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1.0. INTRODUCTION
 

MWOK HO began its activities in 2011 initiated by a group of volunteers who saw the need to address and champion the voice of the needs of the marginalized and vulnerable communities in Uganda. MWOK HO is a non-profit, non-denominational, apolitical and non-sectarian organization legally registered with the Ministry of Justice under the Registrar of Companies, NGOs, Societies and Associations in 2013. It originated as a result of the increasingly high level of poverty, looming illiteracy levels leading to high prevalence of HIV/AIDS, malnutrition, low girl-child enrollment with high school drop-out rate as well as frequent tribal clashes among communities in both urban and rural areas of South Sudan. It was initiated to empower and support disadvantaged local communities and to mitigate the impacts of persistent conflict, displacement, and poverty. 

The organization has tremendously grown in program portfolio from just focusing on HIV/AIDS awareness to gender equality and women’s rights, child protection, policy advocacy, food security and livelihood support, delivery of health and nutrition, primary education, youth development programming, sexual adolescent and reproductive health, vulnerable groups care and support as well as fighting inequalities and injustices.

MWOK HO continues to carry out its mandate of empowering and supporting disadvantaged local communities, children, women and elderly people through health, education, WASH and community-led initiatives to be productive and self-reliant and God-fearing to restore hope and human dignity.

MWOK HO has 15 volunteers, 5 based at its Head Quarters in Kampala and 10 are field base 
2.0. MWOK VISION

We envision resilient communities that are healthy, productive, and empowered for sustainable well-being
3.0. MWOK MISSION
Our mission is to build and strengthen local capacity for enhancing community resilience for socio-economic transformation and sustainable development

4.0. MWOK CORE VALUES

MWOK is guided by values of competency, drive for results, accountability, integrity, ethical code of conduct, gender responsiveness, resilience and respect for human dignity and rights in implementing its country program interventions.
5.0. SCOPE

These Terms and Conditions apply to all staff having Ugandan nationality and all other nationalities locally recruited. The non-Ugandan staff who are internationally recruited by MWOK HO will be bound by the terms of their contracts.

6.0. PURPOSE

The following policies and procedures document an asset management system designed to comply with all statutory requirements and increase control over those assets for which the MWOK HO Head Office has stewardship responsibility. The intent of these policies is:

6.1. To obtain accountability over the assets, 

6.2. Provide centralized documentation for insurance purposes,

6.3. Meet financial reporting needs, 

6.4. Generate asset management information. 

6.5. To gather information that allows for the preparation of financial statements in accordance with generally accepted accounting principles.

6.6. Provide adequate stewardship over its resources through control 
7.0. POLICY

            It is the policy of the Head Office to ensure that:


7.1. Fixed or None Expendable Assets of the Head Office, must be Capitalized and depreciated using the Straight-line method of depreciation.

7.2. Fixed and Expendable assets are inventoried, safeguarded, maintained, and controlled. 

7.3. Fixed and Expendable assets are identified as property of the Head Office and are accounted for.  

7.4. Disposal of assets of the MWOK HO Head Office must be approved by the MWOK HO Board of Directors. 

7.5. All staff of the Head Office shall abide by this.
8.0. DEFINITIONS 

8.1. MWOK HO Board – Board of Directors.

8.2. Depreciation- Process of allocating the cost of capital assets to expense in a systematic manner to those periods expected to benefit from the use of the asset.

8.3. Expendable Assets-   Are assets below the $5,000 threshold but have a life span of multiple years.

8.4. Fixed Assets or None Expendable Assets - Tangible and intangible property owned by the MWOK HO Head Office in excess of $ 5,000, used to generate revenue or enhance service potential over multiple accounting years. These are depreciable assets.

8.5. Straight-line method of depreciation - Method which considers depreciation a function of time rather than a function of usage.  Depreciation expense is divided evenly for each month of the asset’s life.

8.6. Tangible Assets - Assets that possess physical substance.  Tangible assets include such items as land, buildings, data processing equipment, vehicles and furniture and fixtures.
8.7. Intangible Assets - Assets that lack physical substance.  Intangible assets include such items as computer software.

8.8. SMT – Senior Management Team
9.0. IMPLEMENTATION ROLES & RESPONSIBILITIES

Given the nature, complexity, and ever-changing environment, ensuring appropriate stewardship of assets is best achieved through the combined efforts of individuals and management across the board. The following clarifies roles and responsibilities for safeguarding and controlling assets:
9.1
Individuals Utilizing Assets
Individual administrators, and staff are responsible for stewardship of items purchased and/or utilized by them. This includes, but is not limited to:

9.1.1.
Utilizing assets in the manner for which they are intended and with care and consideration. 
9.1.2.
Ensuring that property is appropriately stored and safeguarded when not in use.
9.1.3.
Filling out appropriate documentation for equipment movement, in a timely manner. Note that any assets not officially transferred according to policy will remain the responsibility of the person who last signed for its use.
9.1.4.
Utilizing assets primarily in support of the work of the Head Office’s business. Use of such assets in support of a personal business or commercial enterprise is expressly forbidden.
9.1.5.
Reporting lost, stolen, missing, malfunctioning assets immediately upon discovering the loss or malfunction to the Administrative Officer/Administrative Assistant using a standard Form (MWOK HO Head Office MISSING ASSETS REPORT FORM: APPENDIX 2). 
9.1.6.
Receiving appropriate approvals before removing assets from their location to another location or User. 
9.1.7.
In the case of loss, damage etc the individual in custody of the asset is liable for the cost of replacing the item in cases of negligence as determined by the Management.

9.1.8.
Note that theft of computers, phones or other assets from vehicles – locked or otherwise will be directly deemed negligence on the part of the individual in whose custody the item is assigned. No assets should be left in vehicles unattended at any time.
9.2. The Operations Support Director (Or Equivalent)
 
The Operations Support Director (or equivalent) is responsible for ensuring appropriate stewardship of assets approved for purchase and/or utilized. This includes, but is not limited to:
9.2.1. Communicating the importance of fixed asset stewardship and expectations regarding fixed asset use to all staff. Providing training as necessary regarding asset use, storage, maintenance. 
9.2.2. Monitoring asset usage to ensure assets are utilized in the manner for which they are intended and with care and consideration. 
9.2.3. Monitoring asset usage to ensure assets are utilized primarily in support of the objectives of the MWOK HO Head Office. 
9.2.4. Notifying SMT regarding lost, damaged, destroyed, disposed, traded-in, sold, No longer of value, and/or transferred assets immediately upon knowledge of such. Notifications regarding asset transfer, donation, disposal, trade-in, and/or sale must precede asset disposition. 
9.2.5. Monitoring disposal of assets to ensure appropriate approvals are received before assets are removed. 
9.2.6. Ensuring high-risk assets are secured and/or protected by appropriate controls commensurate with the value, portability, and other risk factors associated with the asset. Such controls may include, but are not limited to, application of security/locking devices, periodic facility or property inspections, and/or asset sign-out/tracking logs. 
9.2.7. Supervising timely and accurate physical inspection of all assets once every year. There will be an inspection team consisting of selected members of Staff other than staff designated as custodian for a specific asset, to certify asset inspection.
9.2.8. Developing and implementing monitoring and tracking systems as appropriate to ensure assets are appropriately safeguarded and controlled. 
9.2.9. Conducting inventories as determined appropriate when asset custodianship changes occur, including changes associated with staff separation from the MWOK HO Head Office. 

9.3.

Administrative Officer or Assistant 



Is responsible for:

9.3.1.
Preparing an annual listing of assets in one or more of the previously described potential high risk categories (portable and marketable, not easily transportable but readily marketable and/or easily used for personal gain, and/or repeatedly lost/stolen).
9.3.2.
Ensuring all assets are classified and identified as property of the MWOK HO Head Office by engraving them. 
9.3.3
Maintaining a complete and accurate inventory of assets, and reporting inventory changes associated with these assets to the Operations Support Director on a monthly basis.

9.3.4.
Developing schedules to ensure assets are inspected once every year. Notifying the Administrative Manager or Director regarding scheduled physical inspections, providing inspection inventories to appropriate management, and receiving completed inspection reports.

9.3.5.
Conducting post inspection audits to validate inspection report accuracy and reporting discrepancies of potential concern to Operations Support Director.
9.3.6.
Updating the fixed assets Register based on inspection reports and notifying management regarding inventory changes as previously described.

9.3.7.
Providing asset inventories as requested, conducting change of custody inventories and updating inventory records as appropriate to reflect asset custody changes.

9.3.8.
Evaluating loss, damage, destruction, disposal, theft, trade-ins, sale, and/or transfer of assets and providing recommendations to the Operations Support Director regarding the disposal of these assets. 

9.4.

The Head Office Senior Management Team (SMT)
The SMT is responsible for establishing the importance of fixed asset stewardship at the CO, including:

9.4.1.

Ensuring the Assets policy provides an effective means of assuring appropriate stewardship of assets considering the Head Office’s environment (control consciousness of personnel, general security of buildings, and staff access to equipment), historical losses, high-risk property, and costs versus benefits.

9.4.2.

Classifying assets (tagging, Engraving, periodic physical inspections, application of security/locking devices, and/or maintaining asset movement logs and inventory records). 

10.0. PROCEDURES

10.1. Amount To Capitalize
Historical cost is the usual basis for valuing fixed assets and is measured by the cash or cash equivalent price of obtaining the asset and bringing it to the location to cause the condition necessary for its intended use.  The purchase price, freight costs, sales taxes and installation costs are part of an asset’s cost.  
10.1.1. Cost Subsequent To Acquisition – Capital Or Expense?


In general, cost incurred to achieve greater future benefits should be capitalized, whereas expenditures that simply maintain a given level of services should be expensed.  In order for costs to be capitalized, one of the following three conditions must be present:

10.1.1.1. The useful life of the asset must be increased
10.1.1.2. The quantity of units produced or service potential of the asset must be increased.
10.1.1.3. The quality of units or service potential must be enhance
10.1.1.4. Ordinary repairs or expenditures that maintain the existing condition of the asset or restore it to Normal operating efficiency should be expensed immediately.  Common examples of items that should be expensed immediately are general building renovations and maintenance, painting, installation of office cubicles, and purchases of office furniture where no pieces are independently in excess of the capitalization threshold.  

10.2.1. Depreciation Guidelines

Depreciation is the process of allocating the cost of capital assets to expense in a systematic manner to those periods expected to benefit from the use of the asset.  The Head Office will adopt the straight-line method of depreciation, which considers depreciation a function of time rather than a function of usage.

10.2.2. Exceptions

10.2.2.1.1   Assets acquired with U.S. Government Funds should not be capitalized or depreciated even though the Head Office may hold title to the property. Usually U.S. Federal awarding agencies prescribe requirements for recipients concerning the use and disposition of real property acquired in whole or in part under an award.  The Head Office must comply with such requirements and/or the provisions of OMB Circular A-110 “Uniform Administrative Requirements for Grants and Agreements”
10.2.2.1.2 Donor requirements must be followed when accounting for fixed assets acquired with grant funds (None-U.S. Government).

10.2.3.
The same depreciation expense is recorded for each month of the assets life.  

Monthly figure is computed by dividing acquisition cost by useful life in months.  For example the monthly depreciation for a car would be 1/36th of its cost.  See below for assignment of useful lives
10.2.4. Asset should begin depreciating after title passes.




This is normally demonstrated by invoice date. If the asset is received before the invoice date and title has passed, it should be placed in service according to the date the asset was received.

10.2.5.
Classification of Fixed Assets and Useful Lives

 

Asset categories and useful lives as presented below to ensure that fixed assets are consistently capitalized and depreciated.  

10.2.5.1 Land – (LD)



Land costs typically include the purchase price, closing costs, cost incurred in getting the land ready for its intended use (i.e. grading, filling and clearing), assumption of any liens or mortgages, and any additional land improvements that have an indefinite life.  


Land is not assigned a useful life as it is not subject to depreciation.   Lease hold land is amortized over the period of the lease. 
10.2.5.2.
Buildings – (BD)

The cost of buildings should include all expenditures related directly to their acquisition or construction.  These costs include materials, labor, overhead costs incurred during construction, professional fees and building permits.  Note that building renovations should never be capitalized to the building account.  These costs should either be expensed immediately, or capitalized to building improvements account if they meet the criteria outlined below.



Useful life - 40 years
10.2.5.3.
Building Improvements – (BI)  


There are two categories of building improvements used to accumulate cost incurred on building renovations that are considered major.  Long-term building improvements include such items as roof and air conditioning replacement.  Short-term building improvements include building new offices and conference rooms.  



Useful life - Short-Term 5 years and Long-Term 15 years

10.2.5.4.
Furniture and Fixtures – (FF)

Furniture and fixtures include such items as filing cabinets, desks, boardroom tables and office furniture.  These items should only be capitalized if one unit independently satisfies the capitalization dollar threshold.  

Useful life – 5 years

10.2.5.5. Appliances and Equipment – (EQ)  
Appliances and equipment include such items as telephone systems, LCD projectors, generators, satellite dishes, codan radios and digital cameras, whose value satisfies the capitalization dollar threshold. 

Useful life – 3 years

10.2.5.6. Vehicles – (VH)

All automobiles, trucks and motorcycles in excess of the capitalization threshold should be classified to this fixed asset category.  

Useful life - 3 years

10.2.5.7. Data processing – (DP)


Data processing includes desktop computers, laptops, servers, and computer software.  Also in this category are printers, fax machines, photocopiers, printers and scanners that are within the defined threshold.

Useful life - Hardware 3 years; Software 5 years

10.2.5.8.
Assets in Progress (AIP)

The asset in progress (AIP) account is used to accumulate costs of self-constructed assets that span multiple accounting periods.  Common examples are buildings.  During the construction phase all costs incurred should be coded to the asset in progress account until all work has been completed and the asset is ready for its intended use.  Once completed, all activity should be reclassified from the asset in progress account to the respective fixed asset category and placed in service to initiate depreciation.  
The items capitalized should include all expenditures related to the acquisition or construction of the asset.  These costs include materials, labor and overhead cost incurred during construction.  They also include professional fees, technical drawings, planning with contractors and building contracts.  
Assets in Progress do not depreciated until reclassified to the respective fixed asset category.
11.0. PURCHASING PROCESS OF ASSETS 

Refer to the Purchasing Policies and Procedures for a complete overview of the purchasing process and required approval levels for the purchase of assets. For tracking purposes, all fixed assets must be assigned a unique asset number by the Administrative Officer.   
12.0. RECORDING TRANSACTIONS ON THE GENERAL LEDGER

Once the asset has been physically received, the acquisition cost should be coded to the appropriate asset account. 

The procedures outlined below summarize the various methods of recording asset transactions in both CEDAR and the Asset Register (APPENDIX 3).
12.1. An asset is purchased by the Head Office:

a. The Head Office Accountant/Finance Officer assigns a unique fixed asset number.

b. The Head Office will set-up the Asset in the Asset Register. 

c. The Head Office pays the vendor and posts the asset cost to the General Ledger using the appropriate asset account and fixed asset code.

d. The Head Office places the asset in service in the Asset Register and begins to depreciate it (If depreciable asset). 

12.2.  An asset is donated to the Head Office:

a. The accountant submits a report to the Finance Director with details of the donated asset.  Documentation provided by the donor supporting the fair market value of the donated asset must also be provided.  

b. The Accountant guides the Administrative Officer in assigning a unique asset number.  

c. The Head Office sets-up the assets in the Asset Register.

d. The Head Office’s Accountant posts the related entries to CEDAR. 

e. The Head Office places the asset in service in the Asset assets Register to initiate depreciation. 
13.0.
DISPOSING OF ASSETS

13.1.
Background

Assets often require disposal due to obsolescence, theft, damage, or sale to an independent third party.  Regardless of the reason or time of disposal, depreciation expense must be recognized up to the date of disposal.  At the time of disposal, the original acquisition cost and accumulated depreciation to date are adjusted in order to recognize the relevant gain or loss on disposal.  

13.1.1.
Disposal Guidelines     

  13.1.1.1. Before Disposing of any Assets:
a. Obtain proper approval in writing from the Executive Director before disposing of any assets.

b. Determine the fair market value of the asset from independent third parties to determine the sales price by   getting at least two, preferably three independent bids or valuations in writing, and sell to the highest bidder. 
c. To ensure adequate segregation of duties the functions of authorizing the disposal, relieving the general ledger, and performing the annual physical inventory must be separated.  

d. Sale to Employees is prohibited unless prior approval has been obtained in writing from the Board of Directors.  If a sale is made to an employee, or related party, the following guidelines must be followed:
i. Sales should not be made below the assets fair market value as determined above.

ii. All employees and related parties must have the opportunity to bid.  

iii.  Assets may not be given to employees and related parties as part of compensation packages, unless prior approval has been obtained in writing from the MWOK HO Board. 
13.2.1.
After Disposing of any Fixed Assets:                                                                                                                                                                                                                                                                                                                                                              

13.2.1.1. Propose and post all related journal entries in the general ledger.
13.2.1.1.1. Submit the Signed Fixed Asset Disposals and Authorization Form to dispose of the asset in writing from the Regional Finance Director to IO Finance.

 
The following procedures and entries should be observed:

a.
The cash proceeds received from the sale of the fixed asset must be initially credited to the liability account Proceeds on Sale of Fixed Assets, and debited to cash-in-bank.  When coding to the Proceeds on Sale of Fixed Assets account, the assigned fixed asset number should be used.  This liability account will be subsequently reversed when the actual disposal entries are posted to the general ledger.  


Verify whether or not an asset has a net book value. When passing entries for disposal of Assets, and instead of directly relieving the fixed asset cost account for the original acquisition cost, the Disposal at Cost account must be relieved.  This account is a “contra” cost account that has a credit balance. 


b.
Similarly, instead of directly relieving the accumulated depreciation for the total depreciation recognized to date, the Accumulated Depreciation on Disposals must be relieved.  This account is a “contra” accumulated depreciation account that has a debit balance. 

14.0. DOCUMENTATION REQUIREMENTS 

14.1.
For all Asset purchases a file must be maintained by the Head Office for each asset that contains at least the following:

14.1.1.
Three bids from external vendors and bid analysis
14.1.2.
Purchase Requisition Approval
14.1.3.
Purchase Order 
14.1.4.
Shipping Documentation and/or Bill of Lading

14.1.5.
Receiving Report signed and dated by the individual responsible for receiving the goods
14.1.6.
Original vendor invoice. Note that a “Proforma” invoice does not satisfy this requirement, as it is only a quote and not an obligation to buy.
14.1.7.
Any contracts or service agreements relating to the fixed asset
14.1.8.
Signed Form 1 Fixed Asset Additions
14.1.9.
Any contracts or service agreements relating to the fixed asset

14.2.
Similarly for disposed assets the following information will be added to the above file: 

14.2.1.
All original acquisition paperwork as outlined above
14.2.2.
Authorization in writing to dispose of the asset, from the Regional Finance Director. 

14.2.3.
Independent bid analysis and/or determination of fair market value

14.2.4.
Copy of any sales proceeds and any related sales documentation including final recipient

14.2.5.
Signed Form 2 Fixed Asset Disposals, including reason for disposal.
14.2.6.
If the fixed asset is a vehicle, the following documentation must be kept:

14.2.6.1. A kilometer journal must be kept for each vehicle which details the use of the vehicle by source.
Source is defined as working fund or grant.

14.2.6.2.
A kilometer rate must be established by the National Office.  The best practice for the kilometer rate is to use a rolling three year average of vehicle expenses and kilometers driven.
14.2.6.3.
Vehicle expenses that can be included in the calculation are depreciation, fuel, repair and maintenance, and insurance.
14.2.6.4.
Each month a vehicle usage fee should be applied to its usage source by multiplying the kilometer rate by the source in the kilometer log.

15.0. MONTHLY FIXED ASSET CLOSING REQUIRMENTS

During the month-end preparation of financial statements it is important to ensure that assets are properly classified, and recorded at the appropriate net book value.   These general procedures are presented below: 
15.1. General Guidelines for Month-End Procedures

a. For all new purchases ensure that the acquisition cost is properly recorded and classified on the general ledger.  

b. Place all new fixed assets in service to initiate depreciation.  

c. Propose and post all disposal entries in the general ledger (see above for procedures).
d. If there are any assets in progress (AIP):
i. Ensure that all expenditures relating to AIP assets are properly coded to the asset account.

ii. Make sure that Head Office AIP assets begin depreciating until placed in service.

iii. Evaluate need to place AIP assets in service

iv. Perform depreciation and post into the General ledger using Journal Voucher entry.

v. After depreciation has been posted compare the total depreciation expense to the previous three months and investigate large or unusual fluctuations.  
vi. Ensure that total depreciation expense for the current period equals the increase in accumulated depreciation.  Entries should not be made to depreciation expense without an equal offset to accumulated depreciation.

vii. Reconcile the General Ledger, and propose any necessary adjusting journal entries.  
16.0.  ANNUAL INVENTORY OF ASSETS
On an annual basis a physical inventory should be performed, by a Team selected by the Operations Support Director and Staff, in order to substantiate all balances reported on the Asset Register and related financial statements.  This inventory should be performed:

a. For all assets purchased on or before June 30, and 

b. Completed within fifteen days of year-end. 

c. The inventory should include both fixed assets that are capitalized, 

d. For items acquired through Grant funds that were initially expensed. 

e. At the end of every Grant during the Grant close out phase.

f. Standard Inventory verification forms will be used (Appendix 4).
16.1.
Inventory Procedures

16.1.1.    Objective:

On an annual basis, a physical inventory should be performed the Head Office in order to substantiate all balances reported on the asset register and related financial statements.  This inventory should be performed for all assets purchased by the Head Office, and completed within fifteen days of year-end.  

16.1.2.  Inventory Procedures:  

During the inventory process adequate segregation of duties should be maintained.  The individual responsible for reconciling the Asset Register to the general ledger, and proposing the related adjusting journal entries should not be part of the physical inventory team.  In addition, the person responsible for physically inspecting assets when they are initially received, or authorizing fixed asset disposals, should not be part of the inventory process.  The inventory should include both all assets including items acquired through Grant funds that were initially expensed.

16.1.2.1.
Inventory Steps for Assets 

a. Delegate the Accountant to reconcile the Asset Register to the general ledger (CEDAR).  File a      

            copy of the reconciliation report. 

b. All idle or obsolete assets should be segregated and excluded from the physical count.  There should be no movement of assets during the inventory process.  

c.  Appoint a minimum of four individuals to physically inspect all fixed assets.  The count should be performed in a systematic way to ensure full coverage.  

d. Devise a system to mark items on the fixed asset register after they have been inspected to verify the existence and remaining service potential of the asset.

e. Document and investigate any variances between the physical count and the balances reported on the asset register.  

f. If it is determined that an asset listed on the fixed asset register Head Office longer exists, or has remaining service potential, a disposal entry may be required.  These items should be clearly marked on the asset register during the physical inventory process, and returned to the individual responsible for reconciling the general ledger.  This individual should verify that a disposal is truly required, and propose all necessary entries in CEDAR.  

g. If assets are found that are not listed on the asset register, document all relevant information on the on the asset register and return to the individual responsible for the reconciliation process.  This individual should investigate the reason the items were excluded from the asset register by examining the original transactions.  If determined that the asset was improperly excluded from the asset register, discuss with the SMT and ensure that adjustments are made.  

h. After all adjustments have been posted, complete a final reconciliation of the general ledger and Asset Register to ensure that the two sources of information are in full agreement.  

i. Once completed the individuals responsible for conducting the physical count should include the following on the fixed asset register:

Printed name and title

Date

Signature

Statement that a complete and accurate inventory has been performed to the best of their knowledge as of period xx of FYxx (or something similar).

j.
The final inventory records should be maintained by the Administrative Officer/Assistant and be readily available if requested during the year-end audit.

16.1.2.2.
Inventory Procedures for Items Acquired through Grant Funding:

To demonstrate that Head Office is properly safeguarding assets acquired through Grant Funding, and to satisfy donor requirements, these items must also be inventoried on an annual basis.  An inventory must also be performed at the end of every Grant during the project close out phase.  This inventory should include only assets that relate to that particular Grant.    

As discussed above, adequate segregation of duties should be maintained to mitigate risk and to ensure that a complete and accurate count has been performed. 




Inventory Steps for Grant Assets:

a. Delegate two individuals to perform a complete physical count, and one person to perform the final reconciliation and investigate discrepancies.  

b. During the physical count all information relating to the asset should be written down including asset description, serial number, make and model and any other pertinent information.  The required information varies depending on the grant, and is generally summarized in the grant agreement.  

c. After the physical count has been totally completed the individuals responsible for the inventory should include the following information on the actual inventory count:

Printed name and title

Date

Signature

Statement that a complete and accurate inventory has been performed to the best of their knowledge as of period of FY (or something similar).

d. 
Submit the inventory listing to the person responsible for the actual reconciliation.  This individual should:

i. Agree all items on the inventory listing to the asset information in the respective Grant files.

ii. Investigate and resolve any discrepancies.  

iii. If during the reconciliation process it is determined that an asset requires disposal, ensure that all donor requirements as listed in the Grant agreement are satisfied.

e.
Once satisfied as to a complete and accurate listing, create an Excel document sorted by specific Grant to include the following:

Grant name and donor
Grant job code

Grant expiration date

Asset description including make and model and any other pertinent information as summarized in the agreement

Individual responsible for performing the reconciliation should include name, title, date and signature.

Any fixed asset disposition requirements outlined in the Grant agreement. 
g. After the excel document has been completed ensure that all summary information agrees to the detail submitted from the actual physical inventory.  A hardcopy of the excel file should be maintained with the copies of the actual physical count and be readily available for audit requests.  There should be Head Office discrepancies between the actual physical count, excel summary document, and individual Grant files.
h. It will also be expected that the Head Office is proactive in completing inventories in a timely manner after Grants are completed and closed.

i. Always refer to the grant agreement for any further inventory and reporting requirements established by the donor.


APPENDIX 1: (EQUIPMENT MOVEMENT FORM)
MWOK HO
EQUIPMENT MOVEMENT FORM

The following asset or equipment has been issued or moved:

Name 


_______________________________________________________

Type


_______________________________________________________

Model


_______________________________________________________

Serial Number

_______________________________________________________

Asset/Equipment Code
_______________________________________________________

Has been issued to:

Name


_______________________________________________________

Title


_______________________________________________________

Office Location  
_______________________________________________________

Purpose …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
If for temporary use, State the duration of use i.e. expected date of return……………………………………………………………………
The recipient confirms that the equipment will be returned to AFOD in good working condition. He/she also agrees that for any damage or loss of the equipment while in his possession will be his responsibility.

Date of Issue


_______________________________________________________ 
Signature of the Recipient
_______________________________________________________
Issued by: ………………………………….   Title:………………………………..      Date issued:………………..

EQUIPMENT/SUPPLIES RETURN SLI
This is to certify that the abovementioned asset was returned to me in good working condition.

Name


_______________________________________________________

Job Title

_______________________________________________________

Date of Return

_______________________________________________________

Signature

_______________________________________________________

Distribution:

Original copy – Administrative Officer

2nd copy – Finance

3rd copy – Staff
APPENDIX 2: (MISSING/DAMAGED ASSETS REPORT FORM)

MWOK HO
MISSING/DAMAGED ASSETS REPORT

A.     The following asset or equipment is damaged/lost/stolen while in my custody and care:

Name 


_______________________________________________________

Type


_______________________________________________________

Asset No.

             _______________________________________________________

Model


_______________________________________________________

Serial Number

_______________________________________________________

Asset/Equipment Code
_______________________________________________________

Date of issue to staff         _______________________________________________________

Purpose of issue               _______________________________________________________

Brief Narration of how the damage/theft/or loss occurred: …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Any action taken before submitting this report? ____________________________________________

Briefly state what steps were taken. ______________________________________________________

____________________________________________________________________________________________________________________________________________________________________________

Report submitted by………………………………………………. Title………………………………………… Signature                …………………………………………………

B.      I, ………………………………………………………. acknowledge receipt of the above report of the damage/theft/loss of the asset/equipment above for further action. 

Title                                     ………………………………………………………………………………………..

Signature                            ………………………………………………………………………………………..
Date                                     ………………………………………………………………………………………..

C.     DAMAGED ASSET/EQUIPMENT/SUPPLIES RETURN SLIP (Official Use)
This is to certify that the above damaged asset was returned to me in its poor state.

Name


_______________________________________________________

Job Title
             
_______________________________________________________

Date of Return

_______________________________________________________

Signature

_______________________________________________________

D.     REVIEWED BY:  

Name


_______________________________________________________

Job Title
             
_______________________________________________________

Date of Return

_______________________________________________________

Signature

_______________________________________________________
APPENDIX 3: ASSET REGISTER  


MWOK HO
FIXED ASSETS REGISTER 
Item:

…………………………………………………………….……..




Category:…………………………………………………………………….

Asset NO:       ………………………………………………………….………..




Ledger Code: ……………………………………………………………..
Serial NO:      ……………………………………………………………………..



Supplier:
……………………………………………………………..

Location:       ……………………………………………………………………..





……………………………………………………………..
Condition of Purchase- (New/Second Hand)…………………….                                           Estimated Life: …………..…………………………………….Years

Depreciation Rate: …………………………………………………………..             


Basis:             ………………………………………………………………
	Date
	
	Purchase Cost
	Additions
	Other 

Adjustments
	Total /Net Book Value

USD $
	REMARKS

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	APPENDIX 4:  PHYSICAL ASSET VERIFICATION FORM                            
  MWOK HO
PHYSICAL VERIFICATION OF  ASSETS


	DATE OF VERIFICATION:                                                                                                                               

	CATEGORY OF ASSETS:

	PHYSICAL ASSET VERIFICATION FOR THE PERIOD ENDING:

	ASSET NO.
	DESCRIPTION
	MODEL
	SERIAL NO.
	CONDITION
	RESPONSIBILITY
	LOCATION

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	I/We confirm to the best of our knowledge, that the above statement of assets is a true and accurate record of the physical inventory as at close of business at the end of the Financial year ended…………………………………………………………...

	

	1- Name                                                                  Title                                                               Date

	2- Name                                                                  Title                                                               Date

	3- Name                                                                  Title                                                               Date

	4-Name                                                                   Title                                                               Date
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