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How to complete the Statement of General Fixed Assets 

The Statement of General Fixed Assets is the total assets your department is responsible for as 
of the end of that fiscal year.  For example, the statements that were sent out on June 22, 2018, 
reflect any active assets under that department as of June 30, 2018.  There may be costs that are 
pending to be entered and those should be reflected as well.   

Below is a guide on how to complete the certificate once you receive the Statement of General 
Fixed Assets packet from the Auditor Controller’s Office. 

 

1. After reviewing the Statement of General Fixed Assets, the total amount for all assets 
(highlighted in yellow) goes in section 1 of the Fixed Asset Inventory Certificate. 
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The total is taken from the GL Detail Transaction Report with Balance.  If this is an ongoing project, 
the expenses accumulate yearly and the total asset will reflect all expenses since the start of the 
project to current.  In this particular case, the costs capitalized were only the ones highlighted in 
yellow because of the date the certificates were sent out.   

 

 

2. The costs that were not included in the Statement of General Fixed Assets (highlighted 
in orange) are to be added in “Section 2. Add” in the Fixed Asset Inventory Certificate.   

If there are additional costs that are occurring after June 30, 2018, but before the end of 
the fiscal year deadline, they should also be included. 
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3. If there are items that were transferred out to either another department or to Purchasing 
Surplus, those are annotated in section 3.  Those items should have a PTR (Property 
Transfer Request) in process, but has not yet reflected the asset list. 
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The total balance should reflect the additions and deletions and any backup should be attached 
as well. 

Please make sure to include the department (Org Key) number listed on the Statement of 
General Fixed Assets as well as the department name. 

 

 

Please make sure to have the Department Head date and sign the Certificate at the very 
bottom. 

 

 

 


