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Asset Management
	Purpose
	To provide a guide how the assets of our organisation are managed in accordance with financial accounting practices that meet audit and Inland Revenue requirements.
Managing your assets helps us to:
· keep an accurate balance sheet
· avoid tax and compliance issues
· make sure we are properly insured
· prevent wastage and theft
· determine the real value of our organisation.

	Scope
	Asset management responsibilities applies to the Board of Trustees/Directors, our staff and people we contract with a role of managing assets. 

	Policy
	Our organisation will keep an accurate record of what we own, namely an up to date asset register.

	References

	Standards and Guidelines
	Refer to our accountant for accounting standards  
Inland Revenue guidelines on depreciation of assets

	Service Documents
	Separation of Financial Duties 
Assets Register
Fraud and Theft 
Sensitive Expenditure


Asset management processes

Yearly

Board appointed accountant

Review of asset management plan


Replacement assets:
Setting budget for: 
· replacement assets
· new assets

Match the expected useful life of each asset

Before an asset is purchased


Investigate most cost effective method:
· leasing or purchasing
· obtain quotes
· choose best value for money

Expected useful life:



Furniture/equipment - 10-15 years                                
Improvements - 10-20 years
Buildings - 18-40 years

	Leased assets - 4 years                                         
Motor vehicles - 5 years                                         
Information/communication technology - 4 years
 




Asset records

Yearly
Click here to enter text.
Ongoing


· An audit will be undertaken to verify the existence of the asset against the register.
· An accurate record of all assets will be maintained on the assets register.

· Where the asset is unable to be located, an investigation will be initiated.
· A copy of the audited register will be filed with the annual accounts.



· Where indicated, the Fraud and Theft policy processes shall be followed.   

	

Asset has become:
· obsolescent
·  worn out 
· surplus to requirements
· minimal in value. 
Disposal of assets

When the situation arises

Click here to enter text.

· All assets identified for disposal shall be valued. 
· Assets shall not be sold at a discounted rate to staff if a greater value could be realised by disposing it by another method.
· Staff disposing of the asset shall not benefit from the disposal.
· There shall not be an actual or perceived undue benefit to the successful purchaser.

Selling assets

A report shall be prepared for the Board with reasons for the disposal, process, net disposal proceeds and any issues that may arise from the disposal.
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