Jefferson County Policies & Procedures
Policy Name: Capital Outlay Fund Approved: | 1-9-2014
Policy Number: Finance — 307 Author: Keyser/Stanton
Associated: Capital Outlay Project Package/Forms

All funds expended from the County Commission Capital Outlay Fund #246 must have prior
approval of the Jefferson County Commission. Funds expended from #246 must have a
unanimous vote from the Commissioners to move monies to the operating funds. Funds
expended from #246 for capital improvement projects, to be paid from #2486, only requires a
majority approval of the Commissioners.

To be approved, a “Project Cost Sheet Packet” must be completed and submitted in the agenda
packet as part of the presentation to the Commission for their consideration for an approval or
denial. The packet must contain a description of the general scope of the project including
expected service and financial benefits; a description and quantification of any impact the
project will have on the current or future operating budget; estimated cost of the project;
identification of all funding sources; and a method provided to measure the financial or service
outcomes of the project. (There is a capital outlay fund number as part of each department's
budget. This policy is in reference to the County Commission Capital Outlay fund (#246) only
and NOT each department’s individual budget)

Minimum Reserve: The County shall strive to maintain a minimum reserve of $2,000,000 in the
Capital Fund to be used in the event of a national disaster or operating emergency. In addition
to the emergency reserve, the Capital budget shall be linked to a multi-year capital improvement
plan. Funding for a specific project will only be provided in the Capital Fund after the
Commissioners have approved the project.

Project Manager - Upon approval, the County Commission will appoint a project manager for
oversight of the project.

Accounts Payable Responsibility - The Accounts Payable Department will assign a project
number for which all invoices for the project must be coded for payment. All costs associated
with a project will be considered “Construction/Work in Progress”. Construction-in-Progress
represents the cost of buildings or other capital projects that are under construction as of the
balance sheet date. Construction-in-Progress represents a temporary capitalization of labor,
material and equipment of a project. When the project is completed or substantially completed,
when the structure or project is ready for the purpose intended, then depreciation will start on
the asset. When the project is completed, the project manager must notify Accounts Payable
the project is complete. Accounts Payable will then transfer the total cost of the project to the
proper "Asset Category" of the Capital Outlay Fund.

Investment Limit - All projects less than $10,000 cannot be charged to this fund without special
approval of County Commission (with a recommendation from the Finance Director), as the




intent of Capital Outlay is to accommodate large invoice items with a life expectancy of one year
or more and a value of $10,000 or more. '

Capital assets of the County include tangible personal property, real property, and software
having a useful life of one year or more and an acquisition cost of $10,000 or more per unit. A
group of assets (e.g. 10 desks at $1,000 each) are not capitalized. Acquisition cost includes the
net invoice price of the equipment including cost of modifications, attachments, accessories, or
auxiliary apparatus necessary to make the equipment operable. Other costs such as installation,
professional services, freight, and taxes, are also included in the acquisition cost.

Software - Software is considered intangible property and is not included in this policy.
Software that has been preloaded with the purchase of equipment should be included as
part of the acquisition cost of the equipment. Major software systems are to be
capitalized as separate items.

Repairs, Replacements, and Upgrades - Equipment repair, replacement, and upgrades
will be capitalized only when these costs are $10,000 or more and extend the useful life
of the original asset by one year or more. When these costs are capitalized, the asset
value and useful life of the original piece of equipment will be updated to reflect the new
value and remaining useful life of the asset.

No funds shall be expended in excess of the approved "Project Cost Packet". Should it become
apparent the total cost of the project will exceed the original estimate approved, a revised cost
sheet must be approved by the County Commission, before costs are incurred.
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Project Cost Sheet
Jefferson County, West Virginia

Project Name:

Note: Use only this page if all costs can he presented on one page. Otherwise use the tabs at the
bottom of the page to access a full page to list Planning Cost, In house labor cost, Contract Labor Cost,
and Hardware and Material Cost. The cost from those pages will carry forward to this page. This
worksheet has a total of (5) pages for listing various cost.

Plannlng Cost:

Activity: Hourly rate Hours req Cost

DW=

Total from Planning Cost Page: 0

In house labor cost:

~ |Position Hourly rate Hours req Cost

(o>] Koy ) =N V] N N1 s

 [Total from In House Labor Page: _ 0

Contract Labor Cost

___|Company Name: o i i R Cost
1
2
3
4
5
6
] Total from Contract Labor Page: 0
Hardware & Materials Cost:
3 Item description: Item cost Items Req'd Cost
1
2
3
4
5
6
 |Total from Contract Labor Page: o
Total Project Cost S Pl : i . $ 0
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Project Cost Sheet
Jefferson County, West Virginia
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Project Cost Sheet
Jefferson County, West Virginia

| | Total In House Labor Cost

use labor cost:

In ho

Position

Hourly rate

Hours req

Cost
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Project Cost Sheet

Jefferson County, West Virginia

Total Contract Labor Cost

g =
Contract Labhor Cost:

"~ |Company Name:

Cost
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Project Cost Sheet
Jefferson County, West Virginia

Total cost Hardware & Materials ' ' | :__ $

Hardware & Materials Cost:

|Item description: Item cost Items Req'd Cost

ololo|~lo|o|sfw|N]|—

—
—%

-
h.]

Ly
w

-
E-9

==
4]

-
(o2}

—
|

-
[0e]

-
[de]

N
o

]
=X

20]
N

]
w

el
a

]
(& ]

3]
(o)]

3 0]
~J

o)
co

]
w

(3]
(== ]

w
-

w
M

(%]
w

(03]
I

w
(9]

w
()]

W
~]

w
co

w
[<e]

n
o

Page 3-e



¥ ebeg

L
0
|ejoL : ‘uoissiwwo) Aq Buney
0
|eloL § =5 illliEs Japiwgns £q Buney
: ‘ssao9e olgqnd ‘ABojouysay Jeyndwios ‘ABojouyoe) Jandwos ybno.ays agnd
BlEp 2]Ben|eAa pue ssadde o} pasinbal
10} uonewojul Jo aseq ejep Jabie| yBnoayz a1gnd ayj o3 asiales ay3 Joj sp1odal fJunod o) ssao0e
awin syl aanpad pinom st 3oafoud syl
e 10} aplaoid pinom joafoid sy 1ay21inb 10j mo|je pjnom 1oafoad siy) 1anaq apiaosd pinom joafoud sy
21jgnd ay} aAias Jayaq 03 Abojouysay MapN o :o_um._m_u_m:oo_
0
|ejoL _uojssiwiwog Aq Buney
0
1eloL 2 Jeyiwqns Aq buney
‘paoe|dai spasu ‘paoe|das spaau ‘pasejdal spaau ‘pasejdal spasu
pue ‘aji| [njasn s3I pantas ‘sieak (g) pue ‘aj|| jnjasn s,)1 panas ‘siealk pue ‘aji] |jnjasn s,31 panias ‘sieal pue ‘aji| [njasn s} panlas ‘sieak
Uey) 240w 921A19S Ul Udag Sey 19SSy (g) 10} @21A18S Ul UBAQ SEBU JOSSY (¥) 404 @21A18S Ul USAQ SBL }OSSY (g) 10} B21A18S Ul UdB( SEY J9SSY
.}OSSE _Nu_nmu jualind e 10} «CﬂEwcm_a_m._ pepas\N Z# :Omumhw—u_mcoo_
0
[elol 3 s & uoissiwwoy fg Buney
0
1ejoL et =10 Jepwgns Aq Buney
isaeal siealk ésaeal ésieak

(g) u1 sbuiaes 3509 Ul paiaaodal
aq pinom 32afoud siy jo 1502 auy

() ui sBuiaes 3502 Ul palaaodal
aq pinom j28foid siyj jo 3502 ay |

() u1 sBuaes 1509 Ul palaaodal
aq pinom joafoud siu3 Jo 1500 ay |

(2) ui sBujaes 1509 ul palaaodal
aq pinom joaload sy Jo 35092 ayl

:suonesadQ juaiing JO UOIINPaY SO : L# UOEIapISUuo))|

‘woy siy) abueys o3 sauy

asea|d josfoid asodoud tnok Jnoqe juied J93aq € 9L O} UOBIBPISUOD E JO |92 Aue ul Buipiom ayy abueys 0} paau noA JI ‘e1em}os [99X3 Ul PAJJEULIO] S
wiog siy| "aAneddeu payosepe ayi Aq peuoddns aq pinoys Bugey ‘sjoalold [ejideq |je jo jeaosdde ayj uj UOCIBISPISUOD B 8q [[IM PaJEl UOIIEISPISUOD SNOLIEA
ayj jo anjea jejo} ayl -jesfoid ayj jo anjea ayy Bunes 1oy (g) pue (g) usamiaq anjea julod e paubisse aq [[Im paplwqgns jsenbau 3oefoad jejides ey a3e4 03 pasn
uofjesapisuod e jo ued Auy "pung Aepng [eyded ayy wouy sainypuadxa Buiarosdde jo ssesoid sy} ul epeL ag 0] SUOIJRISPISUOD SNOLIBA }SI| 198USHIOM SIY]

rawep j29loid

J93Ug uonen|eA sjoslold [enden




gebed

~ uoissiuwogjAq buney
0 2
[ejoL hmﬁ_En:aw.&mmeﬁﬂm
|
'1asse SJ9W0JSND INO 0} 321AI9S fpadoad
m [euonippe ue jo uopippe auj saiinbai ‘SUOIIED0] OM] B papaau S}assy Jay2inb apiacad 03 Juswedap |ea1 pue sBuip|ing |euonippe a2IAlaS
“ fuanoe [ejuawpedap asealou| i mojie [im juawdinba jeuonippy 0} papaau s1 uawdinba jeuonippy
“
EmEa.:am ‘ymolb Ayunoa 2 anp _umusu: aomm,q _ﬂ_amo Boz m% :oaﬂwu_m:oo_
”. 0
_m 1e30L BRSSO IS unE
0 _ :
e30) ||l T T
_ xa|dwoo 9010 “xo|dwod ayo -a1gnd ay; 03 d d
’ JaBie] e jo 15092 ayy jo Hed JaAod 0} pajepliosuod e uj pazijeal aq p|noa a91A1as J1ayjaq apiacsd pinom uoieao| T e R e S
[ 0] papaau ul aoeds 92140 |BEUCIPPY
i plos ag p|noa Bulp|ing 22140 19]jeWws 1509 uoljelado Ul uonINpal AWOS auo ul sjuswpedsp pajepljosuon
:f.so._m fAunos 0} w:u papaau mumam muEO _m:oEuu< G# :oam._mv_m:oo
0
| [ejoL | SOOI S oS/ ANBURES
n e ' Y
{elo =

LT}

— enmonsfabumey

‘papasu si aseds jeuonippe jutod
a3 0} pasealou} sey juswiiedap
ayl Ag pajpuey YJom Jo SWNOA

‘Bale 99IMI9S

aoiyo ayjl jo ,Ino,, pue ,ui, algnd ayj
10} Mmo[} 21jel] Ja39q apiacid o} aoseds
291110 JUa44nd Ul papaau ale sabueyo

-a1jgnd aul ym siuiod 10B3U0D
a01Alas alol 10} apiaoid o] aseds
251410 JU21IND Ul papeau ale saBueyn

‘sjuawalinbai Jejs |euonippe 03
anp papaau si aseds 991140 |BUOIIPPY

:90edg 9910-199load jJuawanoidwy) [eyiden

'p# UOIBIBPISUOD

:aweN 199foig




