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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 ð 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 ð 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 ð The core electronic platform 
for Financial Management of the Government of 
Ghana.   
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Term Definition/Description  

HQ Headquarters 

Impairment  A loss in the future economic benefits or service 

potential of an asset, over and above the systematic 

recognition of the loss of the assetõs future 

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 ð An accounting document that 
requests payment for goods and/or services.  

P2P Procure to Pay ð the module of the GIFMIS 
financial used for initiating procurement through 
to payment.  

Recoverable Amount Is the higher of a cash-generating assetõs fair value 

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 asset by 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.  
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Chapter 1- Introduction 
 

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

the need to ensure its effective management.  

Before 2012, the Governmentõs policy was to expense fixed assets as and when they 

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

International best practice, adequate records of Governmentõs fixed assets were not 

maintained as the value of assets in use did not reflect in the Governmentõs balance 

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 properly managed. 

ii.  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.  

iii.   The GoG Accounting manual : 

The Controll er 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.  
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There shall be established in Covered Entities a Fixed Assets Coordinating Unit 

(FACU) including staff of estate and transport which shall be the cen tral coordination 

and execution function of the Covered Entityõs fixed assets management.   

Staffing of the Unit will depend on the size/organisational structure of the Covered 

Entity and the size of its fixed assets. It 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 -Generalõs Department (CAGD) has developed this 

guideline to assist responsible officers within a Covered 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. 

ii.  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 asset management guideline  

ii. Fixed asset template 

iii. Fixed asset module 

iv. Fixed asset register 

The guideline provides information on how fixed assets are to be identified 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 

Assets which includes Property, Plant and Equipment  are defined as òtangible assets 

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

in the entityõs financial statements as well if the service potential of the asset is highly 

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 

underlie the basis of an entityõs operational activities, which include water rights, 

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 considered an 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 those 

items and the circumstances for their administration.  
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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 such 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 assets as 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 assets 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.  

1.8 Recognition o f assets 

i. An item 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. Special security 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 the asset 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. 
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Chapter 2- The Government of Ghana Fixed Assets Management Cycle 
Prior to the deployment of the GIFMIS Fixed Assets Module in a Covered Entity, the 

Covered Entity shall use a òFixed Assets Registeró Excel template (see Appendix B) 

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 Register. 

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). Public 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 above-mentioned òtransfersó, the Fixed Assets Register entry for the 

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

Register to reflect the current status as òUndergoing Serviceó. When the asset has been 

maintained, the status of the asset must be changed back to òIn Useó. The Fixed Assets 

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 

degraded to the point that it is no longer useful, an asset is eligible to be òretiredó. 

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 

disposed of. When an Asset is òretiredó, the Fixed Assets Register should be updated 

to indicate that the current Status of the Asset is òRetiredó. In addition, if the asset is 

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 Assets 

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, obsolete, redundant 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 disposal 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 asset 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 



      
      

 

7 
 

updated in the fixed asset register; (ii) 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 the level 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 Stocktaking 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 sub-unit has the custodial responsibility of the assets held by the User unit and 

is accountable to the head of the User unit. Fixed assets management involving sub -

units below User unit may be adopted by the head of User units where situations 

warrant.  
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Chapter 3- Fixed 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 (òFA Bookó) 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 assigned to one Covered Entity. In a Covered 

Entityõs FA Book all fixed assets of that Entity are to be recorded.   

According to the management needs of the Covered Entity, the Entityõs FA Book can 

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 defined in terms of 

organization and function.  The FA Module usersõ access functions are classified into 

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 

would be given access to the òEstate officeró and òTransport officeró functions in the 

GIFMIS FA Module.  

Accordingly, the major asset-holding user unitsõ staff members are each identified 

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 light of FACõs role of 

coordination and user unit of entire Covered Entity, some FACU officers are 

designated with access to all areas of Covered Entity for all five functions (òSuper 

Useró), and others are designated with one of the functions (Estate, Transport, 

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. Set-up of Fixed Asset Management Structure 

A Covered Entityõs Fixed Asset Book (FA Book) is set up by the CAGD based on 

information provided by the Covered Entity on the fixed asset management 

structure and the table of users. 
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b. Building Table and Room Table for the Location Flexfield of FA Module  

The FA Module requires that Building names in the òBuilding fieldó that specifies 

which building the furniture or equipment is housed  in should be unique within 

the covered entity.   

The FA Module also requires that Room names in the òRoom fieldó that specifies 

the room the furniture or equipment is placed in should be unique within the 

building .  Covered Entityõs Building Table and Room Table are compiled and 

submitted to CAGD. It is recommended that FAC update s the 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 òRoom fieldó for the assets that are in place in the 

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 Entityõs initial operation on live production system of the FA Module is 

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;  

ii.  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. 
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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 month 

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.  
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Chapter 4- /ǊŜŀǘƛƴƎ ǘƘŜ /ƻǾŜǊŜŘ 9ƴǘƛǘȅΩǎ CƛȄŜŘ Assets Register  
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 asset 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 assets management. 

Improvement of fixed assets management of Covered Entities begins with putting 

together an initial version of a Covered Entityôs fixed assets register ð the òStart-Up 

Fixed Assets Registeró of the Covered Entity ð which allows Covered Entities to start 

the process of the continuous update cycle; however, this chapter is focusing strictly 

on how to create the òStart-Up Fixed Asset Registeró of a Covered Entity.  

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 Entityõs fixed asset management are officers with managerial 

responsibilities of its organizational units, namely:  

¶ Principal Spending Officer  

¶ Heads of user units of Covered Entities  

¶ Officer assigned to lead the FACU function  

¶ 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 used and 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 Entityõs fixed assets management. Its functions include but not limited to:  

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 data 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 Moduleõs requirements.   

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.  

4.2.2 The initial comprehensive counting and register maintenance process 

4.2.2.1 Fixed assets in use (pre-GIFMIS 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 uni ts 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 òFixed Asset Registeró Excel template (See Appendix B) to 

be used for the stock-taking 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 b y CAGD. Fixed Assets are defined in the Capitalization 

Policy as òthose assets with 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.ó Additionally, the value of a fixed asset must equal or exceed 

capitalization thresholds in order to be considered a òFixed Assetó. Please refer to the 

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 that they 

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 regarding the 

ònamingó of a Building in the Fixed Asset Register template. 

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 

in the Excel spreadsheet all òTransport Equipmentó, òFurniture, Fixtures and 

Fittingsó, òOther Machinery and Equipmentó, òInfrastructure Assetsó, and 

òIntangible Assetsó that qualify as a òfixed assetó according to the Capitalisation 

Policy issued by CAGD. 

Upon completion of these two steps, the User unit shall send a òsoft copyó of the 

completed Excel òUniformed Fixed Assets Registeró spreadsheet to the FACU. The 

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 of a fixed asset that appears on its òFixed Assets 

Registeró. It is expected that this is a continual activity performed by the officer(s) 

filling the User unitõs òFixed Asset Custodianship Liaisonó role identified above. 

Status changes include:  

i. retirement of the fixed asset;  
ii. 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 assets under 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. Until that point in time these òunder constructionó buildings and 

infrastructure assets should be captured in the Fixed Asset Register as a òWork in 

Progressó line item. Each interim payment to the contractor responsible for the 

construction project must be added to the amount captured in the òCostó column of 

the òWork in Progressó Asset. Upon receipt of the certificate of completion or 

occupancy, the User unit will change the status of the line item in its Uniformed Fixed 

Assets Register from òWork in Processó to òIn Useó and notify the FACU of this 

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 Othe r Structures 

ii.  Transport Equipment  

iii.  Furniture , Fixtures and Fittings 

iv.  Other Machinery and Equipment  

v. Infrastructure Assets 

vi.  Land 

vii.  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 Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the building or 

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. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

The maximum length of this field  is 30 

characters.  

Major Category This column is populated by selecting a value 

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  

¶ Other - Buildings and Other Structures  

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Minor Category  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 òMajor 

Categoryó selected. 

Required 

Location Code This field identifies the geographic location 

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. 

Required 

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Optional  

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

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.  

Required 

Full Name This field contains the name of the person 

responsible for the custodianship of the 

Building or Other Structure. In most cases, for 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

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 

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.  

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status 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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Required 

Condition  For those buildings or other  structures that are 

òIn Useó, this column 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  

Optional  
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

¶ Unrepairable/Unserviceable  

¶ Not Sighted 

Remarks/Comments  This is a free-form text field that allows the 

person managing the asset to add additional 

information regarding the asset.  

Optional  

 

Transport Equipment Information Requirements  

Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the transport 

equipment from all other pieces of transport 

equipment. The maximum  length of this field is 

30 characters. 

Required 

Major Category This column is populated by selecting a value 

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 

¶ Other Transport Equipment  

Required 

Minor Category  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 òMajor 

Categoryó selected. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Location Code 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. 

Required 

Building  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. 

Required  

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Color A textual description of the color of the vehicle 

or transport equipment  

Required 

Chasis Number The chasis number assigned by the 

manufacturer to this particular piece of 

transport equipment.  

Required 

Engine Serial 

Number  

The serial number assigned to the engine of the 

transport equipment  

Required 

Manufacturer Name  The name of the manufacture of the piece of 

transport equipment  

Required 

Model Number  A textual description of the Model Name or 

Number as identified by the Manufacturer of 

the transport equipment.  

Required 

Model Year The Year for the Model of the transport 

equipment as identified by the Manufacturer.  

Required 

Cost 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 

Optional  
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Fixed Asset Register 

Column  

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. 

Usage Type Identifies whether or not this Transport 

Equipment is a òPooló vehicle or if it has been 

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:  

¶ Pool 

¶ Assigned 

Required 

Registration Number  All Transport Equipment must be registered 

with the Central Government. A license is then 

issued. This field should contain the number as 

it appears on the license plate. 

Required 

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the 

Transport Equipment. For Transport 

Equipment identified as òPooló in the Usage 

Type column, this Staff ID should be the Staff 

ID of  the Transport Manager. When the Usage 

Type is òAssignedó, it is the Staff ID (as 

identified by the Payroll system) of the person 

using the Transport Equipment.  

Required 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status 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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired  

¶ Disposed 

Required 

Condition  For those assets that are òIn Useó, this column 

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  

¶ Not Sighted 

Optional  

Remarks/Comments  This is a free-form text field that allows the 

person managing the asset to add additional 

infor mation regarding the asset. 

Optional  
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Furniture , Fixtures and Fittings  Information Requirements  

Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the asset from all 

other assets of the same type. The maximum 

length of this field is 30 characters. 

Required 

Major Category 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: 

¶ Furniture , Fixtures and Fittings   

Required 

Minor Category  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 òMajor 

Categoryó selected. 

Required 

Location Code 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. 

Required 

Buildin g This field contains the Building where the asset 

is located.  

Required 

Room This field contains the Room Number (or 

Name) in which this asset is located. 

Required 

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Tag Number All Furniture, Fixtures and Fittings  must be 

physically òtaggedó with an identification 

number. See the Tag Number coding guidelines 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

in the Covered Entity  Accounting Manual for 

guidance on Tag Numbers. 

Manufacturer Name  The name of the manufacture of the asset. Required 

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Optional  

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the asset. 

For assets identified as òPooló in the Usage 

Type column, this Staff ID should be the Staff 

ID of the Estate Manager. When the Usage Type 

is òAssignedó, it is the Staff ID (as identified by 

the Payroll system) of the person using the 

asset. 

Required 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status This field describes whether or not the asset is 

being used This column is populated by 

Required 
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Fixed Asset Register 

Column  

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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Condition  For those assets that are òIn Useó, this column 

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  

¶ Not Sighted 

Optional  

Remarks/ Comments This is a free-form text field that allows the 

person managing the asset to add additional 

information regarding the asset.  

Optional  

 

Other Machinery and Equipment Information Requirements  

Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the asset from all 

other assets of the same type. The maximum 

length of this field is 30 characters. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Major Category This column is populated by selecting a value 

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 

¶ Plant and Machinery  

Required 

Minor Category  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 òMajor 

Categoryó selected. 

Required 

Location Code 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. 

Required 

Building  This field contains the Building where the asset 

is located.  

Required 

Room This field contains the Room Number (or 

Name) in which this asset is located. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Tag Number All Other Machinery and Equipment must be 

physically òtaggedó with an identification 

number. See the Tag Number coding guidelines 

in the Covered Entity  Accounting Manual for 

guidance on Tag Numbers. 

Required 

Serial Number Other Machinery and Equipment be assigned 

serial numbers by the manufacturer. If the asset 

has a serial number, it should be entered into 

this column.  

Optional  

Manufacturer Name  The name of the manufacture of the asset. Required 

Model Number  A textual description of the Model Name or 

Number as identified by the Manufacturer of 

the asset. 

Optional  

Model Year The Year for the Model of the asset as identified 

by the Manufacturer.  

Optional  

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Optional  

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the asset. 

For assets identified as òPooló in the Usage 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Type column, this Staff ID should be the Staff 

ID of the Estate Manager. When the Usage Type 

is òAssignedó, it is the Staff ID (as identified by 

the Payroll system) of the person using the 

asset. 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status This field describes whether or not the asset is 

being used This column is populated by 

selecting a value from a drop-down list 

provi ded in the Excel spreadsheet. The valid 

values for Current Status are: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Required 

Condition  For those assets that are òIn Useó, this column 

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 

Optional  
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

¶ Needs Repair/Renovation/Servicing  

¶ Unrepairable/Unserviceable  

¶ Not Sighted 

Remarks/Comments  This is a free-form text field that allows the 

person managing the asset to add additional 

information regarding the asset.  

Optional  

 

Infrastructure Information Requirements  

Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the asset from all 

other assets of the same type. The maximum 

length of this field is 30 characters. 

Required 

Major Category 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 

¶ Electrical Networks  

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

¶ Landscaping and Gardening 

¶ Utilities Networks  

¶ Runways 

¶ Railway lines  

¶ APRON and RAMP Areas  

¶ Toilets 

¶ Car, Lorry Park  

¶ Cemeteries 

¶ Drainage 

¶ Harbour and Landing Sites  

¶ Other - Infrastructure Assets 

Minor Category  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 òMajor 

Categoryó selected. 

Required 

Location Code 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. 

Required 

Building  This field contains the Building where the asset 

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. 

Optional  

Room This field contains the Room Number (or 

Name) in which this asset is located. Note: 

Optional  
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Fixed Asset Register 

Column  

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. 

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Optional  

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the asset. 

For assets identified as òPooló in the Usage 

Type column, this Staff ID should be the Staff 

ID of the Estate Manager. When the Usage Type 

is òAssignedó, it is the Staff ID (as identified by 

the Payroll system) of the person using the 

asset. 

Required 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Current Status 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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Required 

Condition  For those assets that are òIn Useó, this column 

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  

¶ Not Sighted 

Optional  

Remarks/Comments  This is a free-form text field that allows the 

person managing the asset to add additional 

information regarding the asset.  

Optional  

 

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 Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the asset from all 

other assets of the same type. The maximum 

length of this field is 30 characters. 

Required 

Location Code 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. 

Required 

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Opt ional 

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the asset. 

For assets identified as òPooló in the Usage 

Type column, this Staff ID should be the Staff 

ID of the Estate Manager. When the Usage Type 

is òAssignedó, it is the Staff ID (as identified by 

the Payroll system) of the person using the 

asset. 

Required 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status 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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Required 

Remarks/Comments  This is a free-form text  field that allows the 

person managing the asset to add additional 

information regarding the asset.  

Optional  

 

Intangible Assets Information Requirements  

Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the asset from all 

other assets of the same type. The maximum 

length of this field is 30 characters. 

Required 

Major Category This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. For Intangible Assets, the valid 

values for Major Category are: 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

¶ Computer Software 

¶ Other - Intangible Assets 

Minor Category  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 òMajor 

Categoryó selected. 

Required 

Location Code 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. 

Required 

Building  This field contains the Building where the asset 

is located.  

Optional  

Room This field contains the Room Number (or 

Name) in which this asset is located. 

Optional  

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Serial Number Intangible Assets may be assigned serial 

numbers by the manufacturer. If the asset has a 

serial number, it should be entered into this 

column. 

Optional  

Manufacturer Name  The name of the manufacture of the asset. Optional  

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Optional  
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the asset. 

For assets identified as òPooló in the Usage 

Type column, this Staff ID should be the Staff 

ID of the Estate Manager. When the Usage Type 

is òAssignedó, it is the Staff ID (as identified by 

the Payroll system) of the person using the 

asset. 

Required 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status 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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Condition  For those assets that are òIn Useó, this column 

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  

¶ Not Sighted 

Optional  

Remarks/Comments  This is a free-form text field that allows the 

person managing the asset to add additional 

information regarding the asset.  

 

Optional  

Heritage Assets 

Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Description of Asset Text that uniquely identifies the asset from all 

other assets of the same type. The maximum 

length of this field is 30 characters. 

Required 

Minor Category  This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet.  

Required 

Location Code 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. 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

Building  This field contains the Building where the asset 

is located.  

Required 

Room This field contains the Room Number (or 

Name) in which this asset is located. 

Required 

Date Placed in 

Service 

The date the asset was placed in use at its 

intended location.  

Optional  

Tag Number All Other  Machinery and Equipment must be 

physically òtaggedó with an identification 

number. See the Tag Number coding guidelines 

in the Covered Entity Accounting Manual for 

guidance on Tag Numbers. 

Required 

Serial Number Other Machinery and Equipment be assigned 

serial numbers by the manufacturer. If the asset 

has a serial number, it should be entered into 

this column.  

Optional  

Manufacturer Name  The name of the manufacture of the asset. Optional  

Cost 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 

moving the asset to its location of use, and any 

additional charges incurred to make the asset 

operational at the site. 

Optional  

Cost Center Using 

Asset 

This field identifies the organization within the 

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. 

Required 

Staff ID This field contains the Staff ID of the person 

responsible for the custodianship of the asset. 

For assets identified as òPooló in the Usage 

Type column, this Staff ID should be the Staff 

Required 
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

ID of the Estate Manager. When the Usage Type 

is òAssignedó, it is the Staff ID (as identified by 

the Payroll system) of the person using the 

asset. 

Full Name This field contains the name of the person 

associated with the Staff Id entered. 

Required 

Position This field contains the position of the person 

associated with the Staff Id entered. 

Required 

Method of 

Acquisition  

This column is populated by selecting a value 

from a drop -down list provided in the Excel 

spreadsheet. 

Required 

Current Status 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: 

¶ Work in Progress 

¶ In Use 

¶ Not In Use 

¶ Retired 

¶ Disposed 

Required 

Condition  For those assets that are òIn Useó, this column 

contains a qualitative assessment of the 

condition of the assets. 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  

Optional  
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Fixed Asset Register 

Column  

Description of Column Contents  Required/ 

Optional  

¶ Unrepairable/Unserviceable  

¶ Not Sighted 

Remarks/Comments  This is a free-form text field that allows the 

person managing the asset to add additional 

information regarding the asset.  

Optional  

 

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 

Register 

Column  

Description of Column Contents  

Retire / Disposal 

Date 

The date the asset was retired or disposed 

Method of 

Disposal 

This column contains a description of how the asset was 

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: 

¶ Sale 

¶ Auction  
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Chapter 5- Updating the Fixed Assets Register 
Once the Fixed Assets Register has been established, the FACU within a Covered 

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 and 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.  

5.1.2 Using òMass Additionsó to transfer Fixed Assets Purchased through GIFMIS 

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

asset to the 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 òMass Additions Createó and Mass Additions Create Reportó batch 

processes from the òRequestsó Menu Item found in the òViewó menu. These batch 

requests transfer approved Fixed Asset-related Payment Vouchers from the Accounts 

Payables module to a òNewó queue for processing into the Fixed Asset Module.  

Once the Fixed Asset-related Payment Vouchers have been transferred to the òNewó 

queue, the user will process these Payment Vouchers and create Fixed Asset records 

from them, using the òPrepare Mass Additionsó function on the Fixed Assets 

Manager Menu . During this function, the user then adds any required fields for the 

Asset and changes its òQueueó field to òPostó.  
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Note: All payment vouchers approved during the current period that are coded to a 

Natural Account beginning with ô311õ will be transferred to the òNewó queue via the 

òMass Additions Createó and òMass Additions Create Reportó batch processes. If a 

non-fixed asset goods or service is coded to a ô311õ Natural Account, it will be 

transferred to the òNewó queue along with the other fixed asset related Payment 

Vouchers. THESE NON-FIXED-ASSET PAYMENT VOUCHERS SHOULD NOT BE 

PROCESSED USING THE òPOST MASS ADDITIONSó PROCESS. INSTEAD THE 

USER CHANGES ITS òQueueó FIELD TO òDeleteó.  

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

the òPost Mass Additions ó function on the Fixed Assets Manager Menu . This 

function takes all assets whose òQueueó field has a value of òPostó and places them in 

the selected Fixed Asset Book. 

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

out the current period.  The final òMass Additions Createó and òMass Additions 

Create Reportó batch requests for the period must be completed by the End of Month 

(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 the òViewó menu, select the òRequestsó menu item:  
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From the òFind Requestsó panel, click the òSubmit a New Requestó button: 

 

 

From the òSubmit a New Requestó panel, click the òOKó button: 
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On the òSubmit Requestó panel enter òMass Additions Createó into the òNameó field 

and press the òTabó button on the keyboard: 

 

On the òParametersó panel enter the end date of the month for which you wish to 

process Payment Vouchers in the òGL Dateó field and the name of the Fixed Asset 

Book for your organisation in the òBookó field and click the òOKó button: 
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Click the òSubmitó button on the òSubmit Requestó panel: 

 

Click the òNoó button on the òDecisionó pop-up panel: 
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When this batch process has been concluded, the user will then submit the òMass 

Additions Create Report ó batch process request by doing the following:  

On the òSubmit Requestó panel enter òMass Additions Create Reportó in the òNameó 

field and press the òTabó key on the keyboard: 

 

  






















































































































































































