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Use this working document with the FMIS Fixed Asset Management Policy and Procedures Guide. Complete the bracketed fields and replace the drafting instructions with the organisation's approved requirements. Sample wording requires local assessment and approval.
1. Document control and scope
	Field
	Complete locally

	Organisation / entities
	[Enter details]

	Policy owner and approver
	[Enter details]

	Version / approval date
	[Enter details]

	Effective date / next review
	[Enter details]

	Reporting frameworks and periods
	[Enter details]

	Asset classes and exclusions
	[Enter details]

	Related policies / schedules
	[Enter details]


Purpose
To establish consistent decisions, responsibilities, records and controls for the financial management of tangible fixed assets within the defined scope.
Scope and applicability
[Define the entities, locations, asset classes and reporting books covered. Identify local reporting directions, funding conditions and links to lease, intangible asset, inventory and physical-control policies.]
Adoption check
Confirm the reporting basis, complete each schedule, test representative transactions, approve under the delegation arrangements, and communicate the current version. An internal exception cannot override applicable accounting requirements.


2. Accounting decisions schedule
Record decisions and their supporting basis. Do not adopt a threshold, useful life or method solely because it appears in another organisation's policy.
	Decision area
	Approved rule, basis and authority

	Recognition and asset classes
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Capitalisation thresholds / materiality
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Grouped purchases and components
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Eligible costs / repairs / replacements
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Construction and available-for-use dates
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Depreciation methods and estimates
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Estimate-review requirements
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Impairment and valuation assessments
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Transfers and entity implications
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Disposals and derecognition
	[Document requirement, relevant reporting basis, approver and linked evidence]

	Separate books and tax records
	[Document requirement, relevant reporting basis, approver and linked evidence]


Sample capitalisation provision
Finance will assess expenditure against the applicable accounting requirements and the approved capitalisation schedule. The assessment will identify the relevant asset or component, eligible costs, entity and reporting book. Matters outside the schedule will be referred to the policy owner for a documented decision before the financial record is finalised.


3. Responsibilities and records
	Task / decision
	Preparer / owner
	Approver / reviewer

	Policy maintenance
	[Role]
	[Role]

	Purchases and additions
	[Role]
	[Role]

	Readiness / completion notification
	[Role]
	[Role]

	Estimate changes and valuations
	[Role]
	[Role]

	Depreciation and close
	[Role]
	[Role]

	Register-to-ledger reconciliation
	[Role]
	[Role]

	Verification exceptions
	[Role]
	[Role]

	Disposals and write-offs
	[Role]
	[Role]

	Access and configuration changes
	[Role]
	[Role]


Required records
[Identify the authoritative register and ledger; mandatory fields; document locations; permitted access; retention basis; and how historic records remain retrievable.]
Delegation and absence cover
[Reference the approval schedule, transaction limits and authorised deputies. Describe any smaller-team compensating review and the evidence it produces.]
Operational handovers
[Specify how procurement, project leads and custodians notify finance of receipt, completion, changes in condition, movements, loss and disposal. State deadlines and escalation routes.]


4. Supporting procedure record
	Field
	Complete locally

	Procedure title / linked policy clause
	[Enter details]

	Trigger and frequency
	[Enter details]

	Population and reporting period
	[Enter details]

	Preparer / reviewer / deputy
	[Enter details]

	Steps and system records
	[Enter details]

	Approval and completion deadline
	[Enter details]

	Evidence / storage / retention
	[Enter details]

	Exceptions and escalation
	[Enter details]

	Version / owner / review date
	[Enter details]


Worked sequence: register-to-ledger reconciliation
1. Confirm entity, book, period, currency and report parameters.
2. Obtain consistent register and ledger reports for the same cut-off.
3. Compare cost, accumulated depreciation, impairment and other relevant balances separately.
4. Explain each difference, assign an owner and record the target resolution date.
5. Approve and verify corrections in the affected records.
6. Record reviewer sign-off and retain unresolved matters in the exception log.
Adapt the frequency and deadlines to the close timetable. Evidence should include extracts, parameters, mapping, explanations, corrections and review sign-off.


5. Changes and exceptions
Change record
	Field
	Complete locally

	Reason / trigger
	[Enter details]

	Affected policy, procedure or system
	[Enter details]

	Administrative change, estimate, accounting policy or error
	[Enter details]

	Accounting assessment / transition implications
	[Enter details]

	Approver / effective date
	[Enter details]

	Records or calculations affected
	[Enter details]

	Communication / training action
	[Enter details]

	Implementation review outcome
	[Enter details]


Exception record
	Field
	Complete locally

	Exception / reason / affected population
	[Enter details]

	Authority and accounting assessment
	[Enter details]

	Alternative control
	[Enter details]

	Owner / expiry or review date
	[Enter details]

	Evidence / closure decision
	[Enter details]


Use the exception process for internal arrangements within the applicable requirements. Repeated exceptions should prompt review of the underlying process.


6. Policy review and implementation check
☐ Scope and reporting requirements remain correct.
☐ The current policy, linked schedules and procedures are identifiable.
☐ Significant accounting decisions are supported and approved.
☐ Responsibilities, deadlines and absence cover are understood.
☐ Register changes can be traced to evidence and authority.
☐ Reconciliations are completed and reviewed; differences have owners.
☐ Operational changes and disposals reach finance.
☐ System access and configuration reflect approved requirements.
☐ Exceptions are reviewed and closed or renewed with authority.
☐ Relevant teams have received the changes and training.
Findings and actions
	Finding / evidence
	Owner / action
	Target / closure

	[Record finding]
	[Role and action]
	[Date / evidence]

	[Record finding]
	[Role and action]
	[Date / evidence]

	[Record finding]
	[Role and action]
	[Date / evidence]

	[Record finding]
	[Role and action]
	[Date / evidence]


Review conclusion
[Record the reviewer, date, conclusion, required changes and approval reference.]
Accounting reference points
Use the standards and directions applicable to the entity and reporting period: IAS 16 and related IFRS requirements; FRS 102 where applicable; or relevant FASB Codification requirements for US GAAP. This template is a drafting aid and does not prescribe universal accounting treatments.
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