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Swaffham Town Council
ASSET MANAGEMENT & REGISTER

Definition of Asset Management

A set of tools and organisational procedures designed to support the proficient management of equipment and software. Asset management stresses full lifecycle management from procurement to disposal. 

Swaffham Town Council has established a policy and system of controls to ensure that assets and resources used by the Council are recorded and adequately safeguarded against loss or theft. 
Records of assets are maintained for accounting, insurance and financial purposes, known as the Asset Register.
 
Policy aims

· To ensure all Assets are recorded correctly and checks are made to ensure the value is correctly recorded and the asset is safeguarded.
· To provide the means for the disposal of redundant or surplus assets.
· To ensure that a best value outcome to the Swaffham Town Council is a major consideration when disposing of assets.
· To consider the identification of any risks and areas most susceptible to fraud.

Systems of control

An Asset Register has been created and is maintained by the office with an annual review undertaken by the Full Finance Council. 

The Register includes all capitalised equipment and software with a purchase or revaluation value of £1,000 and above, including a collection of items that in total equals or exceeds £1,000. 

The Asset Register is available to Council with detailed access provided for those with purchasing or local management responsibilities. 

The Register and related information are used to generate management information for the organisation including: 
a. Improved forecasting and budget allocation 
b. Improve procurement decisions by provision of information to assist in the determination of such issues as the cost / benefits and risks of lease versus purchase options 
c. Improve planning and flexibility of technology upgrade and refreshment 
d. Provide information for decision making purposes e.g., maintenance, disposal
e. Track and monitor the assets.
f. Provide information for external reporting, insurance, and audit purposes 


A single process will, as far as possible, be employed for the procurement, maintenance and disposal of all capitalised equipment and software. 

Procedure Guide

Purchase & Recording of Assets
Approval for purchase of assets must follow the Swaffham Town Council’s Procurement and Purchasing policy.
All fixed assets, within the capital threshold must be entered into the Asset Register.
The Asset Register will detail the following information and where possible a photograph of the Asset:
· Description of Asset
· Date Purchased or Acquired
· Original Cost
· Current book value/Insurance Value
· Depreciation – estimated if not know
· Location	
· Comments

New Assets 
New assets will be assessed at the time of purchase to determine their expected life span and in general, to reflect the life spans of the existing assets as detailed below;

Power tools 3 years 
Computers and electronics 5 years 
Mechanical Tools 5-10 years 
Mowers 5-10 years 
Vehicles 20 years 
Furniture 10 to 35 years 

Asset Inspection and Maintenance 
All assets listed on the Asset Register will be inspected and reported on annually. 
Assets are required to be maintained to a satisfactory standard to ensure usability and reduce the possibility of increased repair costs. 
No asset will be maintained beyond its reasonable useful life term.

Gifts of Assets
All fixed assets given to the Swaffham Town Council will be recorded in the accounts as income in the period in which the fixed asset was given to the Swaffham Town Council. 
The value placed on gifts in kind should be either a reasonable estimate of their gross value to the Swaffham Town Council or the amount actually realised. 
Gifted assets are treated and recorded in the Asset Register in the same way as purchased assets.

Disposal of Assets
Assets may be available for disposal for a number of reasons.
All requests for disposal must be submitted to the RFO and then approved by the Council.
The best possible value must be obtained in the disposal of assets. Any revenue generated from the disposal of an asset will, in normal circumstances, be credited to the cost centre from which the original asset was funded.
Items with no market value or no use to another organisation should be appropriately and
safely destroyed. The asset disposal should be approved by the CFO.
Disposal of the asset will be recorded the Swaffham Town Council Asset Register and the
Swaffham Town Council’s accounting software and will include the following:
· The disposal amount realised from the sale 
· The date of disposal 

Disposal Limits
For information disposal of land and buildings must be agreed in advance with the Secretary of State. 
Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence
the Swaffham Town Council obtained value for money in any sale or scrapping of equipment. In addition, there are complications with the disposal of computer equipment, as the Swaffham Town Council would need to ensure licences for software programmes have been legally transferred to a new owner.

Loan of Assets
Swaffham Town Council property must not be removed from Swaffham Town Council premises without the authority of the Town Clerk or Deputy Clerk.
A record of the loan must be recorded in the Asset Register and when it is returned.
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