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Long Range Capital Improvement Planning Introduction/Manual 

 

CIP Introduction 

• This is an essential management tool for Sister Bay to utilize in planning for 

Capital Improvements over multiple years. 

o Allows room for forward thought and discussion. 

o Better prepares Sister Bay for change. 

o Creates opportunities that may otherwise be overlooked. 

• Sister Bay is faced with increasing Expenditures and limitations on Revenues. 

o Creative solutions must be developed to meet these demands. 

o Long-range planning is key to Sister Bay’s success. 

o Funding sources and uses are matched over a multiple year timeframe 

rather than just one year. 

• Integrates Capital Improvement Planning (CIP) into annual Budget process. 

o CIP is initial step in annual budget process. 

o Operational – Staffing, organizational structure, systems (70-80% of 

annual budget) 

o Capital – Infrastructure, maintenance, and equipment. 

 

Benefits of a CIP 

• More efficient administration -Assists in making better decisions in how Sister 

Bay is spending resources in coming years. 

• Administration/Departmental involvement in planning and prioritizing 

projects/programs with available funding 

• Provides a disciplined and financially stable approach to spending over multiple 

years. 

• Provides a way to plan financing of infrastructure projects and equipment 

purchases. 

o Detailed list of projects and funding sources 

o Project descriptions with justifications/rational    

• Facilitates the planning and funding of a program.  

• Public document to obtain community support and keep citizens informed on 

current needs and future projects. 

• Focuses attention on objectives and financial capabilities/affordability. 

o Identifies most economical means of financing capital projects. 
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o CIP used by financial advisors to structure and time a capital financing 

plan borrowing. 

o CIP avoids drastic changes in debt service payments. 

• Positive evaluation factor by credit rating agencies and independent auditors  

 

Capital Improvement Threshold Policy 

• Individual tangible capital-type items should be capitalized only if they have a 

minimum value of $5,000 and have an estimated useful life of more than one 

year following the date of acquisition. 

• The capitalization threshold is to be applied to individual items rather than to 

groups of similar items (e.g., desks and tables)  

  

Capital Improvement Planning Process 

• Establish timeline: Spring-Summer-Fall-Nov/Dec Budget Adoption 

• Village Administrator/Finance Director coordinates and defines Department 

responsibilities. 

• Letter/Memo to begin process of compiling or reviewing the CIP: Sample CIP 

templates for use/update. 

• Organize all parties involved: Dept. Heads/Staff; Elected Officials (involve early); 

and public citizens. 

• Policies: CIP Threshold; Complete Fixed Asset Inventory w/Useful lives/life 

remaining; Disposal of Equipment 

• Develop fixed asset replacement schedule & a adequately funded 

equipment/building replacement fund.  

• Identify the needs for facilities/programs/projects, the timing, costs (uses) and 

means of financing (sources) for each. 

o Use of CIP template forms for consistency and uniformity  

• Set priorities/rankings/justifications/budget impacts for each identified CIP 

program and project.  

• Prepare financial proforma forecast analysis for a range of years showing 

Freedom’s capacity to afford the CIP. 

• Execute the plan -Seek review and comment by the public. 

• Coincide w/Annual budget process: Incorporate first year’s CIP 

programs/projects into proposed annual budget.  

• Review the capital improvement program annually.  
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Sister Bay CIP Process/Timeline 

June:  CIP Introduction  

Organize all parties involved: Dept. Heads/Staff and Elected Officials  

Village Administrator-Finance Director and Baird will coordinate with participants and define 

responsibilities to begin the process of compiling the CIP. 

Give Depts. 2025-2029 CIP template forms for consistency and uniformity throughout 

 

June/July: CIP Creation Process 

Identify the needs for facilities/programs/projects, the timing, costs (uses) and means of 

financing (sources) for each. 

Set priorities/rankings/justifications/budget impacts for each identified CIP program and 

project. 

Use of CIP template forms for consistency and uniformity. 

Review Established Policies: CIP Threshold; Complete Fixed Asset Inventory w/Useful lives/life 

remaining; Disposal of Equipment. 

Review fixed asset replacement schedule & adequately funded equipment/building 

replacement fund. 

 

July: 

CIP Data due to Finance Director and Village Administrator for compilation and then, 

following review, given back to departments for review and discussion with their respective 

standing committees: (Village Board, Finance Committee.) 

   

August/September: 

Distribution to Gov’t Leaders. 

Review and comment on recommended projects and priorities through standing committee 

meetings. 

Board review and approval of CIP with adoption of first year’s projects as a capital budget 

item in the proposed annual budget. 

Full CIP used as a tool in the annual budget process and adoption. 

 

October: 

Budget adoption w/CIP.  

Discussions/Planning with Financial Advisors &Bond Counsel for debt issuance to finance 

projects. 

Submit to Rating Agency to assist with Bond Rating Analysis. 
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CIP Components (Tabs) 

Funding Sources Chart 

This worksheet graphically shows the funding sources detailed on the bottom of the 

chart for each CIP year. The chart is automatically generated by the data contained on 

the summary of funds worksheet. 

 

Uses by Category Chart 

This worksheet graphically shows the uses by category detailed on the right side of the 

chart for each CIP year. The chart is automatically generated by the data contained on 

the summary of funds worksheet. 

 

Summary of Funds 

This worksheet summarizes the estimated beginning and ending fund balance, 

individual funding sources, and individual uses by category for each CIP year. The 

worksheet is automatically generated by combining data contained on each individual 

category worksheet. 

 

Category Worksheets 

A worksheet is created for each individual CIP category. All cells with a black text need 

user input and all cells with a blue text have a numeric formula which users cannot 

change. The user will need to type in a name at the top of each category tab on line 4 

for that category to show properly on the summary and chart tabs. The first year 

estimated or actual beginning fund balance for the category needs to be entered.  The 

combined totals of sources and uses will be calculated from individual project/program 

worksheets for each CIP year. The user needs to insert the required number of 

program/project lines for each individual CIP category. Formulas from the program or 

project description & justification tabs are then created for each individual 

program/project name and the year-by-year totals. When the worksheet is printed on 

a black and white printer it will display all cells in the same color. 

  

Program or Project Description & Justification 

A worksheet is completed for each CIP project or program. The program or project is 

identified by category, name, and number. Department, contact, type, useful life, 

priority, and purpose are also available for identification.  A narrative description and 

justification are required for the program or project. For each CIP year, the program or 

project total expenditure (uses) and funding sources (detailed by type) are entered in 

the black text cells. Blue text cells have a numeric formula which users cannot change. 

A narrative budget impact and other relevant information are required at the bottom 

of the worksheet. 
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 Drop-down menus are available for selection of priority, purpose, and funding sources. 

 

Upon completion of the worksheet, the program or project category name, 

identification number, uses and funding sources will be transferred by manually creating 

a formula to the individual category tab created by the user. 

  

Proposed Budget Funding 

This worksheet gives a detailed listing of the individual program or project for the 

proposed budget year by category, identification number, priority ranking, and 

purpose. The data entered in these columns will be from the program and project 

worksheet. The individual line item is then identified by the requested, defunded, and 

final budget dollar amount. The budgeted dollar amounts will tie back to the requested, 

defunded, and budget columns found on the individual category worksheet uses by 

category section.  

 

Beyond 5-Year Period 

This worksheet details individual program and project by category that are beyond the 

5-Year CIP timeline. The year planned, ranking criteria, purpose, and estimated cost are 

identified. 

 

A drop-down menu is available for the ranking criteria and purpose.   
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Capital Improvement Plan Policy Information 

Capital Asset Policy 

 

Purpose: The purpose of this policy is to establish a consistent methodology for 

recording in the financial records of the Village of Sister Bay (“Village”), the 

capitalization and depreciation of capital assets, consistent with current 

reporting requirements as determined by the State of Wisconsin and the 

Governmental Accounting Standards Board (“GASB”). 

 

General: The Village of Sister Bay holds certain capital assets which include land, 

buildings, vehicles, machinery and equipment, parks and roads 

infrastructure, furniture, and fixtures, and all other tangible or intangible 

assets, which are used in operations and that have initial useful lives 

extending beyond a one-year period. 

 

These assets must be accounted for at historical cost or estimated historical 

cost and be fairly represented in the Village of Sister Bay’s Annual Financial 

Report. 

 

Valuation: All costs shall be documented, including methods and sources used to 

establish such cost basis.  

1. Purchased assets:  the recording of purchased assets shall be made 

based on actual costs, including all ancillary costs, based on the vendor 

invoice or other supporting documentation. 

2. Self-constructed assets:  all direct costs (including labor) associated with 

the construction project shall be included in establishing a self-

constructed asset valuation.  If the Village is unable to identify all direct 

costs, an estimate of the direct cost is acceptable but must be 

supported by a reasonable methodology. 

3. Donated assets:  assets acquired by gift, donation, or payment of a 

nominal sum not reflective of the asset’s fair market value shall be 

assigned a cost equal to the fair market value at the time of acquisition. 

4. Leased property:  capital lease property shall be recorded as an asset 

and depreciated as though it had been purchased.   

5. Dedicated assets:  requires installation by developers of public 

improvements, including but not limited to sanitary sewer mains, 

manholes, laterals, water mains, hydrants, valves, storm and sanitary 

sewers, streets, curb and gutter, streetlights, street signs, sidewalks will 

be dedicated to the Village upon completion.  Recording of 

infrastructure assets will be made based on actual costs, including 
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ancillary costs, based on vendor invoice or other supporting 

documentation provided by the developer. 

6. Shared purchases:  assets shared with other municipalities or entities 

shall be made based on the Village’s share of actual costs, including 

ancillary costs, based on vendor invoice or other supporting 

documentation. 

 

Ancillary costs:  Ancillary costs are to be included in the capitalized cost of a fixed asset.  

However, minor costs, not measurable at the time a fixed asset is recorded 

in the Village’s fixed asset inventory system, may be expensed. 

 

 Ancillary costs include: 

• Buildings and Improvements:  professional fees of architects, attorneys, 

appraisers, financial advisors, etc.; damage claims; costs of fixtures 

permanently attached to a building or structure; insurance premiums 

and related costs incurred during construction; and other expenditures 

necessary to place a building or structure into its intended state of 

operation. 

• Equipment:  transportation charges, installation costs, and any other 

normal and necessary expenditures required to place the asset into its 

intended state of operation. 

• Land:  legal and title fees, surveying fees, appraisal and negotiation 

fees, damage payments, site preparation costs, and costs related to 

demolition of unwanted structures. 

 

Classification:  Capital assets include items with useful lives greater than one year, land, land 

improvements, buildings, building improvements, construction work in progress, machinery 

and equipment, vehicles, infrastructure, easements, and works of art and historic treasures.  A 

capital asset is to be reported and, with certain exceptions, depreciated in government-wide 

statements.  Assets that are not capitalized are expended in the year of acquisition. 

 

 Infrastructure assets are long-lived assets that normally can be preserved 

for a significantly greater number of years than most capital assets and that 

are normally stationary in nature.  Examples include roads, bridges, 

drainage systems, and water systems.  Infrastructure assets do not include 

buildings, drives, parking lots, or any other examples given above that are 

incidental to property or access to the property. 

 

Long-term assets can be classified into the following: 

• Furniture and equipment:  office furniture; office, data processing, and 

special department equipment 
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• Vehicles and equipment:  vehicles, operating and mechanical 

equipment. 

• Land:  land, land improvements. 

• Buildings:  buildings, building improvements. 

• Infrastructure:  streets, bridges, water and sewer systems, drainage 

systems, sidewalks, curb, and gutter, etc. 

 

Capitalization:  Capital asset value thresholds for capitalization are to be applied to 

individual capital assets rather than to groups of similar capital assets.  

Capital assets must have an initial value of $5,000 or more.  This will be 

known as the “capitalization threshold” for reporting purposes in the 

Annual Financial Report.   

 

 Repair and maintenance costs are expenditures that keep the property in 

ordinary efficient operating condition.  The cost of the repair does not add 

to the value or prolong the life of the asset.  All repair and maintenance 

costs to capital assets are to be treated as an annual operating expense 

and charged to the appropriate department and fund. 

 

 Improvements are expenditures for additions, alterations, and renovations 

that appreciably prolong the life of the asset, materially increase its value, 

or adapt it to a different use.  Improvement costs of $5,000 or more to an 

individual capital asset are to be capitalized. 

 

Depreciation: All long-term assets (except for land, certain land improvements, and 

construction in progress) identified in the capital assets policy will be 

depreciated/amortized.  Regardless of the month the asset is placed in 

service, a full year of depreciation/amortization will be recorded in the first 

year.  Once the asset has been fully depreciated, the asset will be kept on 

the books until disposed of.  When the asset is disposed of prior to the end 

of its useful life, the remaining “book” value will be written off as 

depreciation unless it will materially affect the Town’s financial statements. 

 

  

Useful Life: To determine the useful life of an asset for depreciation purposes, the 

Town shall consider an asset’s present condition and how long it is 

expected to meet its service demands in addition to applying applicable 

industry standards for useful life. 
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Inventory: An inventory of all long-term assets should be reviewed and updated 

annually.  

 

 

 

  Capital Assets Policy 

Developed:  May 2021 

Adopted:  June 2021 
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Capital Improvement Plan Summary Information 

Components 

 

Summary of Funds 

This worksheet summarizes the estimated beginning and ending fund balance, 

individual funding sources, and individual uses by category for each CIP year. 

The worksheet is automatically generated by combining data contained on each 

individual category worksheet. 

 

 Funding Sources Charts 

These graphically show the funding sources detailed on the bottom of the charts 

for each CIP year. The charts are automatically generated by the data contained 

on the summary of funds worksheet. 

 

Uses by Category Charts 

These graphically show the uses by category detailed on the bottom of the 

charts for each CIP year. The charts are automatically generated by the data 

contained on the summary of funds worksheet. 
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Capital Improvement Program Department Summaries/Justifications 

Department Summary Categories 

A worksheet is created for each individual CIP Department with sources and uses 

categories. The first year estimated or actual beginning fund balance for the 

category needs to be entered. The combined totals of sources and uses will be 

calculated from individual project/program worksheets for each CIP year.  

 

 

Program or Project Description & Justification 

A worksheet is completed for each CIP project or program. The program or 

project is identified by category, name, and number. Department, contact, type, 

useful life, priority, and purpose are identified. A narrative description and 

justification are required for the program or project. A narrative budget impact 

and other relevant information are required at the bottom of the worksheet. 
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2025 Capital Improvement Plan Proposed Budget Funding 

A detailed department by department listing of the individual program or project for the 

proposed budget year by category, identification number, priority ranking, and purpose. The 

data entered in these worksheets will be from the program and project worksheet. The 

individual line item is then identified by the requested, defunded, and final budget dollar 

amount. The budgeted dollar amounts will tie back to the amounts found on the individual 

category worksheet uses by category section. 
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Capital Improvement Plan Beyond 2029 

This section details department by department individual program and projects by category 

that are beyond the 5-Year CIP timeline. The year planned, ranking criteria, purpose, and 

estimated cost are identified. 
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Important Disclosures 

 

Robert W. Baird & Co. Incorporated is providing this information to you for discussion 

purposes. The materials do not contemplate or relate to a future issuance of municipal 

securities. Baird is not recommending that you take any action, and this information is not 

intended to be regarded as “advice”’ within the meaning of Section 15B of the Securities 

Exchange Act of 1934 or the rules thereunder. 
 


