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CONTROLS ON PHYSICAL ASSETS
[ORG]’s physical assets represent a significant cost and all staff are expected to behave responsibly in using them in order to protect our resources. Our policies are designed to support that behaviour.  
[bookmark: _GoBack]Fixed assets
Fixed assets are items, for example office equipment, computers or vehicles, owned by [ORG] for use in our work (not as an investment), which have a life of more than 12 months, and a value on acquisition of over £[x].  
The [finance officer] is responsible for maintaining a fixed asset register detailing:
· a description of the asset (including identifier as appropriate) 
· date of acquisition (purchase or donation to [ORG])
· value at acquisition 
· location or staff member holding asset (if appropriate).
 
The register will be updated immediately when new purchases or disposals are made.
The [finance officer] is responsible for ensuring that fixed asset inspections are carried out every [x] months to check that the assets exist, are in good condition and are being used effectively.  
The disposal or scrapping of a fixed asset must be authorised by [x].  Equipment will not normally be disposed of to staff because it is difficult to provide evidence of fair value.  If computer equipment is disposed of, [licences for software must be legally transferred to the new owner] [this must be returned to factory settings].
Where projects close, assets will be redeployed. Where there are specific funder rules regarding treatment of project assets, these will be complied with (eg handing the assets back to the funder).
Land and buildings will be professionally revalued every [x] years.
Documents relating to the ownership of any fixed assets will be held securely by [the finance officer]. 
For the purposes of depreciation, the anticipated useful life of [ORG]’s assets are as follows:
	Type of fixed asset
	Anticipated useful life

	Computer equipment
	[x] years

	Office equipment 
	[x] years

	Furniture
	[x] years

	Vehicles
	[x] years

	Leasehold property
	over the life of the lease

	Freehold property (buildings)
	[x] years



Stock
Stock is a valuable asset for [ORG] and it is the responsibility of [x] to ensure that stock is kept securely.
[x] is responsible for designing and implementing a cost-effective stock control system, delivering the right amount of stock in the right place at the right time.
[x] is responsible for a stock count every [x] months, comparing the physical stock to the stock records.  The types of stock that will be counted and valued will be:
· [goods for resale]
· [raw materials]
· [work in progress].

Stock will be valued at the lower of cost and net realisable value (sales value minus the costs associated with the sale). 
Insurance
[ORG] maintains appropriate insurance cover at all times, both to cover our legal obligation and to underpin our duty to protect our staff, assets and resources.  This will include:
· [employers’ liability insurance to cover both staff and volunteers]
· [public liability insurance]
· [buildings and contents insurance]
· [x]

[ORG] reviews its policies annually and [the finance officer] is responsible for providing its insurer/broker with a detailed and accurate schedule of activities and inclusions to be covered. 
[The finance officer] is responsible for ensuring all insurance policies are current and appropriate documentation maintained. 
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