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Purpose

To ensure the proper accounting of capital expenditures.

Policy

Capital budgets are to be approved by the Board of Directors for anticipated capital expenditures. Any capital expenditures not approved by the Board of Directors as part of a capital budget must be approved by the Executive Committee of the Board of Directors and the COO.

Capital expenditures are to be requisitioned using a Fixed Asset Requisition Form, to include appropriate descriptive detail for recording the purchase. The requisition is to be signed by the COO before submission to Accounts Payable for payment.

The purchase of single items costing more than $5,000 must have at least two bids. Said bids will be filed with the accounts payable records in the “bid file” for said purchase. Documentation in the bid file must include the following for each purchase filed:

1. Basis for contractor selection

2. Justification for lack of competition when competitive bids or offers are not obtained

3. Basis for award cost or price

The solicitation for these goods and services shall provide for the following:

1. A clear and accurate description of the technical requirements for the material, product or service to be procured. In competitive procurements, such a description shall not contain features which unduly restrict competition. 

2. Requirements which the bidder/offeror must fulfill and all other factors to be used in evaluating bids or proposals. 

3. A description, whenever practicable, of technical requirements in terms of functions to be performed or performance required, including the range of acceptable characteristics or minimum acceptable standards. 

4. The specific features of "brand name or equal" descriptions that bidders are required to meet when such items are included in the solicitation. 

5. The acceptance, to the extent practicable and economically feasible, of products and services dimensioned in the metric system of measurement. 

6. Preference, to the extent practicable and economically feasible, for products and services that conserve natural resources and protect the environment and are energy efficient.

In addition, as prescribed by OMB Circular A-110, the following shall be taken into consideration as part of the solicitation process.

1. Small businesses, minority-owned firms, and women's business enterprises are to be used to the fullest extent practicable. 

2. Information on forthcoming opportunities are to be made available and time frames arranged for purchases and contracts that encourage and facilitate participation by small businesses, minority-owned firms, and women's business enterprises. 

3. Consideration is to be given in the contract process as to whether firms competing for larger contracts intend to subcontract with small businesses, minority-owned firms, and women's business enterprises. 

4. Contracting with consortiums of small businesses, minority-owned firms and women's business enterprises when a contract is too large for one of these firms to handle individually is to be encouraged. 

5. The type of procuring instruments used (e.g., fixed price contracts, cost reimbursable contracts, purchase orders, and incentive contracts) shall be appropriate for the particular procurement and for promoting the best interest of the program or project involved. The "cost-plus-a-percentage-of-cost" or "percentage of construction cost" methods of contracting shall not be used. 

6. Contracts shall be made only with responsible contractors who possess the potential ability to perform successfully under the terms and conditions of the proposed procurement. Consideration shall be given to such matters as contractor integrity, record of past performance, financial and technical resources or accessibility to other necessary resources.

Any expenditures incurred for the purposes of Department of Human Services programs that individually cost more than $500.00 and are purchased with DHS money will be considered a capital asset. All depreciation shall be computed for these assets on the straight line basis.

Capital expenditures are all to be recorded in the Fixed Assets Ledger at the time of purchase.

Applicability

This policy applies to all capital expenditures. A purchase is considered a capital expenditure when it meets the following three criteria:

1. The item or service must have a life of greater than one year.

2. The item or service must be physical in nature (includes computer software) or result in an improvement of physical property.

3. The cost for each individual item or service exceeds $2,000.

No item purchased in which the individual cost is $2,000 or less shall be capitalized, even if the total invoice or purchase exceeds $2,000. Purchases in excess of $2,000 composed of multiple lower priced items would not be considered capital expenditures, even if they met the first two criteria. The only exception to this rule will include any start-up costs for a new facility or other similar and  significant endeavor of the Clinic. These costs will only be aggregated and capitalized upon the express direction of the independent auditors hired for the purpose of certifying the Clinic’s financial statements.







