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ASC Asset Management – Disposals Procedure
Purpose 
The purpose of this procedure is to describe the responsibilities and processes for disposing of assets. 
Disposal of Assets

Disposal relates to the sale, trade in, swap, destruction, dumping, scrapping, abandoning or gifting of an asset such that the asset is subsequently removed from the Fixed Asset Register and the ASC no longer has any interest or claim of ownership in the asset.
Responsibilities

The CEO, the Director (AIS), General Managers, Deputy GM’s and Directors in Commercial & Facilities Division have the authority to approve the disposal of ASC assets as identified in the Financial Delegations Schedule (Schedule A4 – Assets) available on the ASC intranet.
Cost Centre Managers are responsible for nominating assets for disposal within their cost centre. Any decisions made in relation to the disposal of IT assets are to be made in consultation with ICT.
The disposal of an asset may occur for one of the following reasons:

· the asset has become surplus because it no longer provides benefits to the ASC;
· the asset has become obsolete;
· the asset has become unserviceable or irreparable;
· the asset has reached a ‘trigger point’ used in a disposal strategy for that type of asset (e.g. for a motor vehicle this point is 2 years of age or 50,000 km); 
· the asset is identified for replacement as part of a programmed ICT fleet management activity; or
· the asset has been lost or stolen.

It is not necessary to dispose of an asset just because it has reached the end of its estimated useful life.  

Procedure

Programmes are to identify items (assets) that are obsolete, unserviceable or no longer required due to upgrade or operational reasons and are therefore nominated for disposal. The Cost Centre manager is to recommend disposal of the asset before any further action is taken.

An email from the Cost Centre manager is to be sent to the Delegate, as described in the financial delegations schedule on the intranet, with the relevant details of the asset/s to be disposed of.  A courtesy copy should also go to the Manager Logistics.  Details of the asset/s are to include:
· Asset number

· Description of asset (including serial number if any)

· Reason for disposal i.e. damaged, surplus to requirements, reached 
its useful life, stolen, etc

· Current written down value (if known)
·  Preferred method of disposal i.e.  sale, trade, donation, etc

The final decision on the disposal method will remain with the appropriate delegate and the Manager logistics.
The Manager Logistics can answer most questions relating to the disposal of an item i.e. residual values (depreciation) being carried by the cost centre, suitable method of disposal and relevant approval process.

On advice from Logistics, the asset is to be transferred to the stores compound or held by the Program until further instructions are received.  

The delegate, in providing approval to dispose of the asset must:

· ensure the disposal achieves the best net return for the ASC; and
· be satisfied that the disposal is able to withstand public scrutiny on 
probity and ethical grounds.
Once approval has been provided to dispose of an asset, the Fixed Asset Register record should be amended to reflect the new location of the asset (i.e. the Fixed Asset Register should show that the asset is being held by Logistics pending disposal).

Where a Cost Centre Manager decides to cease operating an asset and use the item for replacement or spare parts, the Manager Logistics should be notified. This will require approval from the delegate for the asset to be decommissioned and removed from the Fixed Asset Register.  
Prior to the physical disposal of an asset, the item should be checked to ensure that it does not contain any material not intended for disposal.  Examples of material that should be cleared prior to disposal include:

· printed stationery - this could be misused, or used for fraudulent purposes;
· software – the unauthorised movement could breach licensing agreements;
· classified or confidential information – this may be contained on whiteboards, papers, files, or on electronic records including hard drives, floppy disks or CDs; or
· hazardous materials of any kind.
ICT staff are responsible for ensuring that ICT equipment is sanitised so that it does not contain ASC confidential information or software prior to disposal.
Methods of Asset Disposal

The choice of method for disposing of an asset must achieve the best net return to the ASC and be ethical, appropriate and cost effective. The method chosen must be able to pass external scrutiny.  

Documentation must be collected and retained that explains the reasons for the decision to dispose of the asset, the method chosen and the delegate who made the decision.
Decisions on the disposal method should consider the following:

· the likely sale proceeds of the asset under different alternatives;
· the costs associated with the disposal methods;
· the location of the asset (will it cost a lot to transport);
· the volume of assets for sale (is there one or many);
· environmental issues (are there possibilities of refurbishing, reusing or recycling the asset); and
· government regulations.

For certain assets the ASC has formulated a specific disposal strategy to minimise the net cost of owning the asset.  For example:

· motor vehicles are generally sold at the earlier of two years of age or 50,000kms; 
· buses are generally traded in at three years of age; and
· computing equipment are sold at the end of the warranty period.
For other assets the options for asset disposal can include or be the result of the following: 

· recycle 

· donations or gifts

· destruction, scrapping or dumping 

· sale by tender 

· sale by public auction 

· sale by private treaty 

· sale by trade in

· selective sale

· lost / stolen

· conversion

· stocktake adjustment

The gifting of an asset requires the approval of a delegate with the appropriate delegation authority (see ASC Financial Delegation Schedule). 
In the interests of promoting probity, fairness and openness, staff are generally not to purchase surplus ASC assets unless the purchase is made as part of a sale process which is open to the public.  However, the sale of surplus assets to staff may be considered where special circumstances apply, especially where there is no infrastructure available for a competitive sale, such as in remote locations where transport and/or selling costs could outweigh the potential sale revenue.

The ASC offers no warranty on assets sold to other organisations.

The date of disposal is important because it is the date that an asset is removed from the Fixed Asset Register.

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

· Infrastructure, Plant and Equipment - the date on which the asset is physically disposed (i.e. the date that the ASC gives away ‘control’ of the asset); and
· land, land improvements, buildings, leasehold improvements and software - the date that the asset is physically disposed of.

The disposal of an asset in Australia is considered to be a taxable supply which means that when the ASC sells an asset it incurs a GST liability, of 1/11th of the proceeds, to the Australian Taxation Office (ATO).

The disposal of an asset overseas (or disposals that are exported from Australia by the purchaser within 60 days of the purchase) are not considered taxable supplies and there is no GST liability.

Commercial and Facilities Division is responsible for processing the disposals in the Fixed Asset Register for individual asset classes.
Related Documents
ASC Asset Management Policy

ASC Asset Management Procedures – Acquisitions

ASC Asset Management Procedures – Operation and Maintenance

ASC Asset Management Procedures – Monitoring and Reporting

ASC Finance One User Guide for Assets (Logistics)

ASC Capital Purchases Policy

ASC Credit Card Policy

ASC Financial Delegation Schedule
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