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TITLE:
PROCUREMENT: ASSET REGISTER AND INVENTORY

PURPOSE/SCOPE:
To ensure that all assets over £5,000 are added to the asset register, to ensure all assets over £500 are added to the asset inventory, and to ensure that there is an approved procedure for removing such items from the asset register and inventory.
RESPONSIBILITY:
It is the responsibility of the Assistant Finance Manager to ensure that all asset items over £5,000 are added to the asset register.

It is the responsibility of Heads of Faculty / Unit Managers to maintain asset inventories for all plant, equipment, furniture and stores in their area with a value in excess of £500.


It is the responsibility of the Assistant Principal: Resources or the Depute Principal to authorise disposition of stock from asset register and asset inventory.
For asset register and asset inventory administration - Member of Finance Office

DEFINITIONS:
Asset Register item
Any single item which has a value in excess of £5,000 excluding VAT
Asset Inventory item

Any single item which has a value in excess of £500 excluding VAT

APPENDICES:
Forms
Inventory Deletion Form (F-PID)

RELATED

INFORMATION:
Cardonald College Scheme of Delegation 
Cardonald College Financial Regulations

ORIGINATED



APPROVED




DATE
 

1.0
GENERAL

1.1
The individual raising the purchase order (originator) will identify on the purchase requisition any items which are to be included within the asset register and inventory, by placing a tick in the appropriate column.

1.2
Details of inventory items are to be added to the asset register and inventory in accordance with section 2

1.3
Items of inventory must be added to the asset register and inventory, no more than one month after receipt of item.

2.0
ADDING ITEMS TO THE ASSET REGISTER AND INVENTORY
2.1
The asset register holds details of all assets for the College with a value of over £5,000 and is maintained by the Assistant Finance Manager based on information on purchases as supplied by budget holders.

2.2 The asset inventory holds details of inventory items for all departments and faculties. This is held centrally in Finance for all areas excluding Estates and ICT who hold their own asset inventory files due to the volume for each of these areas.

2.3 The asset register and inventory should record the location of each asset, asset owner, year of purchase, estimated life and estimated replacement cost.
2.4 New inventory items will be added on a monthly basis.
2.5
The inventory file will be reviewed and updated each year end by the managers responsible for the listed assets and any amendments notified to the Assistant Principal Resources.

2.6
Where an item is stolen or is to be disposed, only the Assistant Principal: Resources or the Depute Principal may authorise this, see section 4.

3.0
REMOVAL OF ITEM FROM ASSET REGISTER AND INVENTORY
3.1
Once an item is added to the asset register or inventory, it can only be removed with the authorisation of the Assistant Principal: Resources or the Depute Principal. To remove the item from the register or inventory, the Inventory Deletion Form should be completed. 

3.2 
This form is to be completed by the budget holder, giving reasons for the request to remove items from inventory (and the register if over £5,000).
3.3 
The form will be passed to the Assistant Principal: Resources who will make a decision on the disposition of the asset item, based on information given.

3.4
Following the decision on the disposition of the asset item, the Assistant Principal: Resources will authorise the request by signing the form. To facilitate the removal of the inventory item from the asset register a copy of the form will be passed to the asset register/inventory administrator by the Assistant Principal: Resources.

3.5
The administrator will mark the item as disposed on the asset register and inventory. The administrator will sign the Inventory Deletion Form to indicate removal. A copy of the Inventory Deletion Form will be kept in the Finance Office and a copy will be passed to the budget holder in question.

4.0
INVENTORY AUDITS
4.1
The information contained on the asset register and inventory will be subject to periodic audit in accordance with a programme which will be agreed in conjunction with the Assistant Principal: Resources.
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