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ASC Asset Management – Acquisitions Procedure
Purpose

The purpose of this procedure is to detail the responsibilities and processes for the recognition and recording of assets. The recognition of assets is often called capitalisation of assets.
The acquisition phase of asset management occurs when an item is purchased that meets the definition of an asset and needs to be entered into the ASC’s Fixed Asset Register. The responsibilities and processes to be used depend on whether the asset is:

· land and buildings;
· office machines, motor vehicles, marine fleet and audio visual equipment; and
· computer equipment (computers, laptops and printers) and telecommunication equipment.
Procurement

The ASC Capital Purchases Policy outlines the approval processes required for any capital purchasing. After a program has been given approval to purchase an asset it can proceed to acquire that asset. Certain assets should however be purchased centrally to ensure:

· value for money is realised through bulk purchasing;
· essential skills and expertise are available when managing asset procurement;
· assets acquired can be integrated with other ASC equipment;
· a consistent standard of assets, as far as practical, which assists in the provision of asset support and maintenance (i.e. training, spares, batteries);
· compliance with ASC policies; and
· compliance with legislation and community standards.

These assets include:

· land and buildings – procured  by Commercial and Facilities Division
· office machines - procured by Commercial and Facilities Division
· motor vehicles – procured by Commercial and Facilities Division
· computer equipment including computers, laptops and printers – procured by ICT

· telecommunication equipment - procured by ICT

· audio visual equipment – procured by Commercial and Facilities Division (technical advice to users is provided by NSIC)
Other assets such as AIS scientific research tools, rowing boats and trailers for example, can be purchased directly by Programs.  Cost Centre Managers should be familiar with the requirements set out in the ASC Procurement Manual and Capital Purchasing Policy before purchasing assets.

Definition of an Asset

The decision to include an asset in the Fixed Asset Register is based on whether the asset meets the threshold for that asset type as detailed below:
	Asset Type (Class)
	Threshold

	Land and Buildings
	$40,000

	Infrastructure, Plant and Equipment
	$2,000 

	Computers (including PC’s, Laptops and Laser Printers)
	$0 (all purchases)

	Purchased Software
	$5,000 per license

	Internally developed software
	$250,000


Purchased assets are to be recorded in Finance One (Fixed Asset Register) according to the type of asset that has been purchased.  Assets must be recorded in the Fixed Asset Register in accordance with Australian Accounting Standards. 
All Infrastructure, Plant and Equipment assets that cost less than $2,000 (excluding PC’s, Laptops and Laser Printers) shall be purchased as operating cost items rather than capital items.  If they are portable and attractive items they will be recorded on the Fixed Asset Register as stocktake only items. Any portable and attractive items should be maintained in accordance with the ASC Assets Management Policy. 
Responsibilities 

Responsibility for recognising (capitalising) and entering asset details in the Fixed Asset Register rest with:
· Land and Buildings – Finance Division 

· Software – Finance Division

· Infrastructure, Plant and Equipment – Commercial and Facilities Division
· Computers and telecommunication equipment– Commercial and Facilities Division
Procedures
Receipt of Asset – Infrastructure, Plant and Equipment
Infrastructure, Plant and Equipment assets purchased by the ASC are generally delivered to Logistics where the Manager Logistics should accept the assets after checking that their condition is acceptable.  It is the responsibility of the Manager Logistics to receipt the asset.  This involves the following steps:

· identifying all known purchase details of the asset including; description, serial number, make and model number, manufacturer, invoice details;
· assign the asset to a Cost Centre Manager who will become responsible for the asset, which  will usually be determined with reference to the cost centre used to purchase the asset;
· assign the asset a unique asset number;
· label the asset with a bar code sticker, which states the asset number;
· enter all details on the Fixed Asset Register in Finance One; and
· deliver the asset to the Cost Centre Manager responsible for the asset.

If the asset is delivered by the supplier directly to program staff, and not to Logistics, the Cost Centre Manager should advise the Manager Logistics immediately.  The Manager Logistics should then receipt the asset (as outlined above).

Receipt of PCs and Laptop Computers

PCs and laptop computers are generally bought in batches by ICT.  They are ‘set up’ and then issued to a program.  When a computer is issued to a program the following steps should be undertaken:

· ICT is to provide the details of computer transfers (i.e. asset number, cost centre, location and recipient) to Logistics  5 working days before month end;
· Logistics should immediately update the Fixed Asset Register in Finance One and assign each asset to a cost centre 2 working days before the end of the month.
Return of Replaced Assets 

Where a program has approval to purchase a replacement asset (i.e. as opposed to a new asset where there is no change to the existing asset base), they are to dispose of the asset in accordance with the procedures contained in ASC Asset Management –  Disposals.
Retaining Assets Due for Replacement

The decision in relation to retention of replaced assets is to be made by Division Directors.  Normally the item would be retained on the asset register. The following issues should be considered when deciding whether to approve a request to keep a replaced asset:

· whether there are genuine needs to keep the asset;
· why the original asset bid was made for a replacement asset and not a new (i.e. additional) asset; 
· whether the asset due for replacement can be economically maintained and supported (i.e. do we hold replacement batteries, globes etc?; is the asset compatible with more recent equipment?; do staff know how to use it?); or

· whether the asset is no longer covered under warranty.

Initial Valuation of Assets

An asset purchased by the ASC is to be recognised at its acquisition cost (ex GST) as evidenced by the purchase invoice.
Assets that are received free of charge under a sponsorship arrangement or have been gifted to the ASC should be included on the Fixed Asset Register at their fair value.  The fair value of the item(s) is to be determined in consultation with the Finance Division.

For assets developed within the ASC, such as building components, specialised scientific equipment and internally generated software, their initial value is based on the total of the various inputs that contributed to the development of the asset. 
Date of Acquisition

When a new asset is recorded in the Fixed Asset Register, the date of acquisition is entered against the asset record.  The date of acquisition is important because it becomes the date that depreciation of the asset begins.

The date of acquisition for the different categories of ASC assets is as follows:

· Infrastructure, Property and Equipment - the date that the asset is first ready for use.  This is usually the date the asset is delivered to Logistics or the date on the invoice.

· Land, land improvements, buildings, leasehold improvements and software are entered into the Fixed Asset Register once they are completed and operational, by the Finance Division. 

 Off The Shelf Software
ASC staff are to provide details of software purchased (note the $5,000 per licence asset threshold for purchased software) to the Senior Financial Accountant or Deputy Finance Manager (Financial Operations) within five (5) working days of the software being received. The Finance Division will then add those assets to the Fixed Asset Register by the end of each month.

Internally Developed Software
Costs relating to the development of internally developed software will be charged to the Work in Progress (WIP)-Software account in Finance One. Finance Division, in consultation with ICT staff, will review this account monthly and determine what software can be added to the Fixed Asset Register. Finance Division will then add those assets, as required, to the Fixed Asset Register by the end of each month.   

Land and Buildings
Costs relating to the construction, redevelopment or enhancement of the ASC’s land and buildings will be charged to one of the following accounts in Finance One:

· WIP-Buildings – used to record costs associated with the construction of new buildings and the redevelopment  of existing ASC buildings.
· WIP–Land Improvements - used to record costs associated with improvement to the ASC’s Land.
· WIP-Minor Works - used to record costs associated with improving the condition of a building asset (this does not include costs to restore the asset to its original condition).
Finance Division, in consultation with Commercial and Facilities Division staff, will review these accounts monthly and determine what, if any, projects have been completed and are able to be added to the Fixed Asset Register. Finance Division will then add those assets, as required, to the Fixed Asset Register by the end of each month.

Related Documents
ASC Asset Management Policy

ASC Asset Management Procedures – Operation and Maintenance

ASC Asset Management Procedures – Monitoring and Reporting

ASC Asset Management Procedures – Disposals

ASC Finance One User Guide for Assets (Logistics)

ASC Capital Purchases Policy

ASC Credit Card Policy

ASC Financial Delegations
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