
 

Memorandum 

 
 

 

TO:     Distribution List 

FROM:     Paul McCulla, County Administrator     

DATE:     August 11, 2017 

RE:     Minutes of the July 24, 2017 Finance Committee Meeting  

 
Committee Members present: Ms. Mary Leigh McDaniel and Mr. Chris Granger 

The Finance Committee met on July 24, 2017 at 10:00 a.m. in the Warren Green Building, 2nd Floor Conference Room.  
This document reflects the official minutes of that meeting. 

Reports 

County Treasurer’s Report: The report on Delinquent Tax Collections was presented to the Committee for their 
consideration.  June delinquent balances were $1,783,900 for Personal Property and $2,366,089 for Real Estate.  

County Attorney’s Report: Tracy Gallehr, Deputy County Attorney, presented the County Attorney’s report to the 
Committee for their consideration. 

Health Insurance Fund Report: The May Health Insurance was presented to the Committee for their consideration.   

Management and Budget  

1. Revenue Report – The revenue report was presented to the Committee for their consideration. 

2. Budget Action Report – Items were approved as presented.  

3. Contingency Reserve Update – Items were approved as presented.  

4. Grant Items – No new items were presented.  

Action Items  

     

Discussion Items 

1. Revisions to the Capital Asset Policy were discussed.  The Committee unanimously recommended moving 

this item to the August consent agenda for consideration of the full BOS. 

2. New pedestrian signs for Marshall were discussed.  This item was approved to be added to the Budget     
Action and Contingency Reserve reports.  

   

 
 

 
 











FAUQUIER COUNTY GOVERNMENT AND FAUQUIER COUNTY PUBLIC SCHOOLS 
JOINT FINANCE COMMITTEES HEALTH INSURANCE UPDATE 
Report Data as of May 2017 
 
FY 2017 Budget Update: 
Year-to-date expenses from the Health Insurance Fund (the Fund) are at $27,509,294 compared with 
$25,681,444 at the same time last year.  This represents an increase of 7.1% over the prior year, consistent 
with April’s year-over-year increase of 7.1%.   
 
May medical claims were $1,858,018 and prescription claims were $487,084 for an actual total claims 
paid of $2,345,102. The top three high cost claimant conditions for the plan year remain the same as last 
month and are Sepsis, Fracture of the Lumbar Spine and Fracture and Myasthenia Grovis Myoneural D/O 
(neuromuscular disease). We have received stop loss credit of $1,131,416 and a prescription drug rebate 
of $156,554 for the plan year. 
 
In comparison to the FY 2017 budget, expenses are running at approximately 104.2% of budget through 
May 2017. When adjusted for revenue trends and the Fund’s performance overall, the fund is running at 
approximately 103.4% of budget. The Fund began FY 2017 with a reserve balance of $8,014,749 or 
$975,924 over the FY 2017 reserve requirement of $7,038,825. 
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Finance Committee Budget Action Report 

July 24, 2017 

 

Budget Actions Summary – FY 2018 

Supplemental Appropriations General Fund $38,500 

 

Requesting 

Department 
Description Amount 

Category 
Action/Explanation 

From To 

   Consent Agenda  

FY 2018      

Agricultural 

Development 

Regional Food Port 

Feasibility Study Grant 
$38,500 

Federal 

Revenue 

Agricultural 

Development 

Accepts and appropriates $38,500 in 

Federal funding in support of the 

Rural Business Development Grant 

awarded by the United States 

Department of Agriculture (USDA). 

This grant will partially fund a 

regional food port feasibility study, 

as indicated at application. The 

department is seeking additional 

grant funding and received 

commitment of match contributions 

from other partner localities. There is 

no local match for this grant. 
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Highlights of Proposed Changes to the Capital Asset Policy 
 

Overall  
1. Formatted to be in line with formatting of Petty Cash Policy. 
2. Sections re-ordered for better flow. 

Purpose 
1. Streamlined to include points from the former Policy Statement section. Policy 

statement section eliminated. 
2. Added to language to the objectives to address the Property Standards of the 

Uniform Administrative Requirements for Federal Awards. 

Scope 
1. Included language to address grants that may impose restrictions that differ 

from the policy.  

Definition of Terms and Forms 
1. Definitions of Terms- Updated heading to include Forms 
2. Added the following terms and definitions: Capital Asset Inventory, Capital 

Asset Inventory Listing, Department,  Easements, Right of Way, Software 
Licenses as categories of intangible assets, Proffered Assets, and Vehicle 
Donation Form 

Procedures 
A. Accounting and Reporting for Capital Assets and Projects  

1. Assets purchased with state and Federal Funds will be tracked 
regardless of capitalization threshold. 

2. Property Standards of the Uniform Administrative Requirements for 
Federal Awards. 

3. Add paragraph on recording or depreciation and amortization for 
proprietary funds. 

B. Valuation of Capital Assets 
1. Organized by asset type: Purchased assets & Assets acquired by gift 

donation, or trade and added Appendix A for procedures for assets 
acquired by donation or trade transaction. Section includes guidelines 
for Vehicle donations and other asset donations.   

2. Listing of specific costs that can be capitalized 
3. Language excluding training, warranties, and maintenance agreements 

from capitalization.  
C. Valuation of Capital Projects- entire section added to the policy 

1. Outlines the stages of a capital project, provides examples of the types 
of costs, and whether they will be capitalized or expensed.  

D. Thresholds for Capitalization 
1. Added chart to address useful life and thresholds for tangible assets, 

intangible assets (software licenses and easements), and capital projects. 
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2. Threshold for tangible assets increased from $5,000 per individual item 
to $10,000 per individual item. 

3. Threshold established for easements of $100,000. 
4. Threshold for capital projects increased from $50,000 to $100,000. 

 
E. Asset Impairment 

1. Formatting changes 
 

F. Estimated Useful Life and Depreciation/ Amortization Method  
1. Vehicles- automobiles, vans, and motorized equipment updated to useful 

life of 5 years for consistency.  Previous policy specified a range of 3-12 
years. 

2. Vehicles- school buses and trucks updated to useful life of 10 years for 
consistency. Previous policy specified a range of 3-12 years.  

 

Roles and Responsibilities 
A. Department 

1. Formatting and wording changes 
B. Finance Department 

1. Added “Perform physical inventory or inspection of assets on a selected 
basis.” 

2. Added “Perform inspection of assets purchased with Federal funds on at 
least a biennial basis.” 
 

Appendices- NEW- Added to the policy 
 Appendix A: Procedures for Assets acquired by gift, donation, or proffer  

 Instructions and Form for Vehicle Donations 
 Instructions and Form for Donations (Other Assets) 

 Appendix B: Capital Asset Maintenance Form and Instructions 
1. Form in pdf format rather than in Microsoft Word. 
2. Separates purchase additions from donations and proffers. 
3. Separated lines for transfers to and from.  
4. Instructions update to reflect changes in the form. 
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I. Purpose 

 
The purpose of this policy is to provide general guidance for the proper recording 
and financial reporting of capital assets.  This policy sets forth responsibility for the 
custody and use of specific assets, and the accounting requirements to accumulate 
and report essential data, including the computation of depreciation and amortization, 
when necessary.   
 
Such guidance is intended to provide a reasonable assurance that capital assets are 
properly accounted for and safeguarded. 

 
This policy is intended to ensure the following objectives:  

 
 The investment of public funds in capital assets are adequately defined and 

consistently implemented. 
 Capital assets are properly accounted for and reported in the financial 

statements as mandated by the Code of Virginia.   
 Capital assets are accounted for and reported in accordance with generally 

accepted accounting principles (“GAAP”) and all applicable Governmental 
Accounting Standards Board (GASB) Statements.  

 Capital assets properly adhere to the Property Standards of Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards (Title 2, Code of Federal Regulations, Part 200 (2 CFR 200). 

 Standards of control are established and maintained to minimize the risk of 
loss or misuse.  
 

This policy is reviewed annually to ensure that it is current and meets the outlined 
objectives. 

 
II. Scope 

 
This policy applies to the Fauquier County Government and Public Schools and all 
departments. For the purposes of this policy, departments include constitutional 
offices, agencies, individual schools, associated programs, and grants with assets that 
meet the criteria herein. 
 

Finance Department Policy 
Fauquier County, Virginia 

 
 
Policy Title: Capital Assets Effective Date:  09/01/2017
Section No.: Finance Department –FD-2   
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Certain grants may impose restrictions that differ from this policy.  In such instances, 
standards required by the grant will be applied in treatment of the asset(s) or capital 
project(s).  
 

III. Definitions of Terms and Forms 
 
Amortization – The systematic allocation of the cost of an intangible asset over its 
useful life. 
 
Capital Asset – Land, improvements to land, easements, buildings, building 
improvements, vehicles, machinery, equipment, works of art and historical treasures, 
infrastructure, and all other tangible or intangible assets that are used in operations 
and that have initial useful lives extending beyond a single reporting period.   
 
Capital Asset Donation Form – Form completed upon acceptance of a donation of 
capital assets from a party external to the County and Schools. See Appendix A. 

 
Capital Asset Inventory – The annual process whereby departments, agencies and 
schools verify the existence of capital assets in a given location or related to a given 
department and report to the Finance Department.  
 
Capital Asset Inventory Listing – A listing of capital assets from the accounting 
system’s Capital Asset Module.  

 
Capital Asset Maintenance Form – Form completed on an annual basis by 
departments to report additions (purchases and donations), deletions, and transfers 
of capital assets to the Finance Department. See Appendix B. 
 
Capital Outlay – The acquisition of tangible personal property items including, but 
not limited to, furniture, equipment, and vehicles which meet the established criteria 
for a capital asset.  
 
Capital Projects – Refers to the acquisition or construction of major capital 
equipment or facilities that are typically accounted for in a separate capital project or 
asset replacement fund. 
 
Capitalization Threshold – The dollar value at which a government elects to 
capitalize tangible or intangible assets.  
 
Capitalized Costs – The cost of an asset and any other expenses necessary to place 
the asset in service. 
 
Department – Department refers to Fauquier County departments, agencies, 
constitutional offices and Fauquier County Public Schools departments, offices and 
individual schools.  
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Depreciation – The systematic allocation of the cost of a tangible asset over its useful 
life. 
 
Impairment – A significant, unexpected decline in the service utility of a capital asset.   
 
Intangible Asset – A nonfinancial asset that lacks physical substance, has an initial 
useful life that extends beyond a single reporting period, and provides present service 
capacity. Examples of intangible assets include:  

 
Easements – Interests in land owned by another that entitles its holder to the 
right to use the land for a specific or limited purpose. Right of way is a type of 
easement in which fee simple title is obtained, defined as an absolute estate in 
perpetuity, in which the owner is entitled to the entire property, with 
unconditional power of disposition. 

 
Software Licenses – The right to use one or more copies of software or an 
application without violating copyrights.  

 
Internally Generated Intangible Capital Assets – Intangible capital assets that are 
either 1) created or produced by the government itself or by an entity contracted by 
the government; or 2) acquired from a third party, but require more than minimal 
incremental effort on the part of the government to begin to achieve the expected 
level of service capacity.  
 
Operating Costs – Expenditures for goods or services that do not meet the threshold 
established for capital assets and are not capitalized. These costs include 
expenditures for maintenance and repairs that do not appreciably add to the value of 
the asset or materially extend the useful life of the asset.   
 
Present Service Capacity – An asset’s existing capability to enable the government 
to provide services, which in turn enables the government to fulfill its mission. 
 
Proffered Assets – Cash or other tangible assets offered for donation by property 
owners at the time of (re)zoning to help defray the capital facilities costs associated 
with the resultant development.  
 
Useful Life – The estimated period during which a capital asset provides service. 
 
Vehicle Donation Form – Form completed upon acceptance of a donation of a motor 
vehicle (including automobiles, planes, boats, etc.) from a party external to the 
County and Schools. This form captures important information to be transmitted to 
the Internal Revenue Service and therefore must be completed for each motor vehicle 
donation. See Appendix A. 
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IV. Procedures 
 
A. Internal Controls 

 
All departments shall establish and maintain internal controls over long-term 
assets to provide reasonable assurance of effective and efficient operations, 
reliable financial reporting and compliance with applicable laws and 
regulations.  The major objective of internal controls over long-term assets is 
accountability.  Departments should have procedures in place to ensure the 
following:  
 

1. Capital assets are adequately safeguarded from loss or theft. 
2. Adequate documentation is maintained to support the cost of the assets. 
3. Proper approvals are used for acquisitions and dispositions. 
4. Physical inventories are taken annually and reported to the Finance 

Department on the Capital Asset Maintenance Form.  
5. Proper segregation of duties is in place. 

 
B. Accounting and Reporting Capital Assets and Projects 

 
Capital assets and projects may be funded by local, state and/or Federal revenue 
sources, acquired through donation, trade transaction, or be purchased with 
proceeds from a debt transaction or capital lease.  
 
Assets acquired with state and Federal awards and grants will be tracked in the 
capital asset module regardless of capitalization thresholds outlined in Section 
E.  These assets should be handled in accordance with property standards 
outlined in the Uniform Administrative Requirements, Cost Principles and 
Audit Requirements for Federal Awards 2 CFR Section 200 paragraphs 
200.310-200.316:  

 
1. Title for real property and equipment acquired or improved with 

Federal awards will vest with the County or Schools. Title for federally-
owned and exempt property remains vested with the Federal 
government.  

2. Insurance coverage for real property and equipment acquired with 
Federal funds must at a minimum be equivalent to that of other property 
owned by the County.  

3. Real property will be used for the originally authorized purpose as   long 
as needed for that purpose. 

4. Instructions for disposition of real property must be obtained from the 
Federal awarding or pass through agency.  

 
Works of art, historical treasures, and similar assets shall be capitalized and 
depreciated unless the Fauquier County Board of Supervisors or the Fauquier 
County School Board (as appropriate) affirm by resolution, all of the following:  
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1. The asset(s) will be held for public exhibition, education, or research in 

furtherance of public service, rather than for financial gain; 
2. The asset(s) will be protected, kept, unencumbered, cared for, and 

preserved; 
3. Upon disposal of the asset(s), proceeds from the disposal shall be used 

solely for acquisition of other similar works of art, historical treasures 
or other similar assets or collections. 

 
In accordance with GAAP, capital assets will be budgeted and expended in the 
appropriate operating fund using a capital outlay object code (8000 series) 
unless there is a compelling reason to use the Capital Improvement Fund (CIP) 
or the appropriate Asset Replacement Fund.   
 
Capital projects, except those related to proprietary activities, shall be 
budgeted, expended and reported in the CIP or the appropriate Asset 
Replacement Fund.  Expenditures are assigned the appropriate function 
account code as defined in the state Chart of Accounts.  
 
Capital asset activity and related depreciation and amortization for the County 
and Schools will be recorded annually in the Capital Asset Account Group 
funds upon completion of each fiscal year. 
  
Proprietary fund capital assets and related depreciation and amortization shall 
be recorded directly into those funds.   Additions and deletions of capital assets 
shall be maintained as they occur to safeguard the property from unauthorized 
use or loss. 

 
C. Valuation of Capital Assets 

 
1. Purchased Assets – Capital assets purchased by the County and Schools 

shall be reported at historical costs (original cost when acquired). The cost 
of a capital asset should include ancillary charges necessary to place the 
asset into its intended location and condition for use. Items to include in the 
cost of a capital asset are as follows:  
 
a. Original contract or invoice price  
b. Freight and transportation charges  
c. Import duties  
d. Handling and storage charges  
e. In-transit insurance charges  
f. Installation charges  
g. Charges for testing and preparation for use  
h. Costs of reconditioning used items when purchased  
i. Parts and labor associated with the construction of equipment  
j. Site preparation costs  
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k. Professional fees  
l. Capitalized interest should be included in the cost of a proprietary 

fund asset when it meets the criteria of Financial Accounting Standard 
Board No. 62. 
 

Costs of extended warranties, training, and maintenance agreements, which 
can be separately identified from the cost of the equipment, shall not be 
capitalized. 

 
2. Assets acquired by donation or trade transaction – Assets acquired by 

donation, or trade transaction shall be recorded at the fair market value on 
the date of the transaction.  If the fair market value of an item already in 
service is unavailable at the time of capitalization, then the current 
estimated replacement cost shall be used. Both fair market value and 
current estimated replacement cost are subject to the capitalization 
thresholds detailed in this section. 
 
Procedures for assets acquired by donation are in Appendix A and B of this 
policy. All asset donations must be handled in accordance with these 
procedures to ensure compliance with Internal Revenue Service code and 
requirements.  
 

D. Valuation of Capital Projects 
 
1. Only costs directly identified with the project may be capitalized. Costs 

incurred for capital projects are classified into four stages: 
 
a. Preliminary – Exploration of opportunities for acquisition or 

construction are conducted 
b. Pre-Acquisition/Construction  – Acquisition/construction is probable 

(board approval and/or appropriation of funding)  
c. Acquisition/Construction – Acquisition has occurred and/or 

construction has commenced or is in progress.  
d. In-service – Asset is substantially complete and has been placed in 

service.  
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Stage Typical Activities Accounting for Costs 

Preliminary 

 consideration of 
alternatives; 

 feasibility studies; 
 utilities analysis; 
 scope development; 
 preliminary estimates 

Expense 

Pre-
Acquisition/ 
Construction 

 planning and design; 
 architectural/engineering; 
 legal; 
 closing costs; 
 titling; 
 appraisal fees; 
 surveying/site 

preparation/demolition; 
 scope definitions; 
 soil testing; 
  vendor selection 

Capitalize 

Acquisition/ 
Construction 

 project management; 
 construction; 
 utility expansion; 
 insurance premiums 

during construction; 
 initial furnishing/fixtures 

Capitalize 

In Service 

 maintenance and repairs; 
 upgrades/improvements 

Expense:  Repairs and 
maintenance that do not 
increase the useful life 
of the asset. 
Capitalize:  Additional 
components, upgrades 
and renovations that 
increase the useful life 
and/or service capacity 
of the asset. 
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E. Thresholds for Capitalization  
 

1. Expenditures for assets that have an initial useful life greater than a single 
reporting period shall be capitalized according to the following thresholds:  

 
 Useful Life Threshold 
Tangible assets  Greater than a single 

reporting period 
$10,000 and greater per 
individual asset.  

Intangible assets 
Software licenses 
and applications 

Greater than a single 
reporting period 

$50,000 and greater per 
program/application or for 
licenses purchased en mass. 

Intangible assets- 
Easements 

Greater than a single 
reporting period 

$100,000 and greater per 
easement. 

Capital projects At least 10 years $100,000 and greater. 
  
2. Asset purchases below the thresholds shall be recognized as operating 

expenses. 
 
  
F. Estimated Useful Life and Depreciation/Amortization Method 

 
1. The estimated useful life of an asset is the period during which a capital 

asset provides service.  Fauquier County follows the Government Finance 
Officers Association recommended practice of estimating the useful lives 
of capital assets by taking into account the following factors:   

 
a. Quality – Similar assets may differ substantially in quality (and 

hence their useful lives) because of differences in materials, design, 
and workmanship. 

b. Application – The useful life of a given type of capital asset may 
vary significantly depending upon its intended use. 

c. Environment – Environmental differences among governments can 
have an important impact on the useful lives of their respective 
capital assets.   
 

2. Life estimates are required for all classes except land, intangible assets that 
have indefinite useful lives, works of art, historical treasures, and similar 
assets exempt from capitalization. Land use rights acquired in a transaction 
that did not involve the underlying property should be reported as 
intangible assets, if they meet such description. 
    

3. Industry guidelines are used to estimate useful lives of capital assets. Any 
extended life resulting from a major change in the asset unit is specified at 
the time of the change. Upgrades and renovations must add to the useful 
life of the original asset, if capitalized as part of a larger asset. 
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4. The following useful life guidelines apply to the primary asset classes: 
 

Asset Class Years 
Buildings and improvements 40 – 45 
Infrastructure 15 – 50 
Machinery and equipment 5 – 15 
Vehicles - automobiles, vans, motorized 
equipment 5 
Vehicles - buses and trucks 10 
Intangible assets 3 – 5 

 
5. Depreciation and amortization are calculated and recorded annually to 

allocate the expense associated with the acquisition of an asset over its 
estimated useful life, except for assets that have an indefinite useful life.  
The method used is the straight line method with the modified half-year 
convention.     

 
G. Asset Impairment 
 

1. Each department shall be responsible for reporting asset impairments to the 
Finance Department.  A capital asset is considered impaired when its useful 
life/service utility has declined significantly and unexpectedly.   
 

2. Capital asset impairments most often result from one of the following 
events or changes in circumstances: 

 
a. Physical damage where action would be needed to restore lost service 

utility 
b. Changes in laws, regulations, or other environmental factors that 

negatively affect service utility 
c. Technological developments that negatively affect service utility, or 

evidence of obsolescence 
d. A change in the manner or duration of use of a capital asset that 

negatively affects its service utility 
e. Stoppage of construction 
f. Stoppage of development (for internally generated intangible assets) 

 
3. Temporary declines in service utility would not constitute impairment.  The 

definition of impairment requires that the change in service utility be both 
significant and unexpected.  Upon determination that an asset is impaired, 
an estimate of the percentage of lost service utility shall be provided to the 
Finance Department so that a corresponding reduction in the asset’s book 
value may be recorded. 

 
 
 



 

12 

 

V. Roles and Responsibilities 
 
A. Departments 

 
1. Verify the location and service capability of the department’s capital assets 

annually. 
 

2. Report any significant and unexpected decline in the useful life or service 
utility of an asset to the Finance Department. 

 
3. Report any changes in assets (additions, deletions, transfers) on the Capital 

Asset Maintenance Form (Appendix B) annually to the Finance 
Department.  

 
B. Finance Department  

 
1. Record acquisition of assets, deletions, and transfers from purchase orders, 

accounts payable records, and information provided by departments. 
 
2. Conduct an annual inventory to accurately account for all capital assets. 
 
3. Perform physical inventory and inspection of assets on a selected basis. 
 
4. Perform inspection of assets purchased with Federal funds on at least a 

biennial basis.  
 
5. Compute and record depreciation and amortization expense annually for 

the County and Schools in their respective general ledger codes.  
 
6. Reduce the book value of impaired assets as necessary. 
 
7. Comply with the requirements of the Virginia Auditor of Public Accounts, 

federal and state grants, and GAAP as prescribed by this policy. 
 
8. Report annual depreciation and amortization expense and book value of 

capital assets in the Comprehensive Annual Financial Report. 
 

9. Furnish appropriate IRS tax forms and letters of acknowledgement to 
donors or donor organizations who provide donations to County 
departments.  
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Appendix A: Instructions and forms for capital assets acquired by gift or donation 
 

A. Assets acquired by gift or donation  
 

1. Motor Vehicles:  The donation of motor vehicles has tax implications for the 
donor and reporting requirements to the Internal Revenue Service for the 
donee. The Vehicle Donation Form must be completed at the time of the 
donations and forwarded to the Accounts Payable Manager for preparation 
of IRS Form 1098C and timely filing to the IRS.  
 

2. All Other Capital Assets:  Donations of real property must be approved and 
accepted by the Fauquier County Board of Supervisors or the Fauquier 
County School Board pursuant §15.2-1803 of the Code of Virginia.  

 
Donations of capital assets that have an acquisition value above the 
capitalization threshold must also be approved and accepted by the 
appropriate governing body.  

 
The Fauquier County Grant Management policy provides additional 
procedures for handling donations to the County.  Please refer to the Grant 
Management Policy when considering donations.  
 
The Capital Asset Donation Form must be completed and a copy provided to 
the Finance Department to ensure update to the Capital Asset module in the 
Bright accounting system.  
 
The Finance department shall prepare and send a letter acknowledging receipt 
of the donation in accordance with IRS guidelines to furnish to the donor. A 
copy shall be provided to the department receiving the donated assts. The 
letter shall include: 

 
 Donor or donor organization 
 Date of the donation 
 Description (but not value) of the donated capital assets 

NOTE: The value and requirement to substantiate the value of assets donated are 
the responsibility of the donor or donor organization. Values of donated items are 
to be determined with no guidance or assistance from County or School division 
personnel.  

 The statement that no goods or services were exchanged for the 
donation.  
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Instructions for the Vehicle Donation Form  

 
1. Complete the Vehicle Donation Form for all vehicle donations regardless of value at 

the time of donation. 

A. Donor Information: Complete the donor’s first and last name, address, and 
telephone number and email address. 
 

B. Vehicle Information: Enter the date of contribution, make, model, year, VIN 
#, odometer reading and claimed value of the vehicle donated.  

 
Claimed Value:  If the claimed value is more than $500, the donor must 
provide documentation, such as appraisal value from a reputable valuing 
company (e.g. Kelley Blue Book, NADA, etc.) that substantiates the 
claimed value AND complete IRS Form W-9, Request for Tax Payer 
Identification Number.  

 
Staff Use Only:  Enter information on how the vehicle will be used, 
whether goods or services were exchanged for the vehicle, or if the 
vehicle will be sold.  
 

C. Acknowledgement of Receipt and Donation:  Both the staff member 
receiving the donated vehicle and the donor must read, sign and date the 
acknowledgement statements.  
 

2. Collect the following from the Donor:  
a. Title: signed over to Fauquier County Board of Supervisors or Fauquier 

County School Board. 
 

b. For vehicles with claimed value over $500: Documentation regarding the 
value of the vehicle AND IRS Form W-9, Request for Taxpayer 
Identification Number and Certification. 

3.  Copy the form and provide a copy to the donor as documentation of their donation. 
Forward the original Vehicle Donation Form, and if applicable, documentation 
substantiating value and IRS form W-9 within seven (7) days to the Finance 
Department, Attention: Accounts Payable Manager.  
 

4. The Accounts Payable Manager will review the Vehicle Donation Form and 
documentation. For donations with tax consequences, the Accounts Payable 
Manager will prepare IRS Form 1098C, mail a copy to the donor within 30 days of 
the contribution, and submit it to the IRS according to its deadline.  A copy will be 
kept on file in the Finance department for seven (7) years.  



  
FAUQUIER COUNTY GOVERNMENT & PUBLIC SCHOOLS   

VEHICLE DONATION FORM

Revised 1/6/2017

STAFF USE ONLY

If sold, please enter proceeds:

If YES, value of goods/services received:

If, YES please describe the goods and services

Title Number signed over

YES NOWere goods/services provided in exchange for the vehicle? 

For training/educational purposes Sold Other ( Please describe)How will the vehicle be used? 

VIN #

Donor's Claimed Value

Year

NOTE: If the claimed value is more than $500,  please complete form W-9 form 
and provide documentation substantiating the claimed value.   

Date of Contribution

SECTION B: VEHICLE INFORMATION

Odometer Reading

Make and Model

Title Number

Thank you for your donation to Fauquier County Government & Public Schools.  If tax forms are required, they will be furnished within 30 
days.

Receiving staff member Donor's Signature

I certify that I have legal rights to the property donated to Fauquier 
County Government and Public Schools and that I am responsible for 
substantiating the claimed value of the  donated vehicle noted on this 
form.

I have received and examined the donated property and have collected 
the appropriate documentation in accordance with the requirements of  
form.

SECTION C: ACKNOWLEDGEMENT OF RECEIPT AND DONATION OF VEHICLE 

Date Date

SECTION A: DONOR INFORMATION

Email address
Address

Telephone # Donor's First and Last Name
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Instructions for the Capital Asset Donation Form 

 

1. Complete the Donation form at the time of donation. Please ensure that the capital 
assets being donated are above the capitalization threshold noted in Section E o f this 
policy. Enter the department receiving the donation, the fiscal year, and the contact 
person within the department.    
 

A. Donor, Address, Phone, and Email: The donor should complete or provide 
the information to complete this portion of the form.  
 

B. Description of Capital Assets Donated: A description of the capital assets 
donated should be listed.  The value should be the value of the asset at the 
date it is donated.   NOTE: It is the donor’s responsibility to determine the 
value of the items donated for any IRS reporting purposes.   

 
C. Acknowledgement of Receipt and Donation: Both the staff member receiving 

the donated assets and the donor must read, sign and date the 
acknowledgement statements.  
 

2. Copy the form and provide a copy to the donor as documentation of their donation.   
Forward the original Capital Asset Donation Form within seven (7) days to the 
Finance Department, Attention: Financial Services Division Chief.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 1/6/2017

  
FAUQUIER COUNTY GOVERNMENT & PUBLIC SCHOOLS   

CAPITAL ASSET DONATION FORM

Donor Name/Organization:

Email AddressPhone Number

Address

City State Zip Code

Country

Item Description of Capital Assets Donated Value at Acqusition

1

2

3

4

5

6

7

8

9

Total: 

SECTION B: DONATION

Thank you for your donation to Fauquier County Government & Public Schools.  No goods or services were given in return for your 
donation and your support is greatly appreciated.   Please maintain a copy of this form as documentation of receipt of  your donation.  

Donor's SignatureReceiving Staff Signature

I certify that I have legal rights to the property donated to Fauquier 
County Government and Public Schools and that I am responsible for 
substantiating any claimed value of the donated items noted on this 
form for IRS reporting purposes.

I have received and examined the donated property and have collected the 
appropriate documentation in accordance with the requirements of this 
form. To the best of my knowledge the above goods and/or services were 
donated in support of the  department and are allowable per the approved 
budget. 

SECTION C: ACKNOWLEDGEMENT OF RECEIPT AND DONATION

Date Date

Contact PersonFiscal YearDepartment

SECTION A: TO BE COMPLETED/PROVIDED BY THE DONOR

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00

 $0.00
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PAGE LEFT BLANK INTENTIONALLY 

 
Capital Asset Donation form will be inserted here. 
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Appendix B:  Instructions and Capital Asset Maintenance Form 

 
For each asset on the Capital Asset Inventory Listing: 
 

1. Verify the description and serial numbers for accuracy. If correction is needed, please 
note the correction on the listing or attach a separate page detailing changes to be 
made. 
 

2. Physically locate each asset and assess each asset’s service capability. 
 

3. Sign and date each page of the Capital Asset Inventory to indicate verification and 
assessment of the assets on the listing. (NOTE: Signed pages are required even if 
there have been no changes during the fiscal year).  
 

4. Complete, sign, and date the Capital Asset Maintenance Form for asset additions, 
deletions, and transfers. (NOTE: A signed form is required even if there have no 
changes during the fiscal year.  If there are no changes, please indicate so in the 
comments section of the form).  

 
A. Additions (purchases and  donations, including proffered capital assets)  

 
a. Description – Enter the description of the asset with sufficient detail 

(i.e. year, make, model, color). 
 

b. Serial # – Provide the serial number from the item itself. 
 

c.  Acquisition or Donation Date – Date the item was purchased or 
donated. 

 
d. Cost or Acquisition Value – For purchases, cost is the total cost of the 

asset purchased, including shipping & handling, set-up etc. For 
donations and proffers, acquisition value is the value of the asset at 
the date it is acquired.  Include documentation on acquisition value 
such as a letter or documentation from the donor specifying the stated 
value and how it was determined. 

 
e. Expenditure Code Charged – Expenditure account number the item 

was charged to.  
 

f. Donor – For donations, indicate the name of the donor.  
 

B. Transfers from another department 
 

g. Description – Enter the description of the asset with sufficient detail 
(i.e. year, make, model, color). 
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a. Asset # – Enter the asset number from the Capital Asset Inventory 
listing, if available. 

 
b. Transfer Date – Enter the date the asset was received.  

 
c. Cost – Enter the cost from the Capital Asset Inventory Listing, if 

available. 
 

d. Transferred from – Enter the name of the department transferring the 
asset.   

 
C. Deletions 

 
a. Description – Enter the description from the Capital Asset Inventory 

listing.  
 
b. Asset # – Enter the asset number from the Capital Asset Inventory 

Listing. 
 

c. Deletion Date – Specify the disposition date of the item. 
 
d. Proceeds from Sale – If asset was sold, provide documentation (i.e. 

check copy) on any amounts received from sale.  
 

e.  Reason for the deletion – Select the reason the asset needs to be 
removed from the module. Chose form the following reasons:    Sold, 
Obsolete/No longer in use, Damaged and unable to be repaired, 
Donated/Traded to external party, or Stolen. 

 
D. Transfers to another department 

 
a. Description – Enter the description on the Capital Asset Inventory 

listing. 
 

b. Asset # – Enter the asset number from the Capital Asset Inventory 
Listing. 

 
c. Transfer Date – Enter the date the asset was transferred.  
 
d. Cost – Enter the original cost from the Capital Asset Inventory 

Listing. 
 
e. Transferred to – Enter the name of the department receiving the asset. 
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E. Comments- Enter any comments or additional information regarding items 
listed in any of the sections of the form. If there are no changes during the 
fiscal year, enter No changes this fiscal year in the comment section.   

 
 

5. Sign, date, and return the form- Sign and date the form electronically or manually. 
Return the form (along with any supporting documentation) via email or mail to the 
Finance department by the deadline.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
FAUQUIER COUNTY GOVERNMENT & PUBLIC SCHOOLS   

CAPITAL ASSET MAINTENANCE FORM

Department Contact PersonFiscal Year   

Description Serial # Acquistion 
Date Cost Expenditure code charged

Purchases

 Donations/ Proffered Capital Assets

Description Serial # Donation 
Date

Value at 
Acquisition Donor

Transfers from another department

Description Asset # Transfer Date Cost Transfer from

Deletions

Description Asset # Deletion Date Proceeds from sale 
(if applicable) Reason for deletion

Transfers to another department

Description Asset # Transfer Date Cost Transfer to

Please attach documentation to support:  Purchases (PO and Invoice) and Donations (documentation that supports the value of the 
donation).

Signature Date/Time Field

Comments 




