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Policy


Assets
Date Effective
         July 2003
Date Renewed
         May 2005
Definition

An asset is any capital items and equipment that is owned by Share & Care Inc directly or through the various Programs.

Assets and equipment exceeding $200.00 are to be recorded on the Assets Register that must be accurately maintained and updated by the 30th June each year.

Equipment or protective clothing shall be recorded on a separate register.

Items on Loan are also to be recorded as assets.

Disposal of Assets

Disposal of assets and equipment over the value of $200.00 required the approval of the Chief Executive Officer and Board of Management. If upgrading the asset, the current market value is placed on the item, then offered in-house first to staff, then tendered out to the community if still available.

Items of equipment and clothing related to a work situation supplied by any Program of Share & Care Inc shall be inspected before disposal. The Program Manager shall inspect and certify those items and clothing provided is unserviceable, before replacement and/or writing off on the Asset Register.

Assets Register

The Assets Register is to contain details of building, motor vehicles, furniture, office equipment, electrical, computer equipment and any other items over the value of $200.00. Lesser items may be included on the Assets Register.

Loan items: entries are to identify the circumstances of possession such as conditions of use/return to ‘owner’.

Consumables shall not be recorded, but may be listed separately where it is deemed beneficial to the Program.

All items must be categorized alphabetically with the date of acquisition, location etc to create uniformity and assist in the audit process.

Any property transferred between Program areas is to be documented in an out of the Register.

Depreciation

The Assets should be depreciated each year, assisting in calculating the life property and replacement programming. This is a budgeting tool.
Inspection

An annual inspection of the assets and update of the Register is to occur at the end of each financial year prior to the audit.

A copy of the current inventory – Assets Register applicable is to be held in each Program area by the Program Manager and a copy supplied to the Chief Executive Officer.
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