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Asset Management Checklist

Cost Centre Managers within the ASC are responsible for managing all assets within their program from the planning stage though to acquisition, operation and eventual disposal.

Below is a simple checklist for managers to follow to ensure assets are managed properly.  NOTE:  This checklist is an overview.  More detailed information can be found in the policy and procedures documents located on the ASC Intranet.

Planning
· Programs should develop individual asset management plans highlighting the requirements for owning and operating an asset.  Things to remember:

· Is there an assigned budget and the appropriate approvals to purchase the asset

· Is there a budget to maintain and service the asset

· Are there trained staff available to operate the asset

· Are there instruction manuals (if applicable) to operate the asset

Purchasing
· Once the purchase of the asset is approved, strict guidelines regarding the procurement need to be followed (see procurement guidelines).  Things to remember: 
· If item is over $2000 it needs to be commissioned and placed on the Asset Register (contact Logistics for further info XT 1624) 
· Certain items under $2000  may be considered ‘portable and attractive’ and be recorded in the Asset Register for stocktake purposes (contact Logistics for further info XT 1624)
· On receiving the item, contact the Logistics program for advice on further action and asset labelling: logistics@ausport.gov.au
Accountability & Maintaining 
· Programs (and individuals assigned an asset) are to exercise personal care of the item at all times and include the following:

· Be responsible for the security of the asset.
· Report any theft, loss or damage immediately to the Manager- Logistics and the Security Manager at the ASC and fill out the Loss of Asset Report (available on the ASC Intranet).  This is important as police reports may need to be obtained in certain circumstances.
· Maintain the asset and be aware of any ongoing maintenance issues relating to the asset.

· If an asset is nearing the end of its useful life, plan for its eventual replacement if the need is justified and include it in program budget planning. 

Note:  Replacement of IT assets such as PC’s, Laptops and Printers are managed by ICT.  For further info call the Service Desk - XT 1255 or email: servicedesk@ausport.gov.au
Loan Register
· An asset must not be removed from Commission premises without prior approval from the Cost Centre Manager responsible for the asset and then it is to be used for official purposes only.  Programs should maintain a ‘Loans Register’ (available on the ASC Intranet) to record the movement of assets in and out of program areas.  For example:  when an asset is sent interstate for use in competition the loan register should reflect things such as:

· The asset number and description of the item

· Location the item is going to

· Person the asset is assigned to

· Duration of expected time away from ASC

· Date the item is due to be returned

· Condition of item on return

Transferring assets between programs
· If an asset is to be transferred ‘indefinitely’ to another program the Program Manager or program representative is to:

· Notify receiving program via email of the intended movement of the asset.

· Request written approval from the receiving program manager to accept the asset.

· Once approval for the transfer is received, complete the Register of Assets – Movement Voucher (available from Logistics).  Attach a copy of the approval email and send to the Manager-Logistics 
· The Manager-Logistics will ensure the transfer is recorded in the asset register by the 26th day of each month.


Disposing of an asset
· No asset can be physically disposed of without approval from the CFO or CEO.  There are several types of disposal methods available to the ASC.  The most common are:

· Sale

· Scrapping or Destruction

· Donation or Gift

· Write –off

· Once a program has identified an asset for disposal due to being obsolete, damaged or no longer required, approval to dispose of the item is to be sought from the appropriate delegate i.e. CFO / CEO.  The Cost Centre Manager needs to: 

· Submit an ASC minute to the CFO seeking authorisation to dispose of an item (several items may be included in the one request if required).

· Include the reasons for the disposal and the preferred method of disposal (see Disposal Procedure)

· Once approval is received, fill out a Register of Assets – Movement Voucher form (available from Logistics)

· Attach a copy of the approval minute to the movement voucher and send it to Logistics.

· Await further advice from Logistics before relocating the asset.

Further information can be obtained by reading the following documents available on the ASC Intranet:
· ASC Asset Management Policy
· Asset Management - Acquisitions Procedure
· Asset Management - Monitoring and Reporting Procedure
· Asset Management - Operation and Maintenance Procedure
· Asset Management - Disposal Procedure
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