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I. PURPOSE: 

To provide formal guidelines for the proper management and recording of vehicle 

transfers and disposals acquired with funding originating from the Township.   

 

II. POLICY STATEMENT: 

This policy will support the proper tracking and disposition of all vehicles and serve to 

support the accuracy of the Township’s accounting records.   

 

III. SCOPE: 

This policy covers all vehicles acquired with Township funding or donated to the Township 

with the intent to provide Township services. 

 

IV. DEFINITIONS: 

The term vehicle means a land motor vehicle, trailer or semi-trailer designed and eligible 

to be licensed for travel on public roads, including any attached machinery or 

apparatus. 

 

V. PROCEDURES: 

The Township shall maintain an inventory to verify the existence, location, condition and 

value of vehicles.   

 

1. Valuation:  Vehicles shall be valued at the original purchase price (cost basis) or 

historical cost.  Any trade discounts and rebates are deducted in arriving at the 

purchase price.  Where a vehicle is acquired at no cost or for a nominal cost, it shall be 

valued at its estimated fair market value on the date acquired.   

 

Accessories and apparatus added after-market will be identified within the accounting 

records as part of the original purchase price of the vehicle.  The vehicle will be 

identified as the “parent” and the accessories and apparatus will be identified as the 

“child”. 

 

2. Vehicle Transfers (Internal):  A “Vehicle Disposal/Transfer” form must be completed 

when a vehicle is permanently transferred from one Township department to another 

department.  The department being relieved of the vehicle shall complete the form.  A 

completed “Vehicle Disposal/Transfer” form shall be forwarded to the Finance 

Department.   

 

The department acquiring the vehicle shall pay a sum of money to the department 

disposing of the vehicle at the time of transfer.  This sum shall be the fair market cost of 

the vehicle or an otherwise agreed-upon sum.   

 

Once the vehicle has been formally transferred per the guidelines above, the acquiring 

department shall assume all care and responsibility for the vehicle, including any future 

disposal proceeds and fees. 
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3. Vehicle Disposals:  A “Vehicle Disposal/Transfer” form must be completed when a 

vehicle is disposed.  The department disposing of the vehicle shall complete the form.  

A completed “Vehicle Disposal/Transfer” form shall be forwarded to the Finance 

Department.   

 

The Township Board shall approve all vehicle disposals and transfers.  

 

VI. FORMS: 

4.1.009A Vehicle Disposal/Transfer Form 

 

VII. RESPONSIBILITIES: 

All Department Directors are responsible for overseeing and enforcing this policy. 

 

VIII. POLICY HISTORY: 

New policy. 

Reviewed 07/06/2023 

Reviewed 07/06/2024 

Reviewed 02/24/2025 

 

 

 

 

 

 

 

 

 

 


