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This policy and its rules, guidelines and procedures shall replace all previous policy and/or circulars on the management of physical/movable assets
1.  
POLICY STATEMENT
It is the policy of Tshwane University of Technology (TUT) – to ensure that all items purchased by TUT be recorded, managed and controlled by the Asset Control Division.

2. 
DEFINITIONS
In this document, unless otherwise indicated –

“EMC” means the Executive Management Committee of TUT;
“CFO” means the Chief Financial Officer of TUT;

“Council” means the Council of TUT;
“immovable assets” means assets, such as buildings, land, lifts and central air-conditioners (see clause 5 – Asset Register);
“leased assets” means assets that are leased and bar-coded (see clause 5 – Asset Register);
“movable assets” means assets, such as equipment, furniture, computer equipment, vehicles, audiovisual equipment and tools (see clause 5 – Asset Register);
“non-markable assets” means assets that are not physically bar-coded, but which are bar-coded on documentation (see clause 5 – Asset Register 5); 
“non-capital assets” means assets that are not bar-coded (see clause 5 – Asset Register);
“TUT” means the Tshwane University of Technology, as duly constituted in terms of the Higher Education Act, 1997 (Act No. 101 of 1997), as amended; and 
“University” means the Tshwane University of Technology, as duly constituted in terms of the Higher Education Act, 1997 (Act No. 101 of 1997), as amended. 

3. RULES

3.1
This policy shall apply to library books and material, as well, although the Asset Control Division is not responsible for the management of that specific category of assets. Where reference is therefore made herein to “Head of the Asset Control Division”, it shall also infer “Director of Library Information Services (LIS)”.

3.2
This policy shall be reviewed and amended by the Director of Financial Control, as necessary, at intervals not exceeding 12 (twelve) months, to reflect strategies, initiatives and best practice operational requirements, and all amended versions shall be submitted to the EMC and the Council of TUT, for approval.

3.3
Departure from approved policy and procedure

Any departure from the approved policy statement and procedure set out in this policy shall require the prior written approval of each of the following persons:
· Head of the Asset Control Division
· Director of Financial Control

· Chief Financial Officer

· Head of department or division concerned or his or her appointed representative
Failure to follow the approved policy and procedure may result in disciplinary measures being taken in terms of the Disciplinary Code and Procedure of TUT.

3.4
Changes to policy and procedure

All changes to the policy shall be properly communicated, in time, to all relevant persons in the organisation. The Head of the Asset Control Division shall be the appointed custodian of asset policies and procedure. The custodian shall be ultimately responsible for the control of all asset policies and procedure maintained on the Intranet.

3.5
Responsibility and control
3.5.1
All heads of departments and divisions shall be directly responsible for and supervise all assets of the University used in their departments or divisions.

3.5.2
It is the responsibility of staff members to keep assets issued to them safe and in repair. They may otherwise be held accountable for breach of procedure and negligence, and be liable for physical and/or financial loss.

3.5.3
The Asset Control Division shall be responsible for the bar-coding, recording and disposal of assets.

3.6
Acquisition/purchasing of assets
Assets that are acquired by means of donations to departments or divisions or purchased with capital budget funds, replacement funds, research funds, including NRF and other research funds, special funds, departmental funds or empowerment funds, or Centre funds or Institute funds shall be the property of TUT.
3.7 Removal of assets
3.7.1 Assets may be removed from the University premises for official use only.
3.7.2 Assets may in no circumstances be removed from TUT premises without the prior approval of the responsible head and authorisation by the Asset Control Division. No staff member may remove any article purchased, hired or leased by the University from any premises of the University without having obtained the necessary removal permit to do so, beforehand.
3.7.3 The Asset Control Division shall keep an Asset Removal Register to monitor removal permits (AA12).

3.7.4 Equipment removed from the University premises may not, under any circumstances, be used for private purposes.
3.7.5 Staff members removing assets from the University premises with the necessary authorisation shall ensure the safe keeping of the equipment. In case of loss or damage, the staff member may be deemed to have been negligent and liable for financial loss.
3.7.6 The staff member concerned shall complete the official removal permit (AA12), in full, describing the asset(s) clearly, and the original copy shall be submitted to the Asset Control Division for authorisation. A copy should be kept for record purposes.
3.7.7 Assets removed from TUT premises might not be held at any other address than that stated on the removal permit.
3.7.8 In the event of the staff member concerned being the Budget Responsibility Manager, a duly authorised line manager shall sign the removal permit.
3.7.9 If an asset survey or audit indicates that an asset has been removed from a campus without approval, it should be reported to the CFO and to Protection Services for further action.
3.7.10 Vehicles shall be searched by Protection Services according to procedure (e.g. at random) to ensure that assets are not removed from premises without the proper approval/authorisation.
3.7.11 Protection Services does not have the authority to authorise the removal of any assets. However, Protection Services is responsible for ensuring that assets are not removed from a campus without a properly approved removal permit (AA12).
3.7.12 Staff members shall voluntarily declare the assets in their possession at the security checkpoints when leaving the premises of TUT.
3.7.13 Assets that are on an annual renewal basis shall be renewed on the first working day of January each year.
3.7.14 It is the responsibility of each staff member concerned to notify the Asset Control Division when the asset(s) on the removal permit (AA12) are returned. Failure to do this may result in disciplinary action.
3.7.15 In the case of the distance campuses, the Campus Director or his or her delegate shall handle all approvals and monitor the removal of assets by keeping a register.
3.8
Disposal

3.8.1 Assets may, under no circumstances, be given to staff as farewell gifts.
3.8.2 Redundant, obsolete and damaged assets shall be disposed of in the most effective and efficient manner possible.
3.8.3 Any costs incurred in the disposal of heavy-duty items shall be for the account of the departments or divisions concerned, e.g. in using a forklift or crane to move such items.
3.8.4 An asset may be disposed of or written off only in cases of theft, or if it is technically old and unusable, or outdated and no longer applicable, or beyond technical repair, or being traded in on new equipment, or unaccounted for, or if it is surplus stock, or if the auditors approve.
3.9 Laptops
3.9.1 All laptops purchased should have a security cable.
3.9.2 Unless in transportation, laptops should be secured, by means of their security cables, in offices.
3.9.3 Offices containing laptops should be locked when not occupied by the staff members concerned.
3.9.4 Failure to follow the above clauses shall render the staff member concerned liable for financial loss arising from the loss of or damage to the laptop.
3.10 Auctions
3.10.1
Auctions shall be held only if there is enough stock to sell. The dates shall be announced on TUT’s website and be posted on the notice boards of campuses.  Interim sales/auctions may be scheduled with the approval of the Head of the Asset Control Division, Director of Financial Control and the CFO.
3.10.2
No indoor assets shall be sold or viewed at any other time than the specified times, except with the approval of the Head of the Asset Control Division.

3.10.3 Vehicles and other high-value assets shall be sold by tender, as the need arises.
3.10.4 Advertisements shall be distributed as follows, with the permission of the Head of the Asset Control Division:
(a) disseminated by Web Admin to all staff via e-mail;

(b) on the notice boards of campuses according to TUT rules; and/or

(c) in newspapers and magazines, as approved by the CFO.
3.10.5 All assets shall be sold “voetstoots” (”as is”), and property rights shall automatically be carried over to the buyers when assets are sold and paid for.

3.10.6 No assets shall be reserved for the benefit of a prospective buyer, or for any other reason, so as to be paid for at a later date.

3.10.7 Assets may not be exchanged or handed back.

3.10.8 The Head of the Asset Control Division or his or her delegate shall have the right to remove assets before or during the auctioning of assets.

3.10.9 Assets shall be removed from the University premises on the day of auction.  The University shall not be held accountable for any theft of or damage to sold assets.
3.10.10 When assets that are technically old and unusable, or outdated and no longer applicable, or beyond technical repair, or surplus stock become available, preference shall be given to the user of such an item, who offers to buy it for a reasonable price (as determined by ICT or other such specialist) on an “Offer to Purchase” form (AA11). After notification (by means of a letter of approval), payment should be made within 30 days.

3.10.11The Head of the Asset Control Division and the Director of Financial Control shall determine the procedure for fixing/determining selling prices. However, due to the wide variety of goods and their varying quality, the prices of goods may be adjusted regularly.

3.11 Trading in of assets
3.11.1 All relevant documents about the asset to be traded in and the new asset to be acquired in its place should be submitted to the Head of the Asset Control Division, who should submit those documents to the Chief Financial Officer.

3.11.2 It is the responsibility of the Chief Financial Officer to approve or disapprove a trade-in.

4. PROCEDURES

4.1
Procedure for the receipt of assets

4.1.1
The designated requestor or responsible person at the centralised receiving depot/stores, on receiving assets that are delivered, signs the invoice delivery note. 

4.1 He or she then forwards the original document to the Creditors Division, and a copy of it to the Asset Control Division. 

4.2 All end users or persons who request an asset keep a copy of the requisition request (RR), order, financial claim (F100), credit card transaction or slip and signed invoice/delivery note, in case insurance claims have to be lodged afterwards.
4.2
Procedure for asset management

4.2.1
Recording of assets

(a) All new assets are recorded in the Asset Register by the Asset Control Division on receipt of the monthly reports/printouts from General Ledger Accounts.

(b) The Asset Control Division reconciles the various categories of the Asset Register with the ledger accounts, on a monthly basis. The Asset Control Division performs a year-end reconciliation of the Asset Register and general ledger.

(c) The Asset Control Division checks all documents pertaining to assets and makes them available to the auditors and Management.

(d) The Asset Control Division processes monthly and year-end journals relating to fixed assets, when necessary

4.2.2    Bar-coding of assets

(a) The University controls its assets by allocating a bar code with a unique asset number to each asset.
(b) The bar code is attached to the asset, after which the code is recorded on the asset register. 
(c) All assets are bar-coded by the Asset Control Division after payment and on receipt of the signed copy of the delivery note/invoice. 
(d) All documents relating to donations are forwarded to the Asset Control Division to be bar-coded.
(e) In the case of distance campuses, the Asset Control Division supplies the Campus Directors with the bar codes, and each Campus Director ensures that acquired assets are bar-coded, as indicated by the Asset Control Division.
4.3    Procedure followed by ICT
4.3.1 ICT receives all computer equipment, bar-code it and distribute it to the campus(es) concerned.
4.3.2 ICT forwards all signed goods received, and vouchers/supporting documentation relating to computer equipment to the Creditors and Asset Control Divisions.
4.4 Physical asset inventory/verification
4.4.1
The Asset Control Division carries out all verifications on an ad hoc basis.
4.4.2
Annually each Director/Head of Department should supply a confirmation that assets allocated to his/her section, have been physically verified and are in working order.  Any losses should be reported accordingly to the Fixed Asset Department.

4.5   
Procedure for donations received
4.5.1 Any person, who receives an asset donation, forwards the information about that donation, in writing, to the Asset Control Division, Financial Control Division and TUT Advancement Office.
4.5.2 He or she furnishes a detailed description of the asset and its estimated value.
4.5.3 The general ledger is updated with the information received.
4.5.4 The asset is bar-coded and recorded in the Asset Register, as set out in clause 4.2 above.
4.5.5 All upgrades are capitalised against the relevant asset. 
4.6 Procedure for the purchasing of assets

The procedure for purchasing assets is set out in the Purchasing Policy (FINPOL035).
4.7 Procedure for the removal of assets from TUT 

4.7.1 The Asset Control Division keeps an Asset Removal register to monitor removal permits (AA12).
4.7.2 The staff member who wishes to remove the asset, completes an official removal permit (AA12), in full, describing the asset, and submits the original copy to the Asset Control Division, for authorisation. A copy is kept for record purposes.

4.7.3 Staff members voluntarily declare the assets in their possession at the security checkpoints when leaving the premises of TUT.
4.7.4 The staff member concerned notifies the Asset Control Division when the
asset(s) on the removal permit (AA12) are returned.
4.7.5 In the case of the distance campuses, the Campus Director or his or her delegate handles all approvals and monitors the removal of assets by keeping a register.
4.8 Procedure for the transfer/moving of assets between/within campuses
4.8.1 The staff member concerned completes an official asset movement form (AA9) when transferring/moving assets.
4.8.2 The completed asset movement form (AA9) is forwarded to the Asset Control Division.
4.8.3 Such form includes information, such as the asset number, description and serial number, where applicable, as well as its original location and new destination, the person’s name and his or her staff number.
4.8.4 Facility Management Services moves all assets (see “Policy on Moving of Assets”).
4.8.5 This procedure should be followed to prevent the original owner from being held responsible for items that are no longer in his or her possession.
4.8.6 The Asset Control Division updates the Asset Register and the general ledger promptly based on the information given in terms of clause 4.2.1.
4.8.7 During mass migration due to a merger, the following applies:
4.8.7.1 Irrespective of mass migration, office assets remain at their original location in order to limit transport costs, damage, loss, and administration efforts.
4.8.7.2
Clause 4.8.7.1 is only valid when the Executive Deans and Executive Directors agree to it.
4.8.7.3
Once the matter is settled, the steps in clauses 4.8.1 – 4.8.6 are followed.

4.9 Depreciation procedure
4.9.1 Depreciation is calculated and processed on a monthly basis in line with the
International Accounting Standards 16 (IAS16).
4.9.2 Each asset category has its own depreciation percentage according to the 
estimated useful life.
4.9.3  
Individual assets acquired at a total cost of no more than R2 000 are expensed in the year of acquisition. Such assets are first capitalised in the Asset Register, then expensed and carried at a value of R1 in the Asset Register to ensure proper physical control over them.

4.10
Disposal procedure
4.10.1
If fixed assets are disposed of, an application form for the disposal of University assets (F95) is completed and approved by the responsible head and then forwarded to the Asset Control Division, for authorisation.
4.10.2 A complete motivation is given for such disposal on the “Application for disposal of University assets” (F95). In case of computer equipment, an IT report is attached.
4.10.3 On receipt of the application, the Asset Control Division visits the storage location of the goods in order to confirm the condition of the goods.
4.10.4 The Asset Control Division makes the necessary recommendations on the disposal of the asset to the CFO.
4.10.5 Only after the CFO approves it, the redistribution or a trade-in is made, or a sale or auction is held, or a donation is made.
4.10.6 No assets are offered for sale before they are disposed of according to the correct procedure.
4.10.7 The funds obtained are paid into TUT’s general income account, and no refund or transfer is made to the respective departments/faculties.
4.10.8 Assets to be disposed of are sold by auction if the possibility exists that staff are interested in buying them and that fair prices may be reached at the auction.
4.10.9 The Asset Register is updated when assets are disposed of. 
4.10.10 All surplus assets are kept in a designated storage place.
4.10.11 The Asset Control Division assists the various campuses in selling/auctioning their    assets, if and when necessary.
4.10.12 All disposable assets are disposed of on a “voetstoots” (”as is”) basis.
4.11 
Procedure at auctions

4.11.1
The buyer receives an invoice/letter when an asset is purchased. 
4.11.2
The buyer hands in the invoice/letter at the pay point where he or she pays for the assets. The cashier calculates the amount to be paid and receives payment in cash or per bank-guaranteed cheque from the buyer. The buyer receives an official receipt of the University in exchange.
4.11.3 The invoice/letter and receipt are shown to the Asset Control Officer at the exit as proof of payment and checked against the assets bought. The Asset Control Officer checks whether the asset labels/disks have been removed from the assets and that the invoice/letter has the University stamp on it. The buyer keeps his or her invoice/letter and receipt of payment as proof of purchase.
4.11.4 The Head of the Asset Control Division or his or her delegate signs the invoice/letter when an asset is purchased.
4.12 Procedure for trading in assets
The written offer for the old asset and a quotation in respect of the new asset to be acquired in its place are forwarded to the Head of the Asset Control Division, who, if satisfied, submits all the relevant documents to the Chief Financial Officer, for his approval or disapproval.
4.13 Procedure for lost/stolen assets

4.13.1 All lost or stolen items are reported immediately after the discovery of the theft or loss to:
· the Chairperson or Secretary of the Insurance Committee, who deals with the insurance claims;
· the Investigation Officer, by means of an AA62 form;
· the Asset Manager, by means of an “Application for disposal of University assets” form (F95); and
· the immediate line manager.
4.13.2 The Investigation Officer lodges an insurance claim within 5 (five) working days with the Insurance Manager responsible for insurance claims.
4.13.3  All claims are submitted within 30 (thirty) calendar days (as required by the insurers).

4.13.4 Always furnish the name of the SAPS recording and investigating officer and case number on the claim.

4.13.5 When there have been no forced entry or in the case of negligence, staff could be held liable for lost or stolen assets.
4.14 Donations
4.14.1 The following procedures are followed before obsolete TUT assets are donated:

(a) The line manager identifies the obsolete assets.
(b) The Asset Control Division is informed of all proposed donations of assets to external organisations. (Letter).  The Asset Control Division thereafter submits these proposed donation letters to Internal Audit for verification purposes.
(c) The Asset Control Division first advertises the assets, internally, for the attention of all departments and divisions, to make sure that the assets are not needed elsewhere.
(d) The written approval of the CFO is obtained for the donation.
(e) Before any asset is removed from TUT premises, the Head of the Asset Control Division authorises the removal on the removal permit (AA12), attaching the relevant letter.
(f) In case of satellite campuses, the Campus Director approves the removal of assets on the removal permit (AA12), attaching the relevant letter. He or she then forwards the documents to the Asset Control Division.
5.
ASSET REGISTER
The categories of assets in the Asset Register may be summed up as follows:
immovable assets, such as buildings, land, lifts and central air-conditioners.
leased assets, which are bar-coded.
movable assets, such as equipment, furniture, computer equipment, vehicles, audiovisual equipment and tools:
Equipment

Equipment consists of all electric items that have to be plugged in for use and have a serial number; for example, refrigerators, freezers, vacuum cleaners, calculators, laboratory equipment, two-way radios, telephones, hi-fi sets, urns, tumble dryers, washing machines, photocopiers, stoves, spectrophotometers, ph-balancers, air-conditioners, amplifiers, typewriters, CD players, etc.

Furniture 

Furniture consists of non-electrical items; for example, art work, desks, chairs, network cabinets, bookcases, cabinets, wall units, expo frames, boardroom tables, stainless steel folding tables, workstations, stands, trolleys, beds, mattresses, pedestals, mobile drawers, divider screens/boards, shelves/racks, etc.

Computer equipment 

Computer equipment are electronic items used on the network and Internet, via the CPU or mini-tower of the computer, or which are plugged into the tower; for example, monitor/screen, printers, external drivers, modems, uninterrupted power supply(ups), servers, laptops/notebooks, switches, hubs, I-Pods, PDA (palmtop/handheld computers), scanners, UNIX box, mainframe machines, etc.

Vehicles 

The chassis number is recorded, also the licence number, which allows the vehicle to be driven on a public road and be used for transportation; for example, motor vehicles, buses, kombis, tractors, motorcycles, milli-bugs, trucks and light delivery vans (bakkies, double cabs), etc.

Audiovisual equipment

Audiovisual equipment consists of items that can capture, display or reproduce an image and/or sound; for example, cameras/digital cameras, VCRs, TV sets or TV combos, DVD players, overhead projectors, data projectors, camcorders, video cameras, visual mixers, etc.

Tools 

Tools are all items needed for the repair and maintenance of furniture, equipment and buildings or land; for example, drills, scaffolding, ladders, sanders, lawnmowers/ride-on lawnmowers, brush/bush cutters, weed eaters, welders, tester kits, gauges/valves, engravers, sweepers, etc.

non-markable assets are assets that are not physically bar-coded, but bar-coded on documents, such as the Asset Register; for example, mattresses, lapel microphones, digital pipettes, measuring machines, camera lenses, and other items determined by the Asset Control Division, from time to time;
non-capital assets are assets that are not bar-coded but listed in the Asset Register; for example, replacement computer keyboards and mouses, wireless keyboards and mouses, letter trays, plant boxes/holders, plastic chairs/plastic bucket chairs, 3-legged bar stools, telephones and cell phones, kettles, percolators/coffee makers (small), dust bins, irons, big office staplers, big office punches, laser pointers, memory sticks/flash disks/flash drives, earphones, headphones, Giga sets, computer speakers and replacements, Webcam and microphones, fire extinguishers, Geerpress trolleys, gas/oxygen cylinders, gas regulators, student desks, vices (workbench), small calculators (without paper rolls), screens (attached to desks/tables), cards to upgrade PABX telephone system, blinds, curtains, live stock, wall clocks, intercom/security systems (access control) (minor work, non-capital), fitted desks, workbenches, tables, lab furniture (minor work, non-capital), and other items determined by the Asset Control Division, from time to time.
6.
DOCUMENTS



OBTAINABLE FROM
6.1
Purchasing Policy (FINPOL 035)
Web
6.2
Financial claim (F100)
Stores Requisition

6.3
Removal Permit (AA12)
Stores Requisition

6.4
Movement Form (AA9)
Web, Asset Control Division, Stores Requisition

6.5
Disposal of Assets (F95)
Web, Asset Control Division, Stores Requisition

6.6
Offer to Purchase (AA11)
Web, Asset Control Division, 
Stores Requisition

6.7
Notification of Loss (AA62)
Investigation Officer

6.8
Policy for Moving of Assets
Web
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