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Overview

This policy outlines the guideline for receiving, handling and issuance of assets which are received at FAU
store in University of Sharjah. This policy cover the process to record the inventory control on AMS and
physical counting for assets. Procedure for asset identification and RFID tags on AMS.

Scope

This procedure applies to all products/items received at FAU store and forwarded to end user in University
of Sharjah.

Purpose

The main purpose of this policy is to:
- Describe the procedure for receiving, handling and issuance of assets received at FAU store.
- Maintain accurate records of physical assets whose value and useful life are updated on AMS
accordingly.
- Ensure compliance with University of Sharjah financial Bylaws regulations, and to ensure
accurate reporting of physical assets.
- Eliminate any potential misuse of assets and possible missing/theft.

Abbreviations and Definitions

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

FAO: Fixed Asset Officer.

GL: General Ledger.

FD: Finance Department.

LPO: Local Purchase Order.

ITC: Information Technology Center.

Policy

Fixed asset at UoS should ensure that all acquired fixed assets are controlled, identified, and uploaded
to Fixed Asset Management System to ensure the accountability as per University of Sharjah financial
Bylaws.

FAU is authorized to maintain the asset on AMS and issuance of asset to enduser.

FAU must identify and Control the missing assets in University of Sharjah.

FAU should evaluate the differences in physical inventory count against AMS inventory record.
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Procedures
Responsibility Actions
1. Main parties involved in the FAU Store include:
- End User.

Procurement Department.
Finance Department.

- Vendors (Suppliers).

- ITC Department.

2.Receiving Goods at FAU store

FAO

- FAO is responsible to receive assets against LPO in FAU store from vendors.
- Verify goods condition and all accessories before sign to delivery note.
- Ensure AMS is updated if items delivered as per LPO details.

FAO

3.Damaged or Wrongly Delivered Items Supplies
- FAO Notifies the vendor immediately about the damaged and / or wrongly
delivered items.

- Returnsthe items to the vendor in case items (assets) received are damaged
or not as per LPO or any missing accessories or other reasons (if any).
Note: Damaged or wrongly delivered items are returned as soon as possible and

not entered in the FAU store inventory system.

4.Asset Management System Software

FAO

4.1 FAO ensure that all assets received either in FAU store or at end user
location, must be recorded on AMS software and identify with RFID tag.
The complete lifetime of each asset is managed by asset management system:
- Addition of asset
- Transfer of asset
- Dispose of asset
- Website: http://assets.sharjah.ac.ae/AssetManagementSystem

4.2 Ensure all assets are maintain in AMS which are acquired by University of
Sharjah main campus and branches. Asset are categorized on AMS with their
expected lifetime as per Finance Department as described in “Fixed Asset
Additions Procedure”.

4.3 Depreciation of Assets:

Depreciation is an accounting method of allocating the cost of a tangible or
physical asset over its useful life. The useful life of all asset describes by Finance
Department and recorded in AMS accordingly.

4.4 Depreciation of assets can be seen in AMS according to their category. Cost

of asset and remaining useful life can be calculated by depreciation cycle.
Note: Asset are categorized on AMS with their expected lifetime as per Finance
Department. As described in “Fixed Asset Additions Procedure”.

4.5 Reconciliation to General Ledger

To ensure all assets are capitalized and recorded on AMS. FAO will do
reconciliation of AMS with GL on monthly basis. If any discrepancy observed, it
must be corrected and AMS must be updated accordingly.
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Responsibility

Actions

5.ldentifications & Tagging

FAO 5.1 Ensure all assets which are identified and must be labelled with RFID Tag.
5.2 Once assets received in FAU store or in end-user locations, it must be tagged
by FAO and update AMS accordingly.
5.3 FAO is responsible to fix tag on asset.
5.4 Tag will remain on the asset throughout the asset life.
5.5 FAO will replace the tag, if tag is damage/remove from an asset.
5.6 Each tag includes following details:
- Asset code.
- Description of asset (Model/Brand).
- Location (Building/Room /Department/ College).
- Capitalization date.
- Unit price.
- LPO number.
- Custodian details (Name, email, UOS ID).
5.7 There are some assets which are very small and cannot be tagged physically.
Those assets are records must be updated on AMS with complete details.
6.Issuance of Assets from FAU Store
FAO 6.1 Upon receiving request from enduser or authorized person from
department, FAO will transfer asset from FAU store to enduser location and
update asset details on AMS under custodian name.
Enduser 6.2 End user must inspect goods physical/operational condition before receiving
from FAU store. If he/she find any damage or other concerns must report to
FAU.
FAO 6.3 FAO arrange affixing RFID tag on asset and update details under enduser
name.
7.Stocktaking and Physical Asset Inventory Count
FAO 7.1 FAO is responsible for Asset inventory control in fixed asset store.
FAO 7.2 Upon receiving/ disposal/ dispatch/ transfer of asset, FAO will update
inventory record with complete details.
FAO/Concerned |7.3 FAO is responsible to ensure stocktaking and physical verifications for all
Departments/End assets present in Fixed assets store. Physical stocktaking and physical count
users in entire University of Sharjah main campus and branches must be done once

in every 2 year.
Purpose of stocktaking and physical inventory verifications is below:

- To physically identify those assets which are not recorded on AMS due
to certain reason e.g. gifted assets received, petty cash purchase etc.

- To maintain financial record equal to the status of inventory or to adjust
the record of inventory to complete financial statements.

- To reveal any weakness in the system, for the control of stock i.e.
eliminate over- stocking and /or under-stocking.

- To enhance the reconciliation process to identify and explain differences
during physical inventory.

- To prepare report for missing/ stolen/damage fixed asset.
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Responsibility

Actions

- In the case of discrepancies noted during the count, these should be
highlighted to the Finance Department to take the necessary corrective
action in the GL.

- Note: Fixed asset stock count records should be made accessible to the
Finance Department, Compliance Department or External Auditors,
upon request.

8.IT Equipment Goods Dispatch

ITC - ITC will send request through email for the submission of IT Assets.

FAO - Assets will be delivered as per ITC requests and AMS will be updated
accordingly.

FAO - Asset inventory for the assets in FAU store is performed every month and
AMS will be updated accordingly.

FAO /ITC - FAOQisresponsible to raise request to ITC if stock level goes beyond minimum

level. ITC must keep minimum Stock balance for IT equipment in FAU store.

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.

Supplier Invoice

Delivery Note

Asset Identification Tag

Asset Receiving form

Stock Count Report — After Physical Inspection
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