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A Atangible Assets any asset that can be touched and includes both moveable an

A Afixed Asset isany durable item used in the running of a business and having a}ls

o

Tangible movable property.
Asset J

N\

A Anintangible Assets nonphysical resource and right that has a value to the firm
NEWLEN because it gives the firm some kind of advantage in the market place

Asset y

ultimate purpose of resale (or repair).

A An attractive itemis an item not considered as fixed assetiagnatone to theft and/ o

A Aninventoryor stock refers to the goods and materials that a business holds for th

Nizwo- 8 loss due to its portable nature and/or attractiveness for personal use and/or resale

Item
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Assets/ Inventory
management is a key
financial management

area. Thus, it is essential
to manage project and
organization assets
properly, to ensure sound
financial management and
to prevent improprieties
and fraud.

ASSET / INVENTORY
MANAGEMENT
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A
>
N D o)

.~ b
*

D N\
<~ Q5



"USAID | LEBANON

FROM THE AMERICAN PEOPLE

Differences betv_veen A register of Asset/
report and physical Inventory:

count need to be

investigated and The Assets/Inventory

resolved database is required and sh
immediately be maintained for all propert

4

2

Control of Assets/ An Asset/ Inventory item
Inventory means regulae e should be physically
inspection identifiable for checking
Each asset item should
be assigned an
identification number
(internal to the
organization).
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Control of the use of
Assets/ Inventory

item is vital \\

Assets / Inventory
item disposal for
any reason should

be duly proven
keep the Assets / Assets/Inventory

Inventory items in \h B items should be

good condition demonstrated and
tracked

Adequate
maintenance
procedures shall be
implemented to

Receipt and
iIssuance of
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RECEIPT OF
PROPERTY
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Exercise 1.
Recelpt of Property
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Receipt of property

STEP1 STEP 2 STEP 3 STEP 4 STEP 5

Payment
Issuance

Payment
Voucher issued
by the Finance
Department
based on the
Invoice received
and approved by
the Treasurer
and
President/Chairp
erson.

Recording the
property in the

}GL

The Finance
Department
records the
Asset/Inventory
item into the
accounting
software.

Informing the
Asset/

} Inventory

Controller

The Finance
Manager informs
the Asset/
Inventory
Controller to add
the
Asset/Inventory
item into the
Asset/Inventory
database.

Creation of the Physical

property

} record

The Asset/
Inventory
Controller

(A/IC) creates a
new record for
the item and
assigns the next
sequential record
number to it.

inventory

The Asset/
Inventory
Controller locates
the item and fix a
tag to it,
completes the
physical
inventory and
records the
information in the
Asset/ Inventory
registry.
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ASSET RECORD
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Exercise 2 :
Asset/ Inventory Recor
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For each asset or inventory item the following steps should be
followed :

01 Create record / tag number >

O | Create record / Description

ORM | Enter serial number

Note asset location

Assign responsibility

NN N NS

Continued

> 15/52
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For each asset or inventory item the following steps should be

followed :

Record the acquisition date

Enter cost

State the Condition

Indicate the name of the supplier

Assign a project code or class

NN N NS

Continued

16/52
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For each asset or inventory item the following steps should be

followed :

Warrantee Information (When Applicable) >

Depreciation value (When Applicable) >
Net Book Value (When Applicable) >

17/52
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ISSUANCE OF
PROPERTY
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Exercise 3 :
Issuance of Property
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Issuance of property

In order to perform the assigned job, staff are being issued necessary property
as | aptop computer, camera, cell p h

STEP 1

Preparation of the permanent assignment form
The Asset / Inventory Controller should preparer a Permanent Assignment Form

v
STEP 2

Signatures on the permanent assignment form
The Permanent Assignment Form should be approved by the President / Chaiguastssigned by
the Staff member and by the A/IC as a witness of the property issuance

v
STEP 3

Update of the Asset/ Inventory registry

The A/IC should update the Asset/ Inventory registry directly after any
property issuance.
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Return of the property

/
When the property is returned by the staff member the A/IC

,receiving the returned property, should sign to acknowledge its
receipt in a separate column in the Permanent Assignment forrmr

o

v

Update of the Asset/ Inventory registry
4 M

The A/IC should update the Asset/ Inventory registry
directly after any property receipt.

N /

22/52
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Permanent Assignment Form

Permanent Assignment Form

Empl oyeeds Name

Inventory Controller'

Item Item ID Date/Time OUT Condition OUT Date/Time IN Condition IN Empl oyeebd Signature

Purpose of Assignment

By signing this form, | adhere to all responsibility of the item being loaned to me. This includes maintaining the ajrid@iequipment.

Approved by
23/52
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For temporary property issuance

For 1 tems under the A/ 1 C0s
temporary property receipt and issuance require that:

A All incoming property should be signed for using a receip
form and then entered into the Asset/Inventory database.

A All outgoing property should be signed for using an issue
form and recorded into the Asset/Inventory database.

By signingthis Issue/ Receiptform, the borroweradheredo
taking completeresponsibilityof theitem thathasbeenreleased
to her Furthermoresheagreesto returnthe item in a timely
fashion

24/52
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Issue/ Receipt Form

Issue/Receipt Form

By signing this form, | take completesponsibilityfor the item that has been released to me and will accept any charges that go towards replacement or repair in thieesegnifhant is lost or damaged.
Furthermore, | agree to return the item in a timely fashion.

" . Borrower's Authorized ) . Borrower's| Authorized
Date/Time OU]Condition OUT| initials OUT | mitials OUT Date/Time IN| Condition IN initials IN_ | Initials IN

Name tem Iltem ID Item Tag # Comments

25/52
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Property

Disposal
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Exercise 4 :
Property Disposal
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Property Disposal

STEP1 STEP 2 STEP 3 STEP 4

STEP 5
Disposal Form  Approval of Update of the Asset/ Disposal of
Issuance the disposal General Inventory The Asset/
> Form } Ledger } Registry } Inventory Item
Update

prepares an form prepared by ~ Department Inventory Inventory
asset/ inventory the A/IC should updates the Controller Controller can
disposal form. be reviewed by general ledger (AJIC) updates now dispose the

the Finance based on the the Asset/ asset/ inventory

Department and approved Disposal  |nventory item.

approved by the Form. registry based on

President/ the approved

Chairperson . Disposal Form.
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Property Disposal

To prepare for the property disposal the A/IC should prej
a disposal form mentioning minimum:

ﬂ The reason of the disposition

ﬂ The item tag number

ﬂ The item description

ﬂ The class or the job code

ﬂ The net book value (when applicable)
ﬂ Serial number (when applicable)

E%4 Acquisition date and cost

ﬂ Fair Market Value

29/52
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Disposal Form

LEBANON

Inventory Disposal Form

Purpose of Form Indicate Type of Disposal D

Sale:
Donation: E

Scrap:

Sale or Donation Information (if necessary)

IThis form is to be used when

disposing of an asset to properly Office Use Only

Name of company/person sold or donated to:
Amount of sale:

*If sale, has company person paid for item (Please ¢
below;

record on our books. Date Received:
Processed:

Please use additional sheets if necessal

Name:

ISignature:

ITitle:

Date:

Unit Authorization

Receipt Acknowledgment

Name:

ISignature:

[Title:

Date:

*|f this was a sale, please attach the check to this form. If a check has not been received, pl
provide the necessary information below. An invoice will be sent upon receipt of this form.

Prepared By:

Reviewed By:

30/51

Approved By:
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Property Disposal

Assets / Inventory item disposal for any reason destroyed,
lost, damaged , sold or worn out must badentified in the
Asset/Inventory database alseing disposedising a disposal form.

No Asset/ Inventory item should be disposed forany reason
bef¥ge the President/Board preapproval.

Check the property title before the item disposal.

31/52
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Exercise 5 :

Accounting entries
for property disposal
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