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Terms and Abbreviations

Term

Definition/Description

Covered Entity

Ministry, Department, or Agency & Metropolitan,
Municipal or District Assembly

Carrying amount

The amount at which an asset is recognized after
deducting any accumulated depreciation and
accumulated impairment losses.

CIP

Construction in Progress - The status designation
of a Constructed Asset prior to the issuance of a
Certificate of Completion or Certificate of

Occupancy.

Depreciation/ A mortization

The systematic allocation of the depreciable
amount/ cost of an asset over its useful life.

Depreciable amount

The cost of an asset, or other amount substituted for
cost, less its residual value.

FAC

Fixed Asset Coordinator 8 The head of FACU
within a Covered Entity who coordinates and leads
the management of Fixed Assets.

FACU

Fixed Asset Coordination Unit - A centralized
function within a Covered Entity that coordinates
and leads the management of Fixed Assets for the
entire Covered Entity.

FA Module

Fixed Asset Module & a sub-system in GIFMIS that
allows a Covered Entity to record, manage, and
report on Fixed Assets.

Fair Value

The price that would be received to sell an asset or
paid to transfer a liability in an orderly transaction
between market participants at the measurement
date.

Fixed Asset (FA)

An asset with a long life (expected to be in use for
more than one year), which the Covered Entity
controls and uses in its operations to generate
revenue or provide services and is of a Category
covered by the CAGD Capitalization Policy. This
includes Property, Plant and Equipment (PPE)

Fixed Asset Register

it is a record of fixed assets under the control of a
Covered Entity that contain s particulars of assets

Gate Pass It is a document on which authority is conveyed for
the movement of assets outside the Covered Entity
GIFMIS The Ghana Integrated Financial Management

Information System & The core electronic platform
for Financial Management of the Government of
Ghana.




Term Definition/Description
HQ Headquarters
Impairment A loss in the future economic benefits or service

potential of an asset, over and above the systematic
recogni tion of t he | 0 3
economic benefits or service potential through
depreciation. An asset is impaired when its
carrying amount exceeds its recoverable amount.

Main Category

The highest level of fixed asset classification in line
with the Government of Ghana Chart of accounts

Major Category

The sub item classification of fixed assets in line
with the Government of Ghana Chart of accounts

Minor Category

The lowest level of fixed asset classification in line
with the Government of Ghana Chart of accounts

PFM Public Financial Management

PV Payment Voucher 8 An accounting document that
requests payment for goods and/or services.

P2P Procure to Pay 0 the module of the GIFMIS

financial used for initiating procurement through
to payment.

Recoverable Amount

Is the higherofacashgener ati ng as
less costs to sell and its value in use.

Residual value

The estimated amount that an entity would
currently obtain from disposal of the asset, after
deducting the estimated cost of disposal, if the asset
were already of the age and in the condition
expected at the end of its useful life.

Revaluation

Is an adjustment made to the recorded value of an
asset to accurately reflect its current market value

Useful life

The period over which an asset is expected to be
available for use by an entity or the number of
production or similar units expected to be obtained
from the assetby the entity.

User Unit

The unit within the Covered Entity that has direct
use of fixed asset.

WIP

Work in Progress - The status designation of a
developed/built Asset prior to the issuance of a
Certificate of Completion.




Chapter 1Introduction

1.1 Background
Fixed assetis the largest component of government assets portfolio. There is therefore

the need to ensure its effective management

Before 2012, t he Wastoexpensebxadadssts gs and wley they

were purchased. Apart from the fact that this policy was inconsistent with

I nternational best practice, adequate recor
maintained as the value of assets in use did not reflectinthe Goer nment 6 s bal a
sheet.

The records of fixed assets kept by few institutions which tried to maintain the list of
their assets were usually not comprehensive and did not meet standard requirement.

From 2012, government decided to implement the fixed asset module in GIFMIS to
maintain adequate records including fixed assets register for Covered Entities.

The guidelines have been developed to meet the requirement of the following;

i. International Public Sector Accounting Standards (IPSAS):
Government adopted IPSAS in November 2014 as the framework for
reporting by Covered Entities towards ensuring improved accountability
and transparency relating to the public accounts of Ghana. IPSAS requires
Fixed Assets to be properly recognized and disclosed in the General
Purpose Financial Reports of Covered Entities. To meet this requirement,
there is the need to maintain a standard format for recording assets in the
fixed asset register and also ensure they are progerly managed.

il. The Public Financial Management (PFM) Act:
Section 52 of the Public Financial Management Act, 2016 (Act 921) requires
that the Principal Spending Officer of a Covered Entity ensures proper
control systems exist for the custody and management of assets.

ili. The GoG Accounting manual:
The Controller and Accountant-General has issued Covered Entity
Accounting manual that provides broad based instructions to users on the
various areas of financial management. It is expected that officers involved
in the management of fixed assets will be guided by the provisions of the
manual. The Controller and Accountant -General will provide guidelines
and instructions for the implementation of the provisions of the PFM law in
relation to Fixed Asset Management where it is deemed necessary.



There shall be establisked in Covered Entities a Fixed Assets Coordinating Unit
(FACU) including staff of estate and transport which shall be the cen tral coordination
and executionf uncti on of the Covered Entityds

Staffing of the Unit will depend on the size/organisational structure of the Covered
Entity and the size of its fixed assets.lIt is the responsibility of the Principal Spending
Officer to assign sufficient resources and personnel within the Covered Entity to
support the Fixed Asset Management function

1.2 Purpose of the Guideline
The Controller and Accountant -Generald ®epartment (CAGD) has developed this

guideline to assist responsible officers within a C overed Entity in the management of
Fixed Assets. The guideline has been developed to serve the following purpose:

I. To support Covered Entities effort to set up their fixed assets register.

il. To provide guidance to Covered Entities regarding the maintenance of the
Fixed Assets Register.

iii. To provide guidance to Covered Entities during the transition of the Fixed
Assets Register from manual to automated system.

iv. To discuss other considerations that Covered Entities should appreciate
when managing their portfolio of fixed assets .

In order to manage fixed assets effectively under the new arrangement, the following
have been developed;

i. Fixed assetmanagement guideline

ii. Fixed asset template

iii. Fixed asset module

iv. Fixed asset register
The guideline provides information on how fixed assets are to be igntified and
managed by all Covered Entities. As a first step, Covered Entities are to collect all
government owned fixed assets information mainly through physical count.
Eventually, it is expected that fixed assets registers will be maintained by Covered
Entities in the GIFMIS fixed assets module after it has been rolled out. Until then, the
registers will be maintained in an excel spreadsheet.

1.3 Definition of Fixed Assets

According to the Government of Ghana Accounting Manual for Covered Entity, Fixed
Assetswhich includes Property, Plant and Equipment ar e d e f tamgible assets
with a long life (expected to be in use for more than one year), which the Covered

f

0

X e

Entity controls and uses in iIits operations t



other words, fixed assets must be recorded in the fixed assets registers and recognized

in the entityds financial statements as well
likely to flow to the entity and its acquisition cost or other equivalent va lue is reliably
measurable.

1.4 Assets that falls under the definition of fixed assets

Specific examples include land, buildings, roads, structures, machinery and

equipment, motor vehicles and transport equipment, tools, Furniture, Fixtures and

Fittings, as well as other tangible objects, such as sewer systems, water and power

supply systems, information and communication networks, and the like. Incidentally,

intangible assets are statutory or factual rights with certain proprietary nature that

underliethe basi s of an entityds operational act
surface rights, land leasehold rights, patent rights, computer software, and facility use

rights.

1.5 Assets that have permanent nature but do not fall within the definition

of fix ed assets

There are some items that definitely serve for more than a year but have a value of
less than threshold provided in the Capitalization Policy. For example, a stapler

though serves for more than a year is to be consideredan office facility or consumable.
However, if such items are not controlled like the other fixed assets, they could be
misused. To avoid such misuse, an internal control system with the necessary records
could be designed.

1.6 Major refurbishment that is capitalized

Costs disbursed for a fixed asset after its acquisition should be recognized as an
additional asset, only in the case where such costs are conducive to functional
advancement or improvement of the fixed asset at a level exceeding the originally
expected functionality when those costs can be measured for the entire useful life. If
certain components of a fixed asset are replaced in the course of implementing a
measure of functional advancement or improvement, such components must be
removed from the fixed asset register and other related records e.g. an irrigation
system.

1.7 Units of registration

In principle, fixed assets are recorded in a register by asset category. Asset categories
are defined based on the useful lives specified in conformity with the GIFMIS F ixed
Asset Module User Manual. In order to do so, in practice, an entity needs to
individually and specifically determine whether or not it is appropriate to record
certain items as single fixed assets in the register, in light of the actual status of thoe
items and the circumstances for their administration.



Especially, if multiple assets involving different useful lives were recorded as a single
group of assets, their depreciation could not be properly calculated. It is therefore
essential to discern sud assets and record them separately in order to properly
maintain the fixed asset register. Conversely, if multiple fixed assets involving the
same useful life are controlled in an integrated manner, it may be considered
appropriate to record those assetsas a single group in the fixed asset register. Specific
examples include a sewer system comprising pipe culverts, manholes, basins and
other components or a simple water supply system comprising water purifiers and
water distribution facilities.

Fixed assds may be recorded by adequate grouping (e.g., by construction contract, by
design specifications, by administration unit, by location, etc.) in order to facilitate
tracking of their actual conditions and detection of their deterioration.

Recognition o f assets

i. Anitem is to be recognised as a fixed asset if, and only if it is probable that the
future economic benefits or service potential associated with the item will flow
to the Covered Entity, and the cost or fair value of the item can be measured
reliably.

ii. Specialsecurity equipment is to be recognised as asset.

iii. Infrastructure assets such as road networks, sewer systems and communication
networks are to be accounted for as assets.

iv. Initial recognition at cost includes all necessary costs to get theasset ready for
its intended use.

1.9 Insurance
One of the protection methods for fixed assets is purchasing appropriate insurance
policy against unforeseen circumstances

i. The Head of a Covered Entity, should assess which of the assets the Covered
Entity should buy insurance coverage for.

ii. Once purchased, the policy should be renewed every year in advance of its
expiry date.

1.10 The Chart of Accounts and Fixed Assets

For the purposes of management, classification and reporting of fixed assets the
government chart of accounts in compliance with GFS Manual 2014, has provided
codes for all types of assets which covered entities are to use.

For assets under construction, WIP codes should be used and transfer is made to the
appropriate finished asset code when construction is completed.



Chapter 2The Government of Ghana Fixed Assets Management Cycle

Prior to the deployment of the GIFMIS Fixed Assets Module in a Covered Entity, the
Covered Entity shal/l use a OFi xed As®Bpts Re:
for recording the requisite information regarding a fixed asset. Once this information

is captured for an asset, any change to that asset (Asset transfer, disposal, location

change, staff ownership change, etc.) must be reflected in this Fixed Asset Retgter.

After the GIFMIS Fixed Assets Module has been deployed to a Covered Entity, this
Fixed Asset Register will be imported into the GIFMIS Fixed Asset Module and all
changes to the status of a fixed asset shall be made using the GIFMIS Fixed Assets
Modu le.

The fixed assets management cycle is listed below.

2.1 Acquisition

The acquisition including the procurement process of fixed assets must be conducted
in compliance with Public Procurement Act, 2003 (Act 663) as amended in 2012 and
2016 (Act 914). Pulic Procurement Manual issued by Public Procurement Authority
provides detailed guidance for the process of procurement of goods, services and
works including fixed assets.

Thresholds for Procurement Methods and Thresholds for Review and Approval
Authority are stipulated in Schedule 3 of Public Procurement Act 2003 (Act 663) as
Amended.

2.2 Transfer
Fixed Assets can be transferred by a Covered Entity from

i. one person to another,
ii. one location to another,
iii. one section /division to another, or
iv. one Covered Entity to another.
In each of the aboveme nt i oned otransferso, the Fixed A

asset moved must be maintained to reflect the new location, responsible party, and/or
user unit. It is the responsibility of the FACU to coordinate this updating and to ensure
that the Fixed Assets Register accurately reflects the status and location of the asset at
all times.

2.3 Maintenance
Divisions/Sections responsible for the various categories of assets shall ensure regular

and required maintenance of fixed assets of the Covered Entity. When an asset is
removed from use for maintenance, the appropriate Section shall inform the FACU of



the maintenance event. It is the responsibility of the FACU to update the Fixed Assets

Registertoreflectthecurre nt st atus as oUndergoing Service

mai ntained, the status of the asset must
Register at all times should accurately reflect the status and location of the assets.

2.4 Retirement
Each asset identified in the Fixed Assets Register has an expected useful life. When

the end of that useful life has been reached or when the condition of the asset has

be

degraded to the point that 1t is no | onger

When the Covered Entity determines that the asset is no longer useful, a retirement
process is executed to ensure that the asset is assessed for usefulness before it is

di sposed of. When an Asset is oretiredo,

toindi cate that the current Status of the
removed from its current location to a location where assets are stored for potential
retirement, then the location of the asset should also be updated in the Fixed Assds
Register. It is the responsibility of the FACU to coordinate this updating and to ensure
that the Fixed Assets Register accurately reflects the status and location of the asset at
all times.

2.5 Disposal

Assets that have become unserviceable, obsoletaedundant or surplus to requirement
should be disposed of in accordance with Public Financial Management Act, 2016 (Act
921) and Public Procurement Act, 2003 (Act 663) as amended. Using the Fixed Assets
Register data, a list of assets designated for dispoal can be generated to initiate a
disposal process.

In order to make this possible, it is recommended that unserviceable, irreparable and
obsolete assets should be identified and recorded in the Fixed Assets Register during
the stocktaking process. An as®t can be assessed as unserviceable, irreparable, and
obsolete based on asset disposal policy of the Covered Entity in conjunction with a
management report on repairs/ maintenance request or work results, in which case,
the officer responsible (Storekeeper, Estate Officer or Accountant) should record the
assessment in the Fixed Assets Register.

Options of disposal methods include: Transfer to other Government Department or
Public Entity; Sale by Public Tender; Sale by Public Auction; Destruction, Dumping /
Burying.

2.6 Stocktaking
Stocktaking of fixed assets is to be conducted at least once a year at each user unit.

Objectives of stocktaking of fixed assets are: (i) to ensure fixed assets are recorded and

t he
As s e



updated in the fixed asset register; (i) to identify irregularities and issues in the
management of fixed assets; (iii) to facilitate management actions to improve fixed
assets management.

Stocktaking is conducted at the User unit level of Covered Entities. Where there is a
need to manage fixed assets at thdevel of sub-units below User unit, the Head of the

User unit may direct sub -unit managers to manage fixed assets including stocktaking
at the sub-unit level.

Stocktaking is implemented under the leadership of the Head of User unit, who
constitutes a Stoktaking Team comprising: Storekeeper, Estate Officer, Accountant,
Transport Officer, other technical resource person(s) as needed, and Internal Auditor.

The Head of each User Unit has the custodial responsibility over the safeguarding and
efficient use of the fixed assets held by the User unit. Within a User unit, the head of
each subunit has the custodial responsibility of the assets held by the User unit and
is accountable to the headof the User unit. Fixed assetsmanagement involving sub -
units below User unit may be adopted by the head of User units where situations
warrant.



Chapter 3Fixed Asset Management by GIFMIS Fixed Asset Module

3.1 Preparation to set up Covered Entity Fixed Asset Book on GIFMIS FA
Module
Fixed Asset Book (OFA Bookd) is an FA Module term referring to the fixed asset

register of GOG organizations as represented in the GIFMIS database. In general, an

FA Book is assigned to an organization with regulatory financial reporting

responsibility ; therefore, one FA Book is assgned to one Covered Entity. In a Covered
Entityds FA Book all fixed assets of that En

According to the management needs of the Cov
be sub-divided to create a multiple user unit structure. Unde r the sub-divided

structure, users of the GIFMIS FA module are associated with a particular user unit or

group of user units and the scope of their access rights are defined accordingly.

Expected users of FA Module are selected with their access rights ddined in terms of
organization and function. The FA Modul e wus
five: (i) FACU (ii) Estate officer (responsible for fixed assets in general except

Transport Equipment), (iii) Transport officer (responsible for Transp ort equipment =

motor vehicles), (iv) Accountants, and (v) Internal Auditors.

Note: a user can be given access to more than one function. As an example, a small

User unit might combine the custodianship roles of Transport Equipment and non -

Transport Equipment and assign these roles to a single officer. In this case, that officer

woul d be given access to the OEstate officer
GIFMIS FA Module.

Accordingly, the major asset-h ol di ng wuser uni t s &h identifetl f me mb
with one or more of the Estate, Transport or Accounts functions. Selected numbers of
internal auditors are assigned for Internal Audit user function. When a Covered

Entity establishes a central coordination unit, FAC, in i ght of fFACOS
coordination and user unit of entire Covered Entity, some FACU officers are

designated with access to all/l areas of Cove
User 6) , and others are designated with one

Accounts or Internal Audit) with cross -organizational access capability. For more
detail of setting up access rights of the module, please consult the CAGD.

3.2 Setting up Covered Entity Fixed Asset Book on FA Module
a. Setup of Fixed Asset Management Structure

ACovered Entityds Fixed Asset Book (FA Book)
information provided by the Covered Entity on the fixed asset management
structure and the table of users.



b. Building Table and Room Table for the Location Flexfield of FA Module
TheFAModul e requires that Building names in t
which building the furniture or equipment is housed in should be unique within
the covered entity.

The FA Module also requires that Room name
the room the furniture or equipment is placed in should be unique within the

building. Covered Entityods Building Table and I
submitted to CAGD. It is recommended that FAC update sthe Building Table and

the Room Table when new buildin gs are added to the fixed asset register on FA

Module. Update of the Room Table will become necessary if and when items of

furniture or equipment added to the fixed asset register are located in a room that

is new to the fixed asset register. (Note that Room is not an asset but the room

names are needed for the ORoom fieldd for
rooms).

3.3 Fixed Asset Module Training
The GIFMIS FA Module training shall be conducted by CAGD for FACU and other

personnel of Covered Entity.

3.4 Start-up Fixed Asset Register in the FA Module
Once the FA Book is set up and the upload of initial asset data is done by CAGD, the

Covered Entityd s i ni ti al operation on | ive product
performed, first with the objective of getting familiarized, followed by practical

operations including transferring assets procured through the GIFMIS P2P
functionality into the GIFMIS FA Module and Month -end Closing operations required

by the GIFMIS FA Module.

3.5 Getting familiarized with  the GIFMIS FA Module
This initial operation includes:

i. Confirm their access that was set up in accordance with the Access Rights table
FAC had submitted to CAGD;

il. Access and perform requesting reports (including Asset Invoice Details Report,
Assets by Category Report) to get familiarized with the FA Module;

iii. Perform basic update on individual assets such as replacing Staff IDs of
responsible officers who retired after the data was compiled;

iv. Manual additions of existing assets that were missing in the upload data.



3.6 Month -end Closing operations

In addition to the completion of all financial transactions for the month by the
Accounts Section of the Covered Entity, the officers assigned to the liaison roles for
the Fixed Asset Management function must perform certain month -end closing

operations. In general, the sequence of operations at the close of the month is as
follows:

i. Add any new assets acquired during the month to the FA Book.

ii. Record the retirement and disposal of assets that occurred in the morth

iii. Record the transfer of ownership, responsible party, or location for assets that
occurred during the month.

iv. Run the Depreciation function of the FA module to record the depreciation of
assets in the FA Book.

v. Produce a new Fixed Asset Register report from the FA Book.

Note: Covered Entities should contact CAGD for resource person to sensitise and train
officers on these activities.

3.7 Review of Start-up Fixed Asset Register

To make sure all the assets have been captured appropriately, the FACU must conduct
a thorough review of the start -up Fixed Asset Register. Internal Auditor should verify
for correctness and completeness and issue a clearance report.

10



Chapter4/ NBI GAy3 G(KS | ABERBiRer 9y GA e Q3
The fixed assets register is a basic tool in fixed asset management. It is the
standardized record of fixed assets that contains the information of fixed assets a

Covered Entity controls, where they are, and how they are used and by whom.

Making the fixed assets register credible and usable takes considerable effort over
time. It is not a one-time event, but a sustained process of update and improvement.

Without this sustained process, the fixed assd register will quickly become obsolete

and useless.

On the other hand, exercising the sustained process not only makes it possible to get
the fixed assets register more comprehensive and accurate, but also helps to identify
problems and hence provide opportunities for improvement in managing assets. The
process of continuous update and improvement of the fixed assets register is the most
critical element and backbone of fixed assetsmanagement.

Improvement of fixed assets management of Covered Entities begins with putting
together an initial version of o0a h@o wedted t En:
Fi xed Assets Regi st e dwhictoallows CoeerecCEntitiesrtoestdrt Ent i t vy
the process of the continuous update cycle; however, this chapter is focusing strictly
on how to crtlat &i xee ASsatt Registerdé of a Co

The PFM Act, 2016 (Act 921) requires all Covered Entities to maintain comprehensive
fixed assets register (in GIFMIS Fixed Assets Module).

4.1 Preparation to setup a fixed asset register
4.1.1 Fixed Asset Management Governance

The players in Covered Entityds fixed asset
responsibilities of its organizational units, namely:

1 Principal Spending Officer
1 Heads of user units of Covered Entities
1 Officer assigned to lead the FACU function
i Estate and Transport Officer
Principal Spending Officer shall be responsible for the assets of the Covered Entity

and shall ensure that proper control system exist for the custody and management of
the assets.

4.1.2 Roles of FACU and user units in the Fixed Asset Management Function

Each user unit has responsibility over the assets they have, namely; to ascertain what
assets they have, where the assets are, how the assets are usexhd by whom; to
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maintain safeguards of those assets; and to ensure efficient use of the asset resources
they are entrusted with.

On the other hand, FACU is the central coordination and execution function of the
Covered Entityods f i xed ctiars s@dutdesbut ma Imaeg ®mme nt . It

i. Leading and helping in collecting fixed assets data, keeping records, generating
management reports to enable the Covered Entity to manage its assets.

ii. Coordinating the retirement and disposal of fixed assets of a Covered Entity

iii. Coordinating the annual physical count and verification of fixed assets of the
Covered Entity

iv. Coordinating the transfer of fixed assets within (intra) and without (inter) the
Covered Entity

v. Updating the fixed assets Register of the Covered Entity after acquisition,
disposal, transfer, etc. of an asset by the Covered Entity.

4.2 Asset Information Collection
4.2.1 Fixed Asset Register excel template

Covered Entity can now set out to put together the fixed asset register with initial
existing asset daa collected.

For data collection, Covered Entity should use the Fixed Asset Register excel template
(Refer to the example shown in Appendix A). The Fixed Asset Register excel template
is created based on the GIFMIS Fixed Asset N

The fixed asset register covers all asset categories (Transport Equipment; Buildings &
Other Structures; Infrastructure; Lands ; Other Machinery & Equipment; Furniture &
Fittings; Heritage assets and Intangible assets) which were purchased up to the day
data collection started and should be updated when new assets are acquired. The
details of the required information for each asset are explained in section 3.2.2.3 of this
document.

4.2.2The initial comprehensive countingand register maintenance process
4.2.2.1 Fixed assets use (preGIFMIS FA Module deployment)

The first step to be taken in gaining control of fixed assets within a Covered Entity is

to perform a comprehensive stock-taking exercise. During this exercise, the FACU

shall direct all User units within the Covered Entity to identify and document all

existing fixed assets within their control. Along with its instructions to the User units,

the FACU will provide the OFi xed Asset Regi s
be used for the stocktaking exercise. The individual User units shall complete the
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stock-taking exercise, record the fixed assets under its control in the Excel template
and send the completed Excel template back to the FACU.

Each User units must capture all fixed assets that fall within the scope of the
Capitalization Policy issued by CAGD. Fixed Assets are defined in the Capitalization

Pol i cthoseaassetowith a long life (expected to be in use for more than one year),

which the Covered Entity owns and uses in its operati ons to generate revenue or
provide services. 0O Additionally, the wvalue
capitalization thresholds in order to be con

Capitalization Policy for these capitalization thresholds.

The first step in the collection of fixed asset information into the Fixed Asset Register

template is to identify all Buildings within the control of the User unit. This is

important because all other categories of fixed assets to be captured require thatthey

be associated with a building (which is itself a fixed asset). By first compiling the

complete list of Buildings, it will be easier to select the Building for the subsequent

fixed assets recorded. Please refer to Appendix C for specific rules regardng the
onamingé of a Building in the Fixed Asset Re

Once the Buildings and Other Structures have been recorded in the Fixed Asset

Register, the next step is for the User unit to identify all remaining fixed assets under

its control. This fi nal step of the initial stock -taking exercise is to catalogue and record

i n t he Excel spreadsheet Burniture, OFIxturasn angd o r t E «
Fittings 6 , 00t her Machinery and Equi pment 6, 0
olntangi ble Assa&d sa OOhakxeduabséyd according
Policy issued by CAGD.

Upon completion of these two steps, t he Use
compl eted Excel oUni formed Fixed Assets Regi
FACU will then consol idate all of this information from all User units into Covered

Entity -wide Fixed Assets Register.

Once a User unit has completed its initial stock-taking exercise, it must advise the

FACU of any change to the status xedfAssets fi xed
Registero. | t i s expected that this is a <co
filling the User unitds OFi xed Asset Custoc
Status changes include:

i. retirement of the fixed asset;
il. disposal of the fixed asset;
iii. movement of the fixed asset to a new location, and
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iv. Transfer of the fixed asset to another individual, another Division or
Directorate within a Covered Entity, or to another Covered Entity.

4.2.2.2 Fixed assetsnder construction

Building and Infrastructure fixed assets are often constructed over a long period of

time. The Covered Entity should not recognise these items as fixed assets in use until

the construction has been completed and a certificate of completion or occupancy has

been issued.Un t i | t hat poi nt in time these oOunde
infrastructure assets should be captured in
Progressdé | ine item. Each interim payment
construction projectmust be added to the amount captured
the oOWork in Progressdé Asset. Upon receipt
occupancy, the User unit will change the status of the line item in its Uniformed Fixed

Assets Register deodsndo oMor &l nnUPed® and notif
change in status.

4.2.2.3 Fixed Assets Register Information Requirements

The Fixed Asset Register is segmented into eight Main Categories of assets:

I. Buildings and Other Structures
il. Transport Equipment

iii. Furniture , Fixtures and Fittings
iv. Other Machinery and Equipment

V. Infrastructure Assets
Vi. Land

Vil. Intangible Assets
viii.  Heritage Assets

The data required to be recorded during initial stock -take for a fixed asset is
dependent on the Main Category of the asset.

Buildings and Other Structures Information Requirements
Fixed Asset Registe Description of Column Contents Required/
Column Optional

Description of Asset  Text that uniquely identifies the building or  Required
structure from all other buildings and
structures. It is recommended that all buildings
and structures be described using the Building
Coding Guidelines described in Appendix C.
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Fixed Asset Registe Description of Column Contents Required/

Column

Major Category

Optional

The maximum length of this field is 30
characters.

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet. For Buildings and Other
Structures, that valid values for Major Category

are:

Barracks
Bungalows, Flats

Clinics

Day Care Centre
Destitute Homes
Health Centres
Homes of Aged
Hospitals

Land

Markets

Office Buildings
Other Agricultural Structures
Palace

School Buildings
Slaughter House
Sports Stadium

Workshop

= =2 = =S -4 -4 -4 -4 -4 -5 A -4 -4 -4 A -4 -2

Other - Buildings and Other Structures
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Fixed Asset Registe Description of Column Contents Required/

Column

Minor Category

Location Code

Date Placed in
Service

Cost

Cost Center Using
Asset

Staff ID

Full Name

Optional

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet. The values available in the drop

down [ i st ar e depend
Categoryodo selected.

This field identifies the geographic location Required
with Ghana where the Building or Structure is

located. This column is populated by selecting

a value from a drop-down list provided in the

Excel spreadsheet.

The date the asset was placed in use atts Optional
intended location.

This column contains the total cost to acquire Optional
the asset. Costs include the purchase price of

the asset, any taxes or fees charged to procure

the asset, any shipping charges associated with

moving the asset to its location of use, and any
additional charges incurred to make the asset
operational at the site.

This field identifies the organization within the  Required
Covered Entity that is the primary Cost Center

using the asset. This column is pqulated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the

Building or Other Structure. In most cases, for

Buildings and Other Structures, this person

shall be the Chief Director of the Ministry.

This field contains the name of the person Required
responsible for the custodianship of the
Building or Other Structure. In most cases, for
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Fixed Asset Registe Description of Column Contents Required/
Column Optional

Buildings and Other Structure s, this person
shall be the Chief Director of the Ministry.

Position This field contains the Position of the person Required
responsible for the custodianship of the
Building or Other Structure. In most cases, for
Buildings and Other Structures, this person
shall be the Chief Director of the Ministry.

Method of This column is populated by selecting a value Required

Acquisition from a drop -down list provided in the Excel
spreadsheet.

Current Status This field describes whether or not the asset is Required

being used This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

1 Work in Progress
T InUse

1 Not In Use

1 Retired

91 Disposed

Condition For those buildings or other structures that are Optional
oln Useo, this col umn
assessment of the condition of the building or
other structure. This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Condition are:

1 Good

1 Needs Repair/Renovation/Servicing
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Fixed Asset Registe Description of Column Contents Required/

Column

Remarks/Comments

Optional
1 Unrepairable/Unserviceable
1 Not Sighted

This is a freeform text field that allows the Optional
person managing the asset to add additional
information regarding the asset.

Transport Equipment Information Requirements

Fixed Asset Register
Column

Description of Asset

Major Category

Minor Category

Description of Column Contents Required/
Optional

Text that uniquely identifies the transport Required
equipment from all other pieces of transport
equipment. The maximum length of this field is

30 characters.

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet. For Transport Equipment, the

valid values for Major Category are:

Airplanes

Motor Bike, bicycles
Motor Vehicle

Ships and Vessels

Trains

= =2 =2 =4 4 -2

Other Transport Equipment

This column is populated by selecting a value Required
from a drop-down list provided in the Excel
spreadsheet. The values available in the drop

down list are dependen t on t he
Categoryod6 selected.
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Fixed Asset Register
Column

Location Code

Building

Date Placed in
Service

Color

Chasis Number

Engine Serial
Number

Manufacturer Name

Model Number

Model Year

Cost

Description of Column Contents

This field identifies the geographic location

with Ghana where the asset is located. This
column is populated by selecting a value from
a drop-down list provided in the Excel

spreadsheet.

This field contains the Building where the
Transport Equipment is stored. If the Transport
Equipment is not stored in a Structure, then this
field should contain the Building where the
Transport Equipment is typically parked next
to.

The date the asset was placed in use at its
intended location.

A textual description of the color of the vehicle
or transport equipment

The chasis number assigned by the
manufacturer to this particular piece of
transport equipment.

The serial number assigned to the engine of the
transport equipment

The name of the manufacture of the piece of
transport equipment

A textual description of the Model Name or
Number as identified by the Manufacturer of
the transport equipment.

The Year for the Model of the transport
equipment as identified by the Manufacturer.

This column contains the total cost to acquire
the asset. Costs include the purchase price of
the asset, any taxes or fees charged to procure
the asset, any shipping charges associated with
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Optional
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Required

Required
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Fixed Asset Register

Column

Usage Type

Registration Number

Cost Center
Asset

Staff ID

Full Name

Using

Description of Column Contents Required/
Optional

moving the asset to its location of use, and any
additional charges incurred to ma ke the asset
operational at the site.

Identifies whether or not this Transport Required
Equi pment is a oOPool 0

assigned to a specific person. This column is
populated by selecting a value from a drop -

down list provided in the Excel spreadsheet.

The valid values for this column are:

1 Pool
1 Assigned

All Transport Equipment must be registered Required
with the Central Government. A license is then

issued. This field should contain the number as

it appears on the license plate.

This field identifies the organization within the  Required
COVERED ENTITY that is the primary Cost

Center using the asset. This column is
populated by selecting a value from a drop -

down list provided in the E xcel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the

Transport Equipment. For Transport

Equi pment identi fied

Type column, this Staff ID should be the Staff

ID of the Transport Manager. When the Usage

Type S OAssigned©od,

identified by the Payroll system) of the person

using the Transport Equipment.

This field contains the name of the person Required
associated with the Staff Id entered.
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Fixed Asset Register Description of Column Contents Required/
Column Optional

Position This field contains the position of the person Required
associated with the Staff Id entered.

Method of This column is populated by selecting a value Required

Acquisition from a drop -down list provided in the Excel
spreadsheet.

Current Status This field describes whether or not the asset is Required

being used This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

1 Work in Progress
T InUse
1 Not In Use
1 Retired
91 Disposed

Condition For those assets that Optional
contains a qualitative assessment of the
condition of the building or other structure.

This column is populated by selecting a value
from a drop -down list provided in the Excel
spreadsheet. The valid values for Condition are:

Good
Needs Repair/Renovation/Servicing

Unrepairable/Unserviceable

== =2 =4 =2

Not Sighted

Remarks/Comments This is a freeform text field that allows the Optional
person managing the asset to add additional
infor mation regarding the asset.
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Furniture , Fixtures and Fittings Information Requirements
Fixed Asset Register

Column

Description of Asset

Major Category

Minor Category

Location Code

Buildin g

Room

Date Placed

Service

Tag Number

Description of Column Contents

Text that uniquely identifies the asset from all
other assets of the same type. The maximum
length of this field is 30 characters.

This column is populated by selecting a value
from a drop -down list provided in the Excel
spreadsheet. For Furniture, Fixtures and
Fittings, the only valid value for Major
Category is:

1 Furniture , Fixtures and Fittings

This column is populated by selecting a value
from a drop -down list provided in the Excel
spreadsheet. The values available in the drop
down list are dependent on the 0 Ma j
Categoryo6 selected.

This field identifies the geographic location

with Ghana where the asset is located. This
column is populated by selecting a value from
a drop-down list provided in the Excel

spreadsheet.

This field contains the Building where the asset
is located.

This field contains the Room Number (or
Name) in which this asset is located.

Required/
Optional

Required

Required

Required

Required

Required

Required

The date the asset was placed in use at its Optional

intended location.

All Furniture, Fixtures and Fittings must be
physically otaggedd \
number. See the Tag Number coding guidelines
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Fixed Asset Register

Column

Manufacturer Name

Cost

Cost Center
Asset

Staff ID

Full Name

Position

Method
Acquisition

Current Status

Using

of

Description of Column Contents Required/

Optional
in the Covered Entity Accounting Manual for
guidance on Tag Numbers.
The name of the manufacture of the asset. Required

This column contains the total cost to acquire Optional
the asset. Costs include the purchase price of

the asset, any taxes or fees charged to procure

the asset, any shipping charges associated with

moving the asset to its location of use, and any
additional charges incurred to make the asset
operational at the site.

This field identifies the organization within the  Required
Covered Entity that is the primary Cost Center

using the asset. Ths column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the asset.

For assets ident i fUsagd

Type column, this Staff ID should be the Staff

ID of the Estate Manager. When the Usage Type

is OAssignedo6, it is t

the Payroll system) of the person using the

asset.

This field contains the name of the person Required
associated with the Staff Id entered.

This field contains the position of the person Required
associated with the Staff Id entered.

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet.

This field describes whether or not the asset is Required
being used This column is populated by
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Fixed Asset Register
Column

Condition

Description of Column Contents Required/
Optional

selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

1 Work in Progress
1 InUse

1 NotIn Use

1 Retired

91 Disposed

For those assets that Optonal
contains a qualitative assessment of the
condition of the building or other structure.

This column is populated by selecting a value

from a drop -down list provided in the Excel
spreadsheet. The valid values for Condition are:

1 Good
1 Needs Repair/Renovation/Servicing
1 Unrepairable/Unserviceable

1 Not Sighted

Remarks/ Comments This is a freeform text field that allows the Optional

person managing the asset to add additional
information regarding the asset.

Other Machinery and Equipment Information Requirements

Fixed Asset Register
Column

Description of Asset

Description of Column Contents Required/
Optional

Text that uniquely identifies the asset from all Required
other assets of the same type. The maximum
length of this field is 30 characters.
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Fixed Asset Register
Column

Major Category

Minor Category

Location Code

Building

Room

Description of Column Contents Required/
Optional

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet. For Other Machinery and
Equipment, the valid values for Major Category

are:

Accessories
Communication Equipment
Electrical Equipment
Networking, ICT Equipment
Office Equipment
Agricultural Machinery

Air Condition

Computers and Accessories

- =2 =2 =4 4 -4 - - -9

Plant and Machinery

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet. The values available in the drop

down I i st ar e depend
Categoryd selected.

This field identifies the geographic location Required
with Ghana where the asset is located. This

column is populated by selecting a value from

a drop-down list provided in the Excel
spreadsheet.

This field contains the Building where the asset Required
is located.

This field contains the Room Number (or Required
Name) in which this asset is located.
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Fixed Asset Register

Column

Date Placed
Service

Tag Number

Serial Number

Manufacturer N

Model Number

Model Year

Cost

Cost Center
Asset

Staff ID

in

ame

Using

Description of Column Contents Required/
Optional

The date the asset was placed in use at its Optional
intended location.

All Other Machinery and Equipment must be  Required
physically otaggedd \
number. See the Tag Number coding guidelines

in the Covered Entity Accounting Manual for

guidance on Tag Numbers.

Other Machinery and Equipment be assigned Optional
serial numbers by the manufacturer. If the asset

has a serial number, it should be entered into

this column.

The name of the manufacture of the asset. Required

A textual description of the Model Name or Optional
Number as identified by the Manufacturer of
the asset.

The Year for the Model of the asset as identified Optional
by the Manufacturer.

This column contains the total cost to acquire Optional
the asset. Costs include the purchase price of

the asset, any taxes or fees charged t@rocure

the asset, any shipping charges associated with

moving the asset to its location of use, and any
additional charges incurred to make the asset
operational at the site.

This field identifies the organization within the Required
Covered Entity that is the primary Cost Center

using the asset. This column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the asset.
For assets identified
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Fixed Asset Register

Column

Full Name

Position

Method
Acquisition

Current Status

Condition

of

Description of Column Contents Required/
Optional

Type column, this Staff ID should be the Staff
ID of the Estate Manager. When the Usage Type
i's OAssignedo6, it is t
the Payroll system) of the person using the
asset.

This field contains the name of the person Required
associated with the Staff Id entered.

This field contains the position of the person Required
associated with the Staff Id entered.

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet.

This field describes whether or not the asset is Required
being used This column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet. The valid

values for Current Status are:

1 Work in Progress
1 InUse

1 NotIn Use

1 Retired

91 Disposed

For those assets that Optonal
contains a qualitative assessment of the
condition of the building or other structure.

This column is populated by selecting a value

from a drop -down list provided in the Excel
spreadsheet. The valid values for Condition are:

1 Good

27



Fixed Asset Register
Column

Remarks/Comments

Description of Column Contents

1 Needs Repair/Renovation/Servicing
1 Unrepairable/Unserviceable
1 Not Sighted

This is a freeform text field that allows the
person managing the asset to add additional
information regarding the asset.

Infrastructure Information Requirements

Fixed Asset Register
Column

Description of Asset

Major Category

Description of Column Contents

Text that uniquely identifies the asset from all
other assets of the same type. The maximum
length of this field is 30 characters.

This column is populated by selecting a value
from a drop-down list provided in the Excel
spreadsheet. For Infrastructure Assets, the
valid values for Major Category are:

Bridges

Feeder Roads
Urban Roads
Highways

Road Signals
Irrigation Systems
Water Systems

Sewers

= =2 =/ = 4 -4 - -2 -

Electrical Networks
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Fixed Asset Register Description of Column Contents Required/
Column Optional

Landscaping and Gardening
Utilities Networks

Runways

Railway lines

APRON and RAMP Areas
Toilets

Car, Lorry Park

Cemeteries

Drainage

Harbour and Landing Sites

== = =/ =S 4 -4 -4 -4 -5 -2 -

Other - Infrastructure Assets

Minor Category This column is populated by selecting a value Required
from a drop-down list provided in the Excel
spreadsheet. The values available in the drop
down I i st ar e depend
Categoryd selected.

Location Code This field identifies the geographic location Required
with Ghana where the asset is located. This
column is populated by selecting a value from
a drop-down list provided in the Excel
spreadsheet.

Building This field contains the Building where the asset Optional
is located. Note: many times Infrastructure
Assets are not contained in a Building or Room.
In that case choose the closest Building to where
the Infrastructure Asset is located.

Room This field contains the Room Number (or Optional
Name) in which this asset is located. Note:
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Fixed Asset Register

Column

Date Placed
Service

Cost

Cost Center
Asset

Staff ID

Full Name

Position

Method
Acquisition

in

Using

of

Description of Column Contents Required/
Optional

many times Infrastructure Assets are not
contained in a Building or Room. In that case
leave the Room column blank.

The date the asset was placed in use at its Optional
intended location.

This column contains the total cost to acquire Optional
the asset. Costs include the purchase price of

the asset, any taxes or fees charged to procure

the asset, any shipping charges associated with

moving the asset to its location of use, and any
additional charges incurred to make the asset
operational at the site.

This field identifies the organization within the  Required
Covered Entity that is the primary Cost Center

using the asset. This column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the asset.

For assets identified

Type column, this Staff ID should be the Staff

ID of the Estate Manager. When the Usage Type

is OAssignedo6, it is t

the Payroll system) of the person using the

asset.

This field contains the name of the person Required
associated with the Staff Id entered.

This field contains the position of the person Required
associated with the Staff Id entered.

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet.
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Fixed Asset Register Description of Column Contents Required/
Column Optional

Current Status This field describes whether or not the asset is Required
being used This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

1 Work in Progress
T InUse

1 NotIn Use

1 Retired

91 Disposed

Condition For those assets that Optional
contains a qualitative assessment of the
condition of the building or other structure.

This column is populated by selecting a value
from a drop -down list provided in the Excel
spreadsheet. The valid values for Condition are:

Good
Needs Repair/Renovation/Servicing

Unrepairable/Unserviceable

= =2 =2 =

Not Sighted

Remarks/Comments This is a freeform text field that allows the Optional
person managing the asset to add additional
information regarding the asset.

Land Information Requirements

Land should only be logged into the Fixed Asset Register for Land that the Covered
Entity physically holds the title. When Land is to be logged, the following data is
required:
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Fixed Asset Register

Column

Description of Asset

Location Code

Date Placed
Service

Cost

Cost Center
Asset

Staff ID

Full Name

in

Using

Description of Column Contents Required/
Optional

Text that uniquely identifies the asset from all Required
other assets of the same type. The maximum
length of this field is 30 characters.

This field identifies the geographic location Required
with Ghana where the asset is located. This

column is populated by selecting a value from

a drop-down list provided in the Excel
spreadsheet.

The date the asset was placed in use at its Optional
intended location.

This column contains the total cost to acquire Optional
the asset. Costs include the purchase price of

the asset, any taxes or fees charged to procure

the asset, any shipping charges associated with

moving the asset to its location of use, and any
additional charges incurred to make the asset
operational at the site.

This field identifies the organization within the  Required
Covered Entity that is the primary Cost Center

using the asset. This column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the asset.

For assets i denti fied

Type column, this Staff ID should be the Staff

ID of the Estate Manager. When the Usage Type

I s OAsG,i gintedi s the St a

the Payroll system) of the person using the

asset.

This field contains the name of the person Required
associated with the Staff Id entered.
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Fixed Asset Register
Column

Position

Method of
Acquisition

Current Status

Remarks/Comments

Description of Column Contents

This field contains the position of the person
associated with the Staff Id entered.

This column is populated by selecting a value
from a drop -down list provided in the Excel
spreadsheet.

This field describes whether or not the asset is
being used This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

1 Work in Progress
T InUse

1 Not In Use

1 Retired

91 Disposed

This is a freeform text field that allows the
person managing the asset to add additional
information regarding the asset.

Intangible Assets Information Requirements

Fixed Asset Register
Column

Description of Asset

Major Category

Description of Column Contents

Text that uniquely identifies the asset from all
other assets of the same type. The maximum
length of this field is 30 characters.

This column is populated by selecting a value
from a drop -down list provided in the Excel
spreadshed. For Intangible Assets, the valid
values for Major Category are:
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Fixed Asset Register
Column

Minor Category

Location Code

Building

Room

Date Placed in

Service

Serial Number

Manufacturer Name

Cost

Description of Column Contents Required/
Optional

1 Computer Software
9 Other - Intangible Assets

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet. The valuesavailable in the drop -

down I i st ar e depend
Categoryod6 selected.

This field identifies the geographic location Required
with Ghana where the asset is located. This

column is populated by selecting a value from

a drop-down list provided in the Excel
spreadsheet.

This field contains the Building where the asset Optional
is located.

This field contains the Room Number (or Optional
Name) in which this asset is located.

The date the asset was placed in use at its Optional
intended location.

Intangible Assets may be assigned serial Optional
numbers by the manufacturer. If the asset has a

serial number, it should be entered into this

column.

The name ofthe manufacture of the asset. Optional

This column contains the total cost to acquire Optional
the asset. Costs include the purchase price of

the asset, any taxes or fees charged to procure

the asset, any shipping charges associated with

moving the asset toits location of use, and any
additional charges incurred to make the asset
operational at the site.
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Fixed Asset Register Description of Column Contents Required/
Column Optional

Cost Center Using This field identifies the organization within the  Required
Asset Covered Entity that is the primary Cost Center

using the asset. This column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

Staff ID This field contains the Staff ID of the person Required

responsible for the custodianship of the asset.
For assets identified
Type column, this Staff ID should be the Staff
ID of the Estate Manager. When the Usage Type
i's OAssignedo6, it is t
the Payroll system) of the person using the
asset.

Full Name This field contains the name of the person Required
associated with the Staff Id entered.

Position This field contains the position of the person Required
associated with the Staff Id entered.

Method of This column is populated by selecting a value Required

Acquisition from a drop -down list provided in the Excel
spreadsheet.

Current Status This field describes whether or not the asset is Required

being used This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

Work in Progress

In Use

1

1

 NotIn Use
1 Retired
1

Disposed

35



Fixed Asset Register
Column

Condition

Remarks/Comments

Heritage Assets
Fixed Asset Register
Column

Description of Asset

Minor Category

Location Code

Description of Column Contents Required/
Optional

For those assets that Optonal
contains a qualitative assessment of the
condition of the building or other structure.

This column is populated by selecting a value

from a drop -down list provided in the Excel
spreadsheet. The valid values for Condition are:

1 Good

1 Needs Repair/Renovation/Servicing
1 Unrepairable/Unserviceable

1 Not Sighted

This is a freeform text field that allows the Optional
person managing the asset to add additional
information regarding the asset.

Description of Column Contents Required/
Optional

Text that uniquely identifies the asset from all Required
other assets of the same type. The maximum
length of this field is 30 characters.

This column is populated by selecting a value Required
from a drop -down list provided in the Excel
spreadsheet.

This field identifies the geographic location Required
with Ghana where the asset is located. This

column is populated by selecting a value from

a drop-down list provided in the Excel
spreadsheet.
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Fixed Asset Register

Column

Building

Room

Date Placed

Service

Tag Number

Serial Number

Manufacturer N

Cost

Cost Center
Asset

Staff ID

in

ame

Using

Description of Column Contents Required/
Optional

This field contains the Building where the asset Required
is located.

This field contains the Room Number (or Required
Name) in which this asset is located.

The date the asset was placed in use at its Optional
intended location.

All Other Machinery and Equipment must be Required
physically oOtaggedd \
number. See the Tag Number coding guidelines

in the Covered Entity Accounting Manual for

guidance on Tag Numbers.

Other Machinery and Equipment be assigned Optional
serial numbers by the manufacturer. If the asset

has a serial number, it should be entered into

this column.

The name of the manufacture of the asset. Optional

This column contains the total cost to acquire Optional
the asset. Cos$ include the purchase price of

the asset, any taxes or fees charged to procure

the asset, any shipping charges associated with

moving the asset to its location of use, and any
additional charges incurred to make the asset
operational at the site.

This field identifies the organization within the  Required
Covered Entity that is the primary Cost Center

using the asset. This column is populated by

selecting a value from a drop-down list

provided in the Excel spreadsheet.

This field contains the Staff ID of the person Required
responsible for the custodianship of the asset.
For assets identified
Type column, this Staff ID should be the Staff
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Fixed Asset Register Description of Column Contents Required/
Column Optional

ID of the Estate Manager. When the Usage Type
i s 0 As sitisghe &tdffdD (as identified by

the Payroll system) of the person using the
asset.

Full Name This field contains the name of the person Required
associated with the Staff Id entered.

Position This field contains the position of the person Required
associated with the Staff Id entered.

Method of This column is populated by selecting a value Required

Acquisition from a drop -down list provided in the Excel
spreadsheet.

Current Status This field describes whether or not the asset is Required

being used. This column is populated by
selecting a value from a drop-down list
provided in the Excel spreadsheet. The valid
values for Current Status are:

1 Work in Progress
T InUse

1 NotIn Use

1 Retired

1 Disposed

Condition For those asset sthistcdlusmh Optional
contains a qualitative assessment of the
condition of the assets. This column s
populated by selecting a value from a drop -
down list provided in the Excel spreadsheet.
The valid values for Condition are:

 Good

1 Needs Repair/Renovation/Servicing

38



Fixed Asset Register Description of Column Contents Required/
Column Optional

1 Unrepairable/Unserviceable
1 Not Sighted

Remarks/Comments This is a freeform text field that allows the Optional
person managing the asset to add additional
information regarding the asset.

Additional Information required when retiring or  disposing of an Asset
Whenever an asset is retired or disposed of, the following information must be
recorded:

Fixed Asset Description of Column Contents
Register
Column

Retire / Disposal The date the asset was retired or disposed
Date

Method of This column contains a description of how the asset was

Disposal disposed. This column is populated by selecting a value from a
drop-down list provided in the Excel spreadsheet. (only
required when disposing of an asset)

Proceeds from Sale This column contains any monetary value received from the
disposition of the asset. It is required if the Method of Disposal
is either:

1 Sale
M Auction
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Chapter 5Updating the Fixed Assets Register
Once the Fixed Assets Register has been established, the FACU within aCovered
Entity must ensure regular update of the Register.

All Cover ed Entities shall use the fixed asset register as determined by the CAG.

5.1 Acquisition of Asset
The Fixed Assets Register shall be updated with new acquisitions, transfers,

exchanges am donations. All assets acquired through the GIFMIS shall follow the P2P

process through to the update of the Fixed Assets Register (Mass Addition). Journal
Entry shall be pass on the GIFMIS for transfers, exchanges and donations to update
the FA Register. Covered entities not on the GIFMIS shall update the Fixed Assets
Register as appropriate.

5.1.1 Process

1 The Storekeeper shall receive fixed asset into stock from vendor and issue a Stores
Receipt Advice to the Head of Finance and Estates Manager.

2 The Storekeeper shall issue the fixed asset to a User Department upon receipt of a
duly approved requisition. Th e Storekeeper shall issue a Stores Issue Voucher and
inform the Estates Manager and FACU.

3 The Estates Manager shall assign a unique identification code/ tag to the asset and
inform the FACU of the assigned tag.

4 The /FACU shall update the asset register wit h the new location of the asset,
identification code/tag and other information.

51. 2 Using oMass Additionsé to transfer Fi

All assets acquired through the P2P process of GIFMIS will use this method to add the

asset tothe Fixed Asset Book of the acquiring Covered Entity (Organization). To add

an asset using this method, the user first identifies all assets acquired during the

current period that need to be transferred to the Fixed Asset Book. To do this the user

runs the Mass Additions Create 0 a Mass Additions Create Reporto bat ch
processes Réquestsd tMeemuo It em fVewd dme mu.t hBEhese b
requests transfer approved Fixed Assetrelated Payment Vouchers from the Accounts

Payabl es modul euefooproaessmiNietaide Figea Asset Module.

Once the Fixed Assetr el at ed Payment Vouchers have been
gueue, the user will process these Payment Vouchers and create Fixed Asset records

from them, RreparenlgasstAldditionxd f unct i oFxedoAssetst h e
Manager Menu . During this function, the user then adds any required fields for the

Asset and ®heaadg é $ eRosltcs.t 0 0O
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Note: All payment vouchers approved during the current period that are coded to a

Natural Account beginning with 63116 wil/l be trans
OMass Additions Create 6 a rMdss Additions Create Reporté6 bat ch processe
non-fixed asset goods or servicei s coded to a 631186 Natur al
transferredwdét quebnhe aNeng with the other f i x
Vouchers. THESE NON-FIXED-ASSET PAYMENT VOUCHERS SHOULD NOT BE
PROCESSED USIMNGS TT HEEA SOS A D DRRODCE3SL SNSTEAD THE

USER CHANGHE®SeuddT & | & L Delete®. 0

The next step is to physicdly add the asset to the Fixed Asset Book. This is done using

t h ePostbMass Additionsé f un ct i ohixed AAssetst Maeager Menu . This
function takes Qaeudd &6 8 btds hwRosth evrad upl aoade D t h
the selected Fixed Asset Book.

It is recommended that these three batch requests be run on a weekly basis though -

out the current period. T h e f MassaAdditions Create6 a nvthss Additions

Create Report6 b atch requests for the period must b
(EOM) + 7 worki ng days. This schedule allows the Depreciation batch request to be

executed before the General Ledger is closed for the period (by EOM + 15).

5.1.2.1 Preparing Assets for adding to the Fixed Asset Book

From VYidwe dnenu, sRefuestst nmereu 0i t e m:

Pﬁ Oracle Applications - HRMIS Integrated Development Instance DEV2 [E=EE

O TN I R E I,
o Zoon,
Eind.
Find All
= Query By Example ¥
Ope  brier Taxgayer ID | Type PO Nurnbes|Trading Pa | Supplier Num || Supplier Date (I Murn | Invaice

Record

L

Surnrmaty/Detal

ummar Amount Paid fatu
fems [ h Status [Never Validated
Rt T osmnicd Lo |
Prepayments Applisd

Approval
Withholding Holds

Subtotal Scheduled Payment Holds

Agtions... 1 Calculate Tax Tag Details Carrections Quick Match Match All Distrigutions
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Fr om Eind Requestso

panel |,

Subinit ad\Nkew Refuesto 0 but t on:

Pﬁ Oracle Applications - HRMIS Integrated Development Instance DEV2

woice Date | Inwoice Mum || Invoice |||

us Never Validated

ed Unprocessed

ds
ds

B84 PI R Il 2510 2
= o
By
i
Request ID -
Hl
7
Car|
Submit a ew Request Clear Find
Total
Actions... 1 Calculate Tax Tax Details Catrections Quick Watch

Fr om $ubnata Blew Request 6

panel ,

Match Al Distributions

OKd i lckt ttdre: o

Pé[ Oracle Applications - HRMIS Integrated Development Instance DEV2

HovOlo 8P e e 1 AE19
o
By
i
o
oK
He!
Car,
Submit a New Request.
Tatal
Agtions._ 1 Calculate Tax Tax Details

proice Date | Invoice Num || Invoice |||

us Never Validated

e Unprocessed

d=
d=

250 ?
Cancel
7
Claar Find
Carrections Quick Match

Match All Distributions
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On t Submitikequesté6 panel

and press the

enter

0 Mass
theTkeylboard: b ut t on

on

A dNdmebd i

Pé[ Oracle Applications - HRMIS Integrated Development Instance DEV2 [E=EES)
-
Hyvols8g P8 DD JI L1252

Copy

roice Date | Invoice Num

Invoice

|American English

As Soon as Possible

Language Settings

Debug Options

Schedule

Options.

us Never Validated

e Unprocessed

al

d=
d=

Delivary Opts
noprint i
Help (C) Submit Cancel
Agtions._ 1 Calculate Tax Tax Details Carrections Quick Match
P3

On t RaeamdiersO panel
process Payment

Book for your

Match All Distributions

enter
GLoDatedh efrise lidnh a rmde

t he

end

dat e
toh e

of
name

o rBopakdn i fsiae li @ na oMo ¢ hiet oo b h e
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Oracle Applications - HRMIS Integrated Development Instance DEV2

Aol EeSS P NEA AR
Copy
woice Date |lnvoice Murm | Invaice ||
American English
Language Settings Debug Options ]
As Soon as Possible Schedule,
31-JAN 2014
XCAGD TEST
noprint
Cancel Clear
Help (©) - -
Actions... 1 GCaleulate Tax Tax Details Corrections Quick Mateh hatch Al Distributions

Click t he

0 Sub mi

t 6 but

Pﬁ[ Oracle Applications - HRMIS Integrated Development Instance DEV2

BYolge8aPE e A0S 2?2
oflo
Copy
Mass Additions Create proice Date | Invoice Num || Invoice
31-JAN-2014.XCAGD TEST
{American English
Debug Options .
As Soon as Possible Schedule,
us Never Validated
od Unprocessed
Options al
ds
o Delivery Opts ds
Help () Submit Cancel
Actions... 1 Calculate Tax Taz Details Corrections Quick latch Itatch All Distributions

Click the

ONoOO
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Pg.j Oracle Applications - HRMIS Integrated Development Instance DEV2 - - [E=mEE=))
-
SV OGS G I N E AR D
Copy
Mass Additions Create woice Date | Invoice Mum || Invoice
31-JAN-2014.XCAGD TEST
American English
Language Settings Debug Options =
As Soon as Possible Schedule.
= [Validated
essed
?
noprint _
Yes bla
Help (€) Submit .
Actions... 1 GCaleulate Tax Tax Details Corrections Quick Mateh hatch Al Distributions

45



When this batch process has been coMessl uded,
Additions Create Report 6 batch process relayinggst by doing

On t 3ubmitRequestd p a n e IMass Additons Coeate Reportd i n Namkoée o0
field andTapd elsesy tdhre tohe keyboar d:

46

















































































































































































































































































