received for trade-in plus the additional outlay. 

2) Freight charges are capitalized as part of the acquisition value of equipment if they 

appear as part of the original invoice, or are readily identifiable and material in nature. 

3) Necessary modifications, installation charges and capital acquisition expenditures are 

capitalized if they appear as part of the original invoice, or are material in nature. 

4) Reconditioning costs of used capital equipment at the time of acquisition are not 

capitalized unless they are directly identifiable and material in nature.  

C. Procedures 

Regional Administration: 

1) It is the responsibility of each Chancellor and Executive Director of Finance or 

Administration to ensure that an equipment management system is in place and that 

responsibilities for regional Fixed Asset Coordinators have been assigned. 

2) Fixed Asset Coordinator responsibilities include providing coordinated direction for 

physical inventory taking, and timely update of equipment inventory records on the 

Banner Fixed Assets system. 

 Instructional Sites: 

1) Each Instruction Site is responsible for coordination of equipment by assisting the 

Fixed Asset Coordinator in assuring that procedures regarding equipment are followed at 

each site. Such responsibility is to be assigned to an individual at each instructional site. 

2) Items located in the facility are to bear a unique identification tag. 

3) Items newly acquired: 

a) By purchase - For sites with central receiving functions, the item is to be 

checked, at time of equipment acquisition, against the purchase order and tagged 

before delivery to point of usage. For other sites, the tagging is to take place as 

soon as practicable. On a regular basis, the Fixed Asset Coordinator will print 

their regional Pending Tag listing obtained from Discoverer. The Fixed Asset 



Coordinator is to ensure that all of the items have been tagged and entered into the 

equipment inventory system in a timely manner. 

b) By donation – When an asset valued at $3,000 or greater is donated to the 

College, the region must contact the Office of the President Finance Department 

upon receipt of the donation. Once the gift is received from the donor, the value 

of the gift must be established. For land and buildings, an appraisal stating the 

value of the land and buildings at the time of the gift must be obtained. For other 

assets, the region must establish the value of the gift by obtaining estimates or by 

an affidavit or appraisal provided by the donor, provided the appraisal is current. 

An appraisal must be less than one year old. If a building is on a piece of land, the 

appraised value of the building and land must be separate. All methods of 

valuation must be in compliance with IRS rules. 

Once a gift is accepted by the region and reviewed by Office of the President 

Finance Department, it will be determined who is responsible for recording the 

gift in Banner. Just as with any other asset, once a donated asset is no longer 

wanted, the asset must be disposed of in the same manner as a purchased asset. 

For any donated asset with a value $3,000 or greater, the asset must be capitalized 

and a journal entry processed to recognize the revenue for the value of the 

donated asset. The Office of the President Finance Department will process the 

journal entry. Send all documentation for donated assets to the Executive Director 

of Capital Assets and Debt Accounting prior to recording the donated asset in 

Banner. 

The regions need to contact their regional Development Office so that the donated 

asset can be captured in their database. 

c) By transfer - The transferring region is to complete the top portion of the 

Banner Fixed Asset Transfer Form. The form will then be sent to the receiving 

region’s Fixed Asset coordinator listing the item by tag number and location. The 

receiving region will complete the remaining portions of the form and then make 

the necessary updates in the fixed asset system for the asset. The form will be 

maintained by the receiving region. 

All items that cannot be physically tagged (i.e., land, buildings, computer software and 

automobiles) are to have the tag and serial number attached to the Banner Fixed Asset 



Add Update Form describing the asset and its location. The Fixed Asset Coordinator is to 

maintain all forms. Items that cannot be tagged, but are attachments are to have the 

pending tag information attached to the Banner Add Update form for the primary asset. 

4) Every department director or chairperson is to notify the Fixed Asset Coordinator 

when capital equipment maintained in the department does not have an attached property 

tag. Also, the department director/chairperson is to notify the Fixed Asset Coordinator 

when equipment is moved from one room to another or transferred to another department. 

This will facilitate keeping inventory records up-to-date and ease the reconciliation and 

physical inventory processes. 

5) Loss or theft - Items that cannot be located must be removed from the inventory 

system. In each case the Executive Director of Finance/Administration must review and 

sign the Banner Delete Form. The College maintains insurance to replace missing 

equipment in the event of fire, disaster, theft or vandalism. A police report or Campus 

Security theft report must be obtained and maintained on file for review. 

II. Standard Depreciation Policy 

A. Policy 

Certain assets in the equipment inventory control system which have been capitalized will be 

depreciated. Excluded from depreciation are land, works of art, and periodicals. The assets are to 

be depreciated using the straight-line method and useful lives based upon defined equipment 

classes assuming one-half year of depreciation in the year of acquisition and one-half year 

beyond its remaining useful life. For example, if an asset has a useful life of ten years, only half 

is taken during the first year. The full yearly amount will be charged for the next nine years, and 

any remaining amount will be taken in the eleventh year. A zero salvage value will be assumed 

for all assets based upon the College's past history. Assets which become fully depreciated over 

time will be maintained on the system. Assets will be deleted from the system only when they 

are sold, traded-in, or disposed of in another manner. 

B. Definitions/Procedures 

1) Capital Equipment as previously defined is depreciated.   Assets acquired 

under capital leases are to be depreciated. This would exclude leased land. Capital leases 

are entered into the Fixed Assets system under account code 3603 for Equipment and 



Buildings. Capital leases are treated as if assets were being purchased over time. The 

College records an asset and a liability at the lower of the present value of the minimum 

lease payments or the fair market value of the leased property. All capital leases will be 

entered into Banner in the Office of the President Finance Department. All entries for the 

capital lease will follow an amortization schedule for the specific capital lease.    

The leased asset is depreciated one of two ways:    

a) If the lease requires capitalization due to Criterion No. I or II:    

Criterion No.    

I. The lease transfers ownership of the property to the lessee by the end of 

the lease term.    

II. The lease contains a bargain purchase option.   If the lease is capitalized 

due to Criterion I or II, it is depreciated in a manner consistent with the 

College's normal depreciation policy using the economic life of the leased 

asset. The economic life is determined asset type code used in Banner.    

b) If the lease requires capitalization due to Criterion No. III or IV:    

Criterion No.    

III. The lease term is equal to 75 percent or more of the estimated economic 

life of the leased property.    

IV. The present value at the beginning of the lease term of the minimum lease 

payments, excluding that portion of the payments representing executory 

costs, to be paid by the lessor, including any profit thereon, equals or 

exceeds 90 percent of the excess of the fair value of the leased property to 

the lessor at the inception of the lease over any related investment tax 

credit retained by the lessor and expected to be realized by them.   If the 

leased property does not meet one of these criteria, then it is considered 

an operating lease and should not be capitalized and depreciated.   If 

the lease is capitalized due to Criterion III or IV, it is depreciated in a 

manner consistent with the College's normal depreciation policy leased 

asset’s useful life. To properly depreciate for the leased asset, you must 

manually enter the useful life in Banner form FFADEPR. See the Fixed 

Assets Section in the Banner Training Manual for instructions   Capital 

leases (buildings and land) should be sent to the Associate Vice President 

for Facilities Planning in the Office of the President for approval. A copy 

of the approved lease will be provided to the Executive Director of Capital 



Assets and Debt Accounting for recording.   Capital leases (equipment) 

should be sent to the Office of the President Finance Department for 

review and approval. A copy of the approved lease will be provided to the 

Executive Director of Capital Assets and Debt Accounting for 

recording.   Throughout the term of the lease, the regions will make 

payment using account code 3601 or 3602. At year end, the Executive 

Director of Capital Assets and Debt accounting will reduce the obligation 

by processing a journal entry to debit the lease obligation and crediting 

lease expense, accounts 3601 or 3602. This is done within the Plant Fund 

P94000.   Although the amount capitalized as an asset and the amount 

recorded as an obligation at the inception of the lease are computed at the 

same present value or fair market value, the amortization of the asset and 

the discharge of the obligation follow the amortization schedule for each 

capital lease. 

2) Leasehold improvements are improvements or additions to property obtained under a 

capital or operating lease. The cost of the leasehold improvement should be 

depreciated over the remaining life of the asset if it is a capital lease or over the 

remaining life of the lease if it is an operating lease not including any renewal options. 

Once the project is complete, all leasehold improvements for capital leases are attached to 

the primary tag for the capital lease. For operating leases, once the lease expires and is 

not renewed, the related asset record should immediately be deleted from the Fixed 

Assets system. 

3) Building improvements are those changes made to an owned building which are 

substantial but not major enough to be considered an addition (a portion which could 

stand alone if the original building were demolished). The cost of the building 

improvements should be depreciated over the remaining life of the building to which it 

pertains. Individual projects greater than $10,000 generally funded by the state 

appropriation for Repair and Rehabilitation or fund transfers fall into this category. Once 

a project is approved, a new fund will be set up in Banner to track all expenses. 

When the cost of improvements is substantial or when there is a change in the estimated 

useful life of an asset, depreciation charges for future periods should be revised on the 

basis of the new book value and the new estimated remaining useful life. 



Examples of leasehold and building improvements are: new roof, new windows, new 

lighting systems, and general remodeling. All are limited by the State requirements for 

capitalization (General R&R projects costing greater than $10,000 each). 

Individual expenditures for repair and rehabilitation projects are fed through funds set up 

for specific projects within Banner. At year-end, projects are either capitalized when 

complete or construction-in-progress is recorded for those projects not yet complete. If 

additional expenditures occur after the capitalization of the project, the additional 

expenses will be capitalized and attached to the primary tag for the asset. 

At year-end, the Executive Director of Capital Assets and Debt Accounting will 

capitalize all completed projects or record construction-in progress for those projects not 

yet complete. 

4) Buildings which are owned, leased or under construction are added to the Fixed 

Assets system for purposes of having an accurate building Master List. However, 

facilities under construction (construction-in-progress) are not capitalized until all costs 

associated with the construction are completed. As these new buildings under 

construction are placed in service, the project is capitalized in Banner. Depreciation will 

be set up at this time. 

Once the building or building component is placed in service, then the facility must be 

added as a capitalized asset of the College for depreciation purposes. The final cost will 

be obtained from the associated Banner Plant Fund. The process should be coordinated 

with the Office of the President Finance Department 

Note that if additional costs are incurred after the building asset record is capitalized, then 

the additional capital expenses will be added to the primary asset tag for the building in 

the fiscal year they occur. 

5) Land - All parcels of land owned or leased by the College should be included in the 

Fixed Assets system. The total cost of land represents the purchase price and additional 

costs such as razing and removal cost (less salvage value), legal fees, broker's 

commissions, title fees expense, and other cost directly related to the cost of acquiring the 

property. If the land is donated, then the fair market value at the time of donation 

represents its value to the College. As with R&R projects, the various costs incurred for 

land acquisition should be consolidated and the asset approved when the College takes 

possession of the property (normally the date of closing). Subsequently, any related costs 



incurred such as demolition should be added to the asset record during the fiscal year in 

which they occur. Land itself is never depreciated. 

6) Land improvements are additions to property which are not part of the buildings. 

These include sidewalks, landscaping, parking lots, fences, and lights. These assets are to 

be capitalized and are to be depreciated using the straight-line method over a ten-year 

period. 

7) Library material capitalization procedures should be the same as those applied to 

other assets. Library materials costing $35 or more may be capitalized as a group, but the 

detail of what makes up the group must be maintained and updated periodically. A new 

asset record will be created for each fiscal year, provided the total expense for library 

materials is $3,000 or greater. If the annual expense is less than $3,000, the fiscal year 

expense can be attached the previous fiscal year asset tag. 

Detailed instructions for recording library materials is outlined in the Banner Fixed 

Assets Training Workbook. 

8) Depreciation represents the decline in service potential or value of capitalized 

equipment of buildings during a fiscal period. The decline results from use of the assets 

and new assets becoming available to replace the existing assets. 

9) Straight-line depreciation is the computation of depreciation by dividing the cost of 

the asset by the useful life of the asset. This represents the current year decrease in the 

asset value. 

10) Useful life is an estimate, at the time of purchase, of the asset's functional life 

(normally in years). This estimate is made based upon the use of the asset, past history of 

the College with respect to similar assets, and present growth in technology relating to 

this asset. Because the useful life is an estimate, the asset may be in service long after it is 

fully depreciated, or it may be obsolete, worn out, or disposed of before the end of its 

useful life. Useful life is associated with an asset by assigning a proper Asset Type on 

FFAMAST. 

11) Repair expenditures for equipment should be capitalized if their unit value is 

greater than $3,000 and they extend the asset's useful life by more than three years. These 

costs should be depreciated over a life which is one-half of the repaired asset's original 

life. If the cost is greater than $3,000 and the assets useful like is not extended more than 



three years, then the repair cost should simply be added to the value of the already 

existing asset and depreciated over the already adopted remaining useful life of the 

existing asset. However, expenditures that do not add to the utility of the asset should be 

charged to expense (i.e. an expenditure for repairing a piece of equipment that was 

damaged during shipment). 

12) One-half year depreciation is an assumption used when an asset is purchased or 

disposed of prior to its becoming fully depreciated. Regardless of the month in which it is 

acquired or disposed of, one-half of the normal single year depreciation will be taken. 

13) Accumulated depreciation represents the total decline in book value of the asset 

resulting from depreciation. It is the sum of the yearly depreciation recorded since the 

asset was acquired. 

14) Net book value is the accounting value placed upon the asset. This value is computed 

by reducing the acquisition cost by the accumulated depreciation. At the time of disposal, 

the accumulated depreciation not only includes the depreciation recorded in previous 

periods, but also includes the depreciation for one-half of the current year (one-half year 

assumption). 

15) Losses are automatically calculated in Banner when the asset is written off.   

III. Fixed Assets System 

A. Procedures 

For an asset to be inventoried and depreciated, it must be entered into the Banner fixed asset 

system. Refer to the Banner Finance Fixed Asset Workbook for the procedures to enter assets 

into the fixed asset system. The following items are required before the asset can be depreciated 

by the system. 

1) Asset Description 

2) Asset Type 

3) In-service date 

4) Owner/Title To 

5) Pending Tag Number 

6) Custodian 

7) Equipment Mgr. 



8) Acquisition Date 

9) Acquisition Method 

The Banner fixed asset system is fully integrated with the accounts payable system and certain 

details are pulled automatically from that system. Banner will assign a pending tag number (and 

the acquisition cost. The pending tag report is obtained in Discoverer under Fixed Assets. At the 

time of tag conversion, the asset description must be updated to reflect the asset. The acquisition 

cost may need to be adjusted to consider any trade-in value not included on the original 

purchase. The Executive Director of Capital Assets and Debt Accounting will adjust the asset 

record for the trade-in value.   

B. Asset Transfers Between/Among Main Instructional Sites 

If an asset is transferred from one site to another, the Banner Transfer Form should be initiated 

by the site the asset is being transferred from. The top portion is completed by the sender. The 

receiving site will complete the remaining portion of the form. The receiving site will make the 

necessary changes in Banner using FFATRAN. The Banner Transfer form can be found on the 

forms tab on the Infonet. If an agreed upon value for transferred assets is involved, the 

transferring region is required to prepare the following journal entry: 

General Fund: 

Dr. 3499 SE Interregional Expense (Receiving Region) 

Cr. 1889 Rev Interregional Non Taxable (Transferring Region) 

C. Trade-Ins 

As stated earlier, the trade-in of another asset and paying an additional amount, "acquisition 

costs" means the amount received for trade-in plus the additional outlay. 

The amount received for the old trade-in equipment is necessary for proper recording of the new 

asset. 

No gain or loss is ever recognized with trade-ins. 

It is only necessary to delete the traded-in asset. The new asset tag will automatically feed from 

AP; however, it is necessary to add to the amount fed from AP any amount received for the 



trade-in of the old asset. Contact the Executive Director of Capital Assets to make the 

appropriate adjustment to the new asset. 

The following is an example: 

Original cost of old trade-in equipment was $7,000 

Amount being given for trade-in of old equipment is $1,500 

Additional outlay of new replacement equipment is $8,000 

1) Delete the old trade-in equipment in Banner 

2) The cost of the new equipment will be generated through the Banner AP at the 

additional outlay amount of $8,000. 

Once the new equipment is converted in Banner, the amount should be changed from $8,000 to 

$9,500 on Banner Form FFAADJF. The Executive Director of Capital Assets and Debt 

Accounting will make the adjustment. 

D. Reconciliation 

A reconciliation is performed monthly for the College-wide fixed asset system in Banner. This 

reconciliation is performed by the Executive Director of Capital Assets and Debt Accounting.   

E. Correction of Approved Assets in FFX 

If any corrections are needed on an asset already in Banner, contact the Executive Director of 

Capital Assets. This does not include changes to the asset record, such as; the description, 

custodian, equipment manager, location or title to. This type of correction can be accomplished 

with the Banner FFATRAN or FFAMAST forms. For these types of changes and corrections, the 

paper Transfer Form is not required; however, the regions can choose to use the form as an 

additional method of tracking the changes made in Banner. Any change to an asset record must 

be done in a timely manner in order to maintain the ability to track assets. Additionally, regions 

need to create procedures that will allow for the timely update of assets in Banner records 

anytime an employee leaves the college, equipment is moved from one location to another, or the 

Equipment Manager changes, such as a change to the EDF position. 

  



F. Assets Discovered that Should be Added to Banner 

On occasion, an asset not in the Banner fixed asset system will need to be added for tracking 

purposes. For these instances, contact the Executive Director of Capital Assets and Debt 

Accounting for guidance. 

IV. Policy for Off-Campus Usage of Property 

A. Reason for the Policy 

With today’s mobile workplace, concerns regarding the proper use of property owned by the 

College or other property for which the College is responsible, particularly as that use may 

involve removing such property from authorized College locations. The College wants to support 

faculty and staff in carrying out their work while meeting its obligation to be responsible for the 

proper use, care, and preservation of such property. It is in this context that the following policy 

has been prepared for the Ivy Tech Community College of Indiana. 

B. Policy and Procedure 

1) All property that is owned by the College, or for which the College is responsible, is to be 

used only for College purposes. 

2) Responsibility for College property rests with Department Chairpersons, Directors, and 

Managers of the various locations or individual accounts. Property is charged to the specified 

account upon acquisition and is reconciled by a College-wide physical inventory every two 

years. As a general policy, College property will not be removed from authorized locations. 

However, there are instances in which it would be advantageous to allow faculty, staff, or 

students to remove the property for off-campus usage. 

3) Should it be necessary in the performance of College duties for a faculty member, staff 

member, or student to remove such property from authorized College locations, the following 

requirements must be met. 

a) Such property must be used for College purposes. 

b) Any person removing such property from authorized locations assumes the 

responsibility for seeing that appropriate care is taken in its transportation and security 

and that such property is returned in satisfactory working condition. The person may be 

liable for the replacement or repair costs of any property not so returned. 



c) Approval to remove property not assigned to an employee from authorized locations 

must be secured from the immediate supervisor if the period is for one week or less. The 

Off Campus Equipment Use Authorization Form (found on the Forms Tab on the 

Infonet) should be completed. This authorization shall be maintained in the office of the 

immediate supervisor. 

d) Note that the top half of the form is completed for a period of one week or less. 

Property shall be returned to its normal College location as soon as possible, ordinarily 

within one week, unless a more extended period is specifically approved. For periods of 

more than one week, approval from the immediate supervisor is required. The Off 

Campus Equipment Use Authorization Form should be completed. Also, the Off Campus 

Equipment Use Authorization Form will be sent to the Executive Director of Finance for 

review and then submitted to the Fixed Asset Coordinator. The Fixed Asset Coordinator 

will then update the Custodian for the asset in the Banner fixed asset system. This review 

by the Executive Director of Finance can be designated to the Business Office Supervisor 

or Director of Facilities. 

4) In the event of the extended absence of an individual who has property off-campus, the 

property will be returned to the authorized location prior to departure. 

5) All such property removed from authorized College locations shall be subject to the 

immediate recall by the College at any time. 

6) In order to implement the policy, each departmental chair or supervisor shall identify such 

property items that are currently away from their normal College locations, ascertain their 

temporary location, and either approve their continued use away from the College or have them 

returned. This inventory and approval should be completed no later than June 01 of each even-

numbered year. 

V. Sales or Disposal of College Property or Materials 

A. Unrestricted Funds Property Disposition 

Disposal - Items other than those purchased with restricted funds are to be disposed of according 

to the manner prescribed below. Disposal is to be coordinated by both the Regional Fixed Asset 

Coordinator and the Executive Director of Finance to ensure that both inventory and 

accounting records are properly updated. 



Sales of any College property or materials must be reviewed and approved by appropriate 

College staff. Disposition requires the same signature authorization as is currently required for 

purchasing (see Section J). The amount used to determine the required signature authorizations 

will be based on the higher of the depreciated value or the estimated market value of the asset 

being disposed of. The Banner Fixed Asset Delete Form must contain the appropriate signatures 

and be retained in the business office files for a minimum of three years. The Banner Fixed Asset 

Delete Form can be found in the Forms Section of the Infonet. 

After appropriate approvals/signatures are obtained, certain items (2) and (3) are to be offered to 

all other College sites prior to disposal or sale. 

1) Items that are obviously broken and beyond repair, or the repair cannot be justified because of 

the age or condition of the equipment, may be disposed of with the agreement of the Custodian 

and the Executive Director of Finance. Sufficient documentation must exist to answer any 

questions regarding such a disposition. Notice to other regions is not required. Usable parts (if 

any) should be removed from the equipment prior to disposal. It should be noted, no computers 

are to be sold with the hard drive. All hard drives must be removed and destroyed prior to 

disposal or sale. 

a) Rather than immediate disposal, it may be in the region's interest to have a "Yard Sale" 

once a year to see if any money can be raised for the equipment in "junk" or "poor" 

condition noted above. 

b) Care should be taken when selling a piece of equipment to a faculty or staff member 

who may have been involved in determining if the equipment was technologically current 

or operational. There may be the possibility or appear to be the possibility of a conflict of 

interest. (The Executive Director of Finance is responsible for assuring that sufficient 

documentation exists to answer any questions regarding such disposition.) 

2) Items that are broken/obsolete but can be repaired at a reasonable cost, or are still in working 

condition must be advertised to the other regions. Notice may be sent to other regions, as well as 

posted on Ivy News notifying the faculty, staff and students of the items for sale. 

3) Items that are still operational and in fair or good working condition must be advertised to the 

regions for a period of not less than one week. If there are no internal bidders, any item with an 

acquisition or donated value of $5,000 or more and a depreciated value of $1,000 or more may 

be advertised in addition to posting on campus. One week should elapse before the sale of the 

equipment. 



4) Another option for sale of surplus or obsolete property is using Craigslist or EBay. This option 

can occur only after the assets are offered to other regions and staff. 

When assets are offered for sale, the following procedures will apply: 

a) The sales price is determined by those knowledgeable of the assets value and 

authorized by the Executive Director of Finance. This would include the regional 

facilities office, regional fixed asset coordinator, and custodial department. Items may be 

offered on a fixed price basis on Craigslist or on a negotiable price basis on EBay. If 

using a negotiable price, a bottom line amount should be determined. Only the EDF has 

the authority to vary or negotiate the sales price. 

b) No individual involved with the determination of asset obsolescence or price can 

purchase an asset offered for sale regardless of the method of sale used. 

c) If using Craigslist, an account in the College’s name must be established. Payment can 

be made by cash, cashier’s check, money order, wire transfer or credit card. If personal 

checks are used for an item, the College will hold the items for 10 working days or until 

the check has cleared, whichever is sooner. 

d) If using EBay, an account in the College’s name must be established. Payment can be 

made by credit card or wire transfer. 

e) All payments must be processed through the Business Office. Once the payment is 

processed, the buyer will be issued a receipt. 

f) No current employees will be granted any benefit or opportunity not granted the 

general public in acquisition of the assets through the disposal process. 

g) All assets are conveyed “AS IS” with no warranty, express or implied, of 

merchantability or fitness for a particular purpose, or with any other warranties or 

guarantees. A purchaser or disappointed bidder will have no recourse against Ivy Tech 

Community College, or any of their officers, employees or agents. All sales will be final. 

h) Assets sold through Craigslist must be picked up at the College. 

i) Assets sold through EBay, will be shipped or can be picked up in person at the College. 

It should be documented in the posting what shipping charges will be and that the 

shipping charges will be paid by the buyer. 



j) All payments received for assets sold following this policy, will be posted to other 

income after deducting all fees involved with the sale. 

k) Items will be held in a secure location until picked up by purchaser. 

If item is picked up in person, the individual will provide ID to verify that the item is 

being given to proper individual. The purchaser must also sign a receipt indicating they 

picked the item up in person. Once all the alternatives noted above have been exhausted 

to dispose of items, and all appropriate documentation is on file to ensure proper 

procedures have been followed, the items may be discarded. All computer related 

equipment need to follow set guidelines for disposal as outlined below. 

5) Information and Instructional Technology Property Disposition 

The College’s non-academic information and instructional technology department shall handle 

disposal of all informational or instructional technology assets across the organization regardless 

of residual value. Such disposal is to be a coordinated effort between the following entities to 

ensure that both inventory and accounting records are properly updated: 

• Regional IT leadership acting with direct authority over the regional information and 

instructional technology assets 

• Regional Inventory Manager/Site Inventory Coordinator 

• OIT Asset Coordinator 

• Executive Director of Capital Assets from the Office of the President 

Disposal of technology-related assets shall be in accordance with College data integrity and IT 

security standards, and shall involve data destruction through either software and/or physical 

methodologies prior to release to any non-Ivy Tech entity. 

The following methodologies, philosophies and strategies shall guide the disposal of assets 

covered under this policy: 

a) Disposal that seeks to maximize the value of the technology asset or component and minimize 

the disposal effort. 

b) Disposal through non-profit charity or donation methods 

c) Disposal at the lowest cost where the disposal source promotes corporate social responsibility 

such as green recycling, landfill diversion, and improving the quality of life in the local 

communities the College serves. 



d) If an asset is sold to another region, a journal entry will be processed for the transferred assets. 

See Transfer of Asset instructions in Section B, above. All payments made to the College are to 

be given to the regional business office for deposit into account code 1813 OTH INC Sale of 

Equipment. 

B. Policy and Procedure 

 

It is a regional responsibility to properly dispose of any equipment acquired with restricted 

funds. As grants and contracts are funded, copies of applicable regulations should be obtained 

and retained for future reference at the time of disposition. For all equipment acquired with grant 

or other restricted funds, you must contact Sponsored Program Accounting prior to disposition or 

trade-in. Many grants and private contracts have equipment restrictions. Sponsored Program 

Accounting can provide guidance for the disposition of these assets. 

 

 


