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TIKOKINO SCHOOL

FINANCE

PROCEDURE – ASSET MANAGEMENT
GUIDELINES:
1) The Board has the responsibility to renew the school’s assets and where necessary, purchase additional ones. An Asset Replacement Plan forms the basis for this. 
2) Money to purchase new assets must be found from the Board’s Income.

3) A new asset will usually have to be replaced at the end of its useful life. This is done by estimating the replacement cost and on an annual basis setting aside sufficient funds to replace the asset. The amount an asset is written down each year is “Depreciation”. This is the amount that should be set aside each year into the Asset Replacement Reserve. Depreciation is a charge against income and spreads the replacement cost over the estimated useful life.
4) School Support will automatically transfer one quarter of the budgeted provision from Working Capital to Asset Replacement Reserve each quarter.  

5) When an asset is purchased, School Support, when paying for this asset, will add it to the Asset Register if the value exceeds $1000. 

6) Once a year School Support will send out the latest Board’s Asset Register for an annual review. This is the Register of Fixed Assets which balances with the financial records. It is an inventory of minor items. 

6)   At this time quantities may be altered (such as for desks, chairs) and items that want to be taken off the Register, deleted showing the reason ‘obsolete’, ‘stolen’ or ‘given away’ etc.

7)   All  assets in use remain in the Register. Written off assets, still in use, will show a $1 Book Value. 
8)   Any donated assets, individually worth more than $1000, must be added showing details. 

9)   All non-current assets must be depreciated. 

10) When assets are purchased the Warranty or Guarantee agreement is filed in a 

       “Warranties / Guarantees” file.
