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	Asset Management and Insurance



Policy:

The organisation has a significant investment in its fixed assets. The management of these assets is not only a requirement of good corporate governance, but also a key factor in the long-term viability of the organisation.

A fixed asset (also known as a non-current asset) is any item or equipment, which has a life expectancy of more than one year. Items with a life expectancy of less than one year are considered to be consumable items.

Aims:
The aim of this policy is to ensure all staff are aware of their responsibilities when purchasing, recording and disposal of assets.

Responsibilities

The Board of Management is responsible for:

· monitoring and reviewing all organisational policies and procedures: and

· auditing compliance with policy provisions, record keeping and training.

The General Manager is responsible for:

· providing support and advice to staff; and 

· monitoring and reporting to management of all aspects of asset management.
All employees, paid and unpaid are responsible for:

· adhering to all policies and procedures of the organisation; and

· ensuring they are fully aware of and understand their obligations in relation to confidentiality.
Assets Register:

The organisation maintains a central record of fixed assets within the administration area. This record of assets and their value is required to:

· provide information to the organisation as to the assets it controls;

· provide information for management decision-making purposes;

· provide information for external reporting purposes; and

· enable the organisation to calculate annual depreciation expenses and losses/gains on the sale of assets.

A format example for an Assets Register is included below.  
BURNETT RESPITE SERVICE INC.

ASSET  REGISTER
	Date 

Acquired


	Description
	Serial No.
	Current

Location
	Cost
	Date of 

Disposal


	Amount

Received on

Disposal
	Depreciation Rate

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Purchasing Assets



Purchasing activities within Burnett respite Services Inc should always achieve maximum benefits for individual Program areas and the Organisation as a whole whilst maximising opportunities for the financially responsible use of public monies. This document is not prescriptive and provides scope for individual program areas to conduct their procurement activities in a manner that enables the program area to link its procurement activities with organisational priorities.

Purchasing Policy Objectives
Advancing Organisational Priorities

Each purchase must seek to advance organisational priorities. These priorities define the organisation’s commitment to advance, through its purchasing, certain social, financial and environmental objectives.

Value for Money
The organisation must seek to obtain value for money in its purchasing of goods and services. The concept of value for money is not restricted to price alone. The value for money assessment must include consideration of:

· contribution to the advancement of the organisation’s priorities; 

· non-cost factors such as fitness for purpose, quality, service and support; and 

· cost related factors including whole-of-life costs and transaction costs associated with acquisition, use, holding, maintenance and disposal. 

Probity & Accountability for Outcomes
The organisation must conduct its purchasing activities with the utmost probity. It is of vital importance that all procurement activity within Burnett Respite Services Inc. is conducted ethically, honestly and with fairness to all participants. All procurement activities encompass the expenditure of public funds and are therefore subject to audit and public scrutiny. Accordingly, appropriate records must be maintained to ensure transparency to provide evidence of accountability.

Planning for Significant Purchases

Planning for significant purchases, establishes a structured planning process for the purchase of those goods and services which are identified as being of high relative expenditure and/or for which supply is difficult to secure.

Significant purchases:

(i) individually, can have a significant impact on the organisation’s operations; and 

(ii) require careful consideration of the complex procurement activities required to acquire those goods and/or services. 

Planning for significant purchases is a process of focussing on the life cycle management of a particular purchase. It may involve planning for a one-off purchase of a good or service that is of significant value or importance. Alternatively, it may involve planning for the establishment of a long term supply arrangement (e.g. Standing Offer Arrangement or Preferred Supply Arrangement) for the purchase of frequently used goods or services or where it is sensible to consolidate those purchases.

Use of Standing Offer and Preferred Supply arrangements

The purpose of supply arrangements is to enable the organisation to purchase frequently used goods or services over an extended period of time.

The benefits of using standing offer or preferred supplier arrangements are:

· It reduces administrative costs as there is no requirement for a purchasing officer to seek quotes or orders;

· It ensures that goods and services meet the needs of the organisation through the provision of consistent standards;

· Assists in ensuring a constant supply of goods and services over the period of the arrangements.

Corporate Credit Card.

The organisation maintains a number of Corporate Credit cards to be used for purchasing goods and services, which fall into the low value/low risk category, goods or services of a repetitive nature (i.e. groceries) and goods or services purchased through the use of the internet.

Obtaining of Quotes.

Where a capital item of a value of one thousand (1,000) dollars or more is to be purchased, two (2) quotes are to be obtained where the item purchased is not to be purchased from a registered preferred supplier. 

Purchasing Delegation

The Board of Management has delegated authority to the General Manager to oversee the purchasing processes of the organisation. The General Manager will delegate certain purchasing authority to specific staff as required.

The Board of Management will retain authority where noted in minutes of the Association.

Separation of Duties.

Burnett Respite Services Inc. recognises that there are two distinct delegations associated with the acquisition of goods and services. The same person except in the case of purchases made on the Corporate Card should not exercise these delegations.

These delegations are:

Purchasing Delegation: The authority to undertake or oversee the purchasing of a good or service: and

Expenditure Delegation: The authority to authorise payment for a good or service.

The purchasing and expenditure authority must be exercised by separate persons except where purchases are made using the corporate Card. 

In this instance, the cardholder exercises both delegations, however all Corporate card transactions must be checked and authorised by the General Manager or Board of Management on a monthly basis. 

Recording of Assets:
Assets costing greater than $150 and having a useful life of more than two years must be recorded in the assets register. Assets costing $5,000 or more are depreciated. Assets costing between $150 and $5,000 are treated as ‘non-capital’ items and are expensed at purchase and not depreciated.  They must however, also appear in the assets register.

Items assessed as being high risk from a theft should be recorded in the register even if below the $150 threshold e.g common use items such as hand drills, cameras etc. 
Stocktaking:
A stocktake of fixed assets appearing on the assets register will be undertaken on a progressive cyclical basis during the year or at a selected stocktake date.

Depreciation of Assets:
Depreciation is the process used to allocate the cost to particular periods of ‘using up’ the service potential of an asset over its useful life. It is not a process that provides funding for future asset purchases. This organisation depreciates those assets deemed to be depreciable on a straight-line basis i.e. an over time basis with the following asset classes and depreciation rates applying:  

· Computing equipment
 

20.0%

· Vehicles


10.0%

· Printing/Copying


10.0%

· Buildings


2.5%

· Other


10.0%
Valuation of Assets:

To ensure the organisation maintains an accurate picture of its net asset position, all land and buildings will be valued every three years.

Disposal of Assets:
All assets for disposal will be subject to whichever of the following methods offers the best return to the organisation:

· Trade

· Auction

· Tender

· Private Sale

· Donation to another organisation with similar goals.

· Destruction.

	Insurance



The organisation will comply with all legal requirements with respect to insurance.

The type of insurance cover and level of insurance cover will be decided by the Board of Management after consultation with an insurance broker.

Insurance will include as a minimum:

· public liability

· workers' compensation

· property 


- fire

· contents


- theft and burglary  (replacement cost)

· volunteer insurance

- personal accident and public liability

· vehicle insurance

Students
The General Manager will check that relevant University, TAFE or school covers any students on placement.  If not, appropriate cover must be arranged prior to any placement taking place.

Staff and Volunteer Vehicles
The General Manager will ensure that the vehicles of any staff and volunteers are covered through their own insurance policy if used for agency work (see the example letter included below).

Insurance Register

The General Manager is required to ensure a Register of Insurance Polices is maintained within the Accountable Forms Register. The Register must show the policy number, the insurance company, what it covers, the premium, the date paid and the expiry of the cover.

	LETTER TO CONFIRM VOLUNTEERS ARE COVERED

FOR THE USE OF THEIR MOTOR VEHICLES

IN AGENCY WORK
Dear (Insurance Provider),

RE: COMPREHENSIVE MOTOR VEHICLE POLICY NO: 


(Mr/Mrs) 

 of 


has registered to work as a volunteer with our group.

(Mr/Mrs) 
 has a Comprehensive Vehicle Insurance Policy with your company.

One of the volunteer’s activities involves driving clients to and from surgeries, hospitals etc.  In order to enable our volunteers to use their own vehicles, they will be reimbursed a kilometre allowance.

As most policies exclude cover to persons using their private vehicle for the conveyance of passengers for hire, fare or reward, would you please advise us in writing whether your company is willing to accept that the kilometre allowance reimbursed to volunteers will not be construed as being hire, fare or reward and that consequently, the policy exclusion will not apply to claims by our volunteers.

Could you also please state the position of your policy with reference to damage to other vehicles or property.

Thanking your for your assistance.

Yours faithfully,

Signature
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