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Overview

When an employee wishes to leave/outboard the university upon resignation, retirement, termination,
absconding or in case of death, he/she must clear all assets under his/her custody. Based on HRD
requirements, all fixed assets are to be returned to the concern Department / FAU to obtain clearance
from UOS. Fixed Asset Unit must account for all the returned or missing assets from employees according
to the guidelines provided in this policy and procedure.

Scope

This policy and procedure apply to all employees (Faculty and Staff) of University of Sharjah.

Purpose

The main purpose of this policy is to:

- Ensure all assets are secured, accounted, and returned to FAU/ department in appropriate
manner.

- Promote accountability, put criteria that allows employee to regulate their own conduct in an
appropriate manner before leaving university of Sharjah.

- Ensure the employee complies with University of Sharjah bylaws.

- Provide guideline for asset clearance procedure and return assets by using an online Service
portal.

Abbreviations and Definitions

UOS: University of Sharjah.

AMS: Asset Management System.
FAU: Fixed Asset Unit.

FAO: Fixed Asset Officer.

AC: Asset Custodian.

GL: General Ledger.

FD: Finance Department.

ITC: Information Technology Centre.

HRD: Human Resource Department.

Policy

- UoS shall ensure that all assets acquired by grants/funds/gifts are sole property of University of
Sharjah and employees must return all assets, which are under his/her custody to FAU or concern
department.

- Asset custodian responsibility is to ensure that the assets are maintained and kept in good
condition.
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- UoS should control the assets and put accountability for all employees as per University of Sharjah

Bylaws.

Procedures

Roles and Responsibilities

Responsibility

Actions

Employee

1.

Employee Asset Clearance Requirement

Asset Clearance must require for all employees before leaving University of
Sharjah.

To ensure proper asset clearance, employee must transfer all assets to

FAU or another employee within the department.

FAO verify and update the AMS database for balance assets and pending
requests for employee asset transferring.

Employee / FAO

. Checking Assets by FAU Portal

All Employees can see their asset details on online FAU portal. Employee
can access online portal by using their UOS credentials. Web link for
reference: http://assets.sharjah.ac.ae/AssetManagementSystem/

AMS database with employee information are regularly monitored and
updated by FAU.

Employee can submit an asset transfer request online by using FAU portal,
once the receiver employee approves the asset transfer, FAO update the
AMS Database.

Before accepting asset by receiving employee /FAU, asset must be
inspected properly to verify physical/working condition and related
accessories are present.

FAO will transfer asset and update AMS database accordingly after above
confirmation.

Employee/HRD/
FAO

. Human Resource Clearance Method

Employee must apply to HRD for clearance by filling the asset clearance
request.

HRD forwards the clearance form to FAU either by a hardcopy of
clearance request form or via UOS clearance system(from Banner).

FAO to prepare the available asset list from AMS and allocate a concerned
department to takeover items i.e. IT Equipment’s, Laptops etc.

FAO

. Hard Copy Clearnce Request Form

FAO receives clearance request form from HRD.

FAO checks the assets under employee’s custody from the Asset
management System.

The employee is required to transfer / handover all the assets under his
custody to his colleague or department - Refer to process “Fixed Assets
Transfer”.

After asset transfer completion, clearance request form is finally
approved by Head of FAU.

Clearance form will be sent to HRD for final settlement of employee.
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Responsibility

Actions

FAO

5.

UOS Clearance System - From Banner (online)

HRD sends a clearance request via UOS Clearance System(from Banner)
to FAU.

FAO checks the assets under custody of employee.

If employee has assets under his name, FAO contacts the employee and
request to handover the assets to another employee within his/her
department.

After asset transfer completion, clearance request form is approved via
UOS Clearance System (from banner) by FAU.

Employee/ FAO

. Recovery for Lost/Missing/Stolen/Damage Assets

Any fixed asset under custody of employee that has been
lost/missing/stolen/damage, report to concern Head of Department and
FAU by email.

Employee is entitled to compensate for any lost/missing items, FAO
inform the employee in advance what is expected and what is the
consequences if he/she fails to return.

Any Lost/Missing/Stolen/Damage requires special approval from the
Head of Finance Department and the Vice Chancellor for Finance and
Administrative Affairs. Once approval is obtained, assets will be discarded
/ disposed from AMS and clearance will be issued to the employee.

If approval is not obtained, employee must pay the asset value which is
determined by Finance Department to obtain clearance from FAU.

Employee/ FAO

7.

Receiving Asset from Employee to FAU

In case existing assets cannot be transferred, it must be handed over to FAU or
send to FAU Store.

Review the details of assets against AMS.

Inspect the Tagging of returned assets

Check for any damage or missing parts on assets and notify concerned
department

Accept delivery from employee and update in the AMS

Submits all clearance documents to the Head of FAU for processing final
approval.

HRD/FAU/ 8. Returning Assets on an Incident — Absconding or Death of an Employee
Department - HRD notifies FAU and related department for the incident and informs
them for necessary action.
- Existing assets shall be transferred to new/another employee within
department upon request.
- Concerned department send request to FAU for transfer the assets by
email.
FAU 9. RECORDS

In accordance with Article 43 of the Finance By-laws, ensures that
electronic version and / or hard copy of following records are maintained
for a period of 10 years.
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Responsible Entity

Responsibility

Actions

- AMS Database

- Employee Clearance Form
- Special Approval copy — Stolen or Missing Assets
- Department Approvals
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