
City of Nogales Finance Department  
Fixed Assets Accounting Flow Chart 

 
1. The Purchasing Agent shall make available the Fixed Asset Acquisition Form to the appropriate department director 

at the time a copy of the completed purchase order is made available to proceed with the fixed asset acquisition. 

 

2. The department director shall, within 10 business days of acquiring the new asset, thoroughly and accurately 

complete all applicable line items on the Fixed Asset Acquisition Form. This form, pictures of the asset and other 

supporting documentation shall be provided as a hard copy and emailed soft copy to the Purchasing Agent. 

 

a. The department director shall, within 10 business days of an asset being transferred between departments, 

provide the completed Fixed Asset Transfer Form and, when applicable, an Asset Transfer Memo and other 

supporting documentation to the Purchasing Agent. 

 

3. The Purchasing Agent shall assign a fixed asset ID (barcode number) to the new fixed asset and physically place  the 

asset ID number on the corresponding asset, title, or deed. 

 

4. The Purchasing Agent shall compile all necessary supporting documentation (as applicable) for the fixed asset 

acquisition, including the Fixed Asset Acquisition Form, purchase order, invoice,  insurance policy, title or deed, bid 

documents, City Council authorizing document, and pictures of the asset.  

 

5. The Purchasing Agent shall thoroughly and accurately provide information for every line item (as applicable) on the 

Fixed Asset Acquisition Form. 

 

6. The Purchasing Agent shall provide a hard copy of the finalized Fixed Asset Acquisition Form and ALL supporting 

documentation to the Senior Accountant. 

 

7. The Senior Accountant shall create the fixed asset in the necessary accounting programs and provide adequate 

proof that the fixed asset has been properly tagged and recorded to the Accounts Payable Clerk.  

 

8. The Senior Accountant shall save both a hard copy and a soft copy of all documentation for record keeping. 

 

9. The Accounts Payable Clerk shall pay the corresponding invoice only after receipt of adequate proof that the fixed 

asset has been properly tagged and recorded in the necessary accounting programs. Once paid, the Accounts 

Payable Clerk will provide a copy of the check to the Senior Accountant for inclusion in the asset file. 

 

10. On an annual basis, the Budget Manager shall reconcile additions and deletions of assets and depreciate all assets to 

the general ledger account 

 

11. On a biannual basis, a physical inventory of capital assets shall be taken by someone not keeping the asset records 

or having custody of the assets. The inventory shall be reconciled to the detailed capital asset listing and any 

differences shall be promptly investigated to determine the reason for the difference. 
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