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1. INTRODUCTION:

Fixed Asset Registers are the major store of assets record keeping for VITRA. It’s more secure
and convenient to conduct monthly, quarterly and annual assets stock inventory through
physical assets count and identification and verification procedures. Therefore all assets stock
inventories and records should be made by ready and available where possible except for

physical assets count and verifications.




2. PURPOSE, OBJECTIVE AND SCOPE OF MANUAL

2.1 OBJECTIVE

The objective of this Assets policies and procedures Manual is to provide VITRA with
guidelines on the standards for assets management in order to ensure that the organization
operates with clarity. This asset policy and procedures manual is intended to act as a guide to
VITRA Staff’s in the operation of the asset policies and procedures as we continue to work
together towards achieving our objective and mission.

2.2 PURPOSE

The asset Policy and Procedures Manual provides a framework that underlines VITRA’s
aspirations in terms of its values and practices in reference to VITRA’s program work and
other policy documents such as the Human Resource, and other government statutory

regulations.

2.3 USE OF THE MANUAL
The manual is intended to be a handbook for easy reference, and interpretation of the assets
policies and procedures. It will be of use to senior management, VITRA Staff, Board and the

Council and all staff who undertake operations involving assets aspect.

2.4 COMPLIANCE, REVIEW AND UPDATE OF PROCEDURES:
The policies and procedures are current and it’s expected that regular reviews should be
made to ensure update of this manual. The Administrator and Logistic/Procurement Officer

will be responsible for the review and update of this manual.

All the policies and procedures in this manual are important and all users are expected to
comply with them. In situations where a particular policy or procedure is found not
applicable, or inconsistent with other policies, this should be discussed with the senior

management and Logistic/Procurement Officer.

3. FIXED ASSETS
3.1 INSURANCE

3.1.1. All major assets should be insured. These should include building, vehicles,

computers, Projectors, Still & Video cameras, Phones & ctc.




3.2 FIXED ASSET REGISTER (FAR)

3.1.2. 'The VITRA office will maintain a register to record all fixed assets

3.3 PURPOSE OF THE FIXED ASSET REGISTER

1) To provide a means of controlling the asset including acquisition, disposal and

transfer of valuable property.

2) To enable accounting calculations to be performed on asset cost, depreciation and

net book value.

3) To allow assets to be checked regularly in order to avoid misuse or misappropriation.

34 REQUIRED DETAILS FOR ALL ASSETS IN THE FIXED ASSET
REGISTER

3.4.1
1)
2)
3)
4)
5)
0)

7)
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3.4.4

The FAR should give details of each asset as follows:

Date of purchase

Description

Cost

Location

Asset number/serial number

Depreciation (calculated on the cost price) as follows: Furniture & Fittings
(20%0), Computer & accessories (25%), Electronic equipment (20%), and Motor
Vehicle (20%).

Net book value

At least once a year, each asset on the register should be inspected to confirm its

existence, location, usefulness and condition by the Facilitator.

All assets, which cannot be located, must be reported and investigated further by
the Finance and Administration Officer. If they are not found, a full report
should be submitted to the Head of Institution requesting authorisation to write

off.

Assets in poor condition or not being used should be considered for disposal.
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3.4.6

The FAR should be reconciled to the nominal ledger on a quarterly basis by the
Finance Officer.

All assets must have unique identification reference. For those assets that do not
have a permanently marked serial number, an asset identification number should
be permanently engraved on it. All assets should be marked as belonging to

VITRA.

4. INVENTORY

4.1 INVENTORY OF ASSETS

4.1.1

4.1.3

All inventory items should be recorded in the inventory register. It's the
responsibility of each department head to maintain the register of all inventories
within his/her department. The inventory register will contain the following
details:

1) Description of inventory item

2) Amount

3) Date of purchase

4) Location

At least once a year, each inventory item on the register should be inspected to
confirm existence

At the end of the year, the inventory register will be reconciled to the nominal

ledger to ensure completeness.

4.2 TRANSFER OF ASSETS

4.2.1

Transfer of assets between projects should be documented on a transfer form

and must be approved by the Head of Institution.




4.3 PROCEDURE FOR ACQUISITION AND DISPOSAL OF FIXED ASSETS

4.3.1

4.3.2

4.3.3
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4.3.3

4.3.6

4.3.7

4.3.8

A plan for the acquisition of fixed assets should be incorporated in the three-year
plan and annual budgets. Major disposals should be identified and included in the

annual budgeting process.

The procedure for acquiring fixed assets will follow the normal procurement
procedures.

When an asset is purchased, it should be given a unique asset identification
number or serial number, which should be physically marked on the asset and
held in the fixed asset register.

Fixed assets that are in poor condition beyond repair or no longer used should
be disposed-off immediately.

Disposal of assets should be authorised by the VITRA Steering Committee. The
same will apply when assets are being written off.

On disposal of assets, references to VITRA such as labels and markers on the
asset should be removed.

Any disposal of assets must take into account the contractual obligations
governing disposal of assets.

Disposal methods of assets should be authorised by a VITRA Board Members

5. USE, MAINTENANCE AND CUSTODY OF FIXED ASSETS

5.1 RESPONSIBILITIES

5.1.1

5.1.2
5.1.3

A maintenance schedule for fixed assets like computers, copiers, and vehicles etc
should be established by the Finance and Administration Officer to ensure
regular maintenance of the assets.

The overall custody and responsibility of assets lies with the Head of Institution
Official authorisation for use, removal of assets from office premises should be

obtained from the Head of Institution




5.2 ASSET TRANSFER FORM

5.2.1
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52.3
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Transfers of assets between VITRA and other projects, organisations or
networks should be documented on asset transfer forms in appendix
Three copies of the transfer form will be filled and signed by the receiving and
transferring persons.
One copy will be retained by each of the receiving and transferring persons and
the third copy will be sent to the Finance and Administration Officer with
supporting documentation.
The transfer form will contain the following details:

1) Name of transferor

2) Name of receiving person/department/project

3) Asset name including identifier number

4) Cost and net book value

5) Terms of transfer (permanent or temporary)

6) Signature of receiver

7) Signature of transferor

8) Approving signature of the Facilitator

6. VEHICLE/MOTORCYCLE USAGE

6.1 GENERAL

6.1.1

Fach vehicle should have a log book which records information about the
vehicle. The Driver should complete the relevant portions at all times the
logbook should have the following details:

1) Date

2) Mileage readings

3) Distance covered (hours for tractor)

4) Destination and Purpose of journey

5) Fuel consumption

6) Drivers Initials




6.1.2

0.1.3

6.1.4

0.1.6

Logbooks should be reviewed weekly by the Logistic Officer. Vehicle Reports

shall be prepared in respect of the Vehicles on a quarterly basis.

Monthly reviews should be performed which compare mileage with fuel
consumption over time and repairs and maintenance costs by the Finance,
Logistic and Administration Officers. This provides a check on whether it is

economical to run the vehicle.

All requests to use a vehicle should be made on the transport request form at all
times before a vehicle is allocated. This should be duly approved. Disciplinary

action will be invoked where a vehicle is used without approval.

Approval to use a vehicle shall be the responsibility of the Facilitator.

In the interest of segregation of duties, no staff should authorise their own
transactions and so the Finance and Administration Officer should get the
approval from the Head of Institution while the Head of Institution will consult

the Logistic and Administration Officer for the Vehicle use.

In all circumstances, a vehicle request MUST be filled in and authorised before a

vehicle is allocated to and used by any staff.

6.2 PRIVATE MILEAGE

0.2.1

6.2.2
6.2.3

6.2.4

At the end of each calendar month, the Logistic and Administration Officers will
review the vehicle logbooks and calculate private mileage per staff member.
Calculation of private mileage should be based per hours.

A private mileage report detailing staff private mileage should be prepared on a
monthly basis. This should be used by the Finance and Logistic Officer to make
recoveries.

The security of the Vehicle is important, all vehicles should be parked in a safe
and secure place after official working hours and this should be done latest by

9.00pm.




0.2.5 A record of vehicles parked in the compound overnight shall be made by the
night guards in respect of all the vehicles.

0.2.6  Private Mileage should be clearly identified in the logbook and the cost should be
recouped from the employee.

6.2.7 Logbooks should be reviewed monthly by the Logistic and Administration

Officer and the private mileage extracted for recharging through the payroll.

6.3 PRIVATE MILEAGE WITH USE OF OWN VEHICLE /MOTORBIKE

6.3.1 A separate statement will be issued after thorough investigations on the matter

have been made.

~~End ~~




