City of Santa Barbara

Request for Proposal for a Fixed Assets Inventory

Background

The City of Santa Barbara's population is approximately 90,000. Santa Barbara is a charter city, governed by a seven‑member city council and managed by a City Administrator, assisted by eleven (11) department head.

The City has six (6) enterprise operations listed below:


1.
Water


2.
Wastewater


3.
Parking Facilities


4.
Airport


5.
Golf Course


6.
Waterfront (Harbor)

In addition. the City maintains a number of Internal service operations which provide support services to other City departments and divisions. These include duplicating services, vehicle maintenance, vehicle building maintenance,

For fiscal year 1997‑98, the adopted budget for general government operations (General Fund) is approximately S60 million; for Enterprise Funds‑, the operating budgets total approximately $40 million; and for Internal Service Funds, the operating budgets total approximately $9 million.

The last physical inventory was performed in 1996, All of our fixed asset records am currently maintained on Excel spreadsheet These records do NOT provide sufficient detailed information to properly control and monitor fixed asset movements or dispositions. Our procedures are adequate, however, to initially identify fixed assets subject to control and capitalization.

In conjunction with this project, we will be acquiring new fixed asset inventory software. into which the results of the physical inventory will be entered. We are also considering utilizing bar code technology in order to facilitate in‑house counts in the future. Therefore, if you offer these systems in addition to your appraisal services, be sure to include pricing information as appropriate.
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General Objectives

The City's has two primary objectives: (1) Financial Reporting and (2) Accountability and Control.


Financial Reporting


In general, the City has a responsibility to maintain accurate and complete fixed asset records in order to properly report fixed asset information in financial reports issued to external reporting agencies and the public.  Specifically, fixed asset records should be maintained in order to ensure financial reports:


1.
Comply with Generally Accepted Accounting Principles (GAAP);


2.
Comply with grant provisions; and


3.
Meet the requirements of GFOA's Certificate of Achievement of Excellence in Financial Reporting Program.


Accountability and Control


The City also has a responsibility to establish systems, procedures and controls to safeguard assets from loss or theft.  Fixed asset records, therefore. must sufficient to both control the movement and disposition of fixed assets and to establish accountability for any loss or theft.

Scope of Work

The scope of services to be provided is as follows:

A.
Consultant will provide a physical inspection and inventory of City fixed assets and will prepare accounting records for the following fixed asset categories:


a.
Land


b.
Buildings


c.
Improvements Other Than Buildings


d.
Machinery and Equipment

The following fixed assets will NOT be included within the scope of this item:


-
General government infrastructure assets (i.e., roads, bridges, street lighting, drainage systems, easements, street signs, curbs and gutters, parking meters, traffic signal systems, sidewalks, etc.).
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-
Underground assets of Enterprise Funds (i.e., water and sewer lines).

Inventory items, spare parts, supplies, and personal property of employees are also to be excluded from the inventory.

B.
Property accounting records should include the following information for each fixed asset:


(
Asset Description


(
Model


(
Manufacturer


(
Asset/Tag Number


(
Serial Number


(
Asset Location (Building, department, room, etc.,)


(
Date of Acquisition (Estimated)


(
Original Cost (Estimated)


(
Useful Life (for depreciation calculation)


(
Accumulated Depreciation to Date (estimated) ‑ Proprietary Funds


(
Classification (Land, Building, Machinery and Equipment, etc.)


(
Commodity Category (Computers, Copiers, Conference Tables, etc.)


(
Funding Source (Fund)

C.
The consultant will be responsible for providing the fixed assets inventory data on computer disks in a file format such that the data can be loaded into the. City's fixed asset system.

Accounting/Control Policies
In accordance with the City's capitalization (accounting and reporting) policy, all fixed assets with a unit cost of over $5,000 and a normal life of more than one year, will be included in the inventory.

In addition, in accordance with the City's accountability and control objectives, all machinery and equipment with a unit cost of $1,000 or more will be included in the inventory (irrespective of normal life) and subject to tagging as described below.

The straight‑line method of depreciation should be used with a one‑half year convention in the year of acquisition and the year of disposition,
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Tagging
The consultant firm will be responsible for purchasing and applying bar code tags to machinery and equipment, in accordance with the City's control policy and objectives, and including the tag numbers in the fixed asset accounting records.

Placement of the tags must be applied in consistent locations with procedures formalized with the City of Santa Barbara prior to beginning the fieldwork.

Timing Requirements

The City expects that this project will be completed by June 30, 1998, The consultant should set forth the proposed work schedule and plan to complete all phases of the work before June 30, 1998.

Selection Process

A selection committee, made up of City staff, will make final recommendations to the Assistant Finance Director. The City reserves the right to reject any and all proposals and to make its selection on a discretionary basis. However, the selection committee will evaluate proposals primarily on the following criteria:


1.
Understanding of the engagement


2.
Acceptability of approach and work plan


3.
Qualifications of the firm


4.
Qualifications of the assigned


5.
Overall fees

Proposal Format

In order to promote consistent responses and to facilitate the selection process, proposals must be organized to include. the following sections and information:

A.
Cover Letter ‑ Include the name of contact person in your firm.

B.
Qualifications ‑ Include specific information regarding experience in fixed asset appraisals, inventories and management systems, including the names of clients of a similar size and scope to the City of Santa Barbara.
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C. 
Technical Approach


-
Include an analysis of the various methodologies by which a fixed asset inventory Can be developed, including discussion of the advantages and disadvantages of your approach.


-
Based on your preliminary investigation, state which method/process you believe would be most cost beneficial to the City. Clearly state the reasons supporting your conclusions and any assumptions made.


-
Include a detailed work plan your organization would follow in this assignment. Indicate progress review meetings with the Assistant Finance Director, specific output generated at various steps, and major milestones.

D. 
Staffing and Fees


-
List the individuals that will participate on this assignment, including their staff classification, and the estimated hours each will participate. Include a resume for each individual.


-
Show the number of hours by staff classification, including their respective hourly rates. Each phase of the project (see general scope above) should be priced separately, as appropriate, Indicate a maximum fixed fee, including out‑of‑pocket expenses.

E. 
References


-
Provide an example of a fixed assets inventory for a local government (it city) that your firm has developed as an attachment to your proposal.


-
Include the name and phone number of a contact person in the above organization.


(Note: it is preferred that a California city be included as a reference for work that was performed within three years.)

Submittal Requirements

Please mad or deliver five (5) copies of your proposal, with attachments, by 5:00 P.M., February 17, 1998 to

Robert Samario

Assistant Finance Director

City of Santa Barbara

735 Anacapa Street

Santa Barbara, CA 93101,
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Please indicate on the outside of the envelope that it is in regard to the City of Santa Barbara's Fixed Asset Inventory Proposal.
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