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Purpose and Basic Principals 
_____________________________________________________________________________________________ 

University of Melbourne Student Union (UMSU) has made, and continues to make, significant investment in the 
assets utilised throughout the Union. To ensure appropriate management, control and recording of asset information, 
this document provides a framework for the proper accountability of assets. 

All assets purchased by UMSU are property of the University of Melbourne Student Union, except where an agreement 
to the contrary is part of the conditions associated with a particular grant or funding agreement. 

The University of Melbourne Finance Services maintains a record of all fixed assets (see Asset Types) on the Fixed 
Asset Register. 

A record of assets is required to provide information: 

• To different departments on what assets are under their responsibility
• For decision making purposes
• For internal reporting purposes
• Insurance purposes

This procedure applies to all UMSU staff, student representatives and volunteers. Administration of this procedure is 
delegated to the Chief Executive Officer.  

Asset Types 
_____________________________________________________________________________________________ 

As a guide, assets with an individual cost greater than $1,500 will be considered a Fixed Asset and recorded on the 
Fixed Asset Register. An assessment of the nature, purpose and operation applicable to each asset will then be 
made by the Chief Executive Officer regarding whether the asset should be written-off in the current Financial Year 
or depreciated over the expected Useful Life of the asset. 

There are four types of Fixed Assets: 

• Assets with a significant individual cost over $1,500, expected life generally longer than two years, and
whose depreciation values are recorded in the Balance Sheet of the Union. University of Melbourne Finance
Services are responsible for the recording of, and accounting for, these assets. Information for these assets
is provided to University of Melbourne Finance Services by UMSU divisional managers. The Chief Executive
Officer also oversees stocktakes every three years for these assets.

• Non-consumable items costing less than $1,500. Staff and student representatives of UMSU can use their
discretion as to whether these items should be added to the Fixed Asset Schedule. Assets which will be held
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by the Union for a long period of time or are of significant importance to the Union should be added to the 
depreciation schedule.  

• The cost of books shall be pooled in the Fixed Assets Register and be depreciated over a period of time
defined in this policy

• Obsolete Assets, being assets of no further use, or with little or no resale value, that have not yet been
disposed of.

Where a collective group of assets are purchased, they will be recorded as one individual asset if they are only able 
to be used together. E.g. theatre lights would recorded as one asset if they are activated simultaneously. 

The Chief Executive Officer will assess the assets and determine the appropriate treatment based on the above 
guidelines. It is recognised that some discretion is required when making these decisions. Overall, a consistent 
approach should be maintained across the organisation and across all assets over time. 

Who Can Purchase Assets 
_____________________________________________________________________________________________ 

Assets  can be  purchased by  any  staff  member  or  student  representative of the University of Melbourne Student 
Union, subject to conditions and approval limits set out within UMSU’s Financial Regulations.  

For all assets purchased, a Health and Safety Prepurchase Checklist (Appendix 1) should be completed, while an 
Asset Acquisition Form (Appendix 2) should be completed for all assets purchased over $1,500. The Asset 
Acquisition Form should be provided to University of Melbourne Financial Services to record the asset on the asset 
register. The Health and Safety Prepurchase Checklist should be kept in the relevant department’s compliance/
OHS folder.  

Recording of Assets 
_____________________________________________________________________________________________ 

The University of Melbourne accounting software is used to record Fixed Asset details. The system facilitates the 
full life cycle management of assets from registration of asset details through to the disposal of an asset. A UMSU 
Fixed Asset Disposal Form must be completed for either the purchase or disposal of an asset. 

The Fixed Asset register will assign each individual asset with an individual a unique asset number. Every asset 
should be labelled with this unique asset identification number to  aid  in identifying assets during  stocktake  
and disposals. 

Which Assets Need to be Recorded 
_____________________________________________________________________________________________ 

The following non-consumable items are acquired by either by purchase or donation need to be recorded under the 
following categories 

• Art Collection
• Office Equipment
• Equipment, Furniture and Fittings
• Theatre Equipment
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• Books

Other categories may be required to record special assets purchased. 

Responsibility for Asset Management 
_____________________________________________________________________________________________ 

All UMSU Staff, student representatives and volunteers who are involved in purchasing, disposal, using, keeping and 
maintaining assets should be aware of, and fully understand, their responsibilities in the control and management of 
assets. 

Stocktakes 
_____________________________________________________________________________________________ 

Effectiveness of asset control is dependent on speedy notification of theft or losses. Stocktakes reduce losses, ensure 
that the information in the Fixed Assets Register is correct and enable more rapid follow-up on missing assets. 

Stocktakes will generally occur every three years, or as determined by the Chief Executive Officer. The process will 
be aided by the Asset Location Register (see Asset Location Register). 

The Chief Executive Officer will also be responsible for the maintenance of an Asset Location Register. The Asset 
Location Register will correspond to the fixed assets register.  

Asset Location Register 
_____________________________________________________________________________________________ 

The Asset Location Register is maintained by the Chief Executive Officer, and corresponds to the Fixed Asset Register. 
The Asset Location Register will list the assets identifying number, asset description, building, level and room location 
of each asset where appropriate to assist in locating the asset during the stocktake and asset disposal processes. 

Depreciation of Assets 
_____________________________________________________________________________________________ 

For financial reporting purposes, Fixed Assets are subjective to depreciation each year until they no longer carry any 
value. 

Depreciation is automatically calculated by The University of Melbourne Finance Services, based on the purchase 
price of the item. The annual rates of depreciation for assets purchased from the issue date of this policy vary based 
on their individual estimated useful life, with guidance provided in the schedule below: 

• Art Collection – N/A
• Equipment, Furniture and Fittings – Five years
• Theatre and AV Equipment – Ten years
• Books – Five years
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 Assets remain in the fixed assets register, even when their written-down value is zero, until disposed. 

Disposal of Assets 
_____________________________________________________________________________________________ 

When an asset is disposed of, an Asset Disposal Form (Appendix 3) shall be filled out, stating at least the asset ID, 
disposal date, and what consideration was received (if any) for the asset. 

The Fixed Asset Disposal Form will be sent to University of Melbourne Finance Services, who will remove the asset 
from the Fixed Asset register and Asset Location Register. 

If an asset is disposed of however cannot be located on the Fixed Asset schedule, a disposal form should still be 
filled out and maintained by the relevant UMSU division, and any income from the sale of asset should be recognised 
by the division in which the asset was located. 

Theft of Assets 
_____________________________________________________________________________________________ 

When it is discovered that an asset has been stolen or destroyed, you should take immediate action: 

• If the theft or destruction has occurred on the University of Melbourne grounds, contact the Chief Executive
Officer, who shall contact the police if necessary.

• If the theft or destruction has occurred off the University of Melbourne grounds, notify the police and then
inform the Chief Executive Officer.

As soon as possible: 

• Notify the relevant department
• Fill in the UMSU Fixed Asset Disposal Form and forward it to University of Melbourne Finance Services.
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Asset Acquisition Form 
An asset will be recognised where it is probable that future economic benefits associated with 
the item will flow to the organisation. Generally items which are equal or greater than $2,000 
will be recorded on the asset register. 

Please note this form must be completed for all purchases coded to 7895 (CapEx): Asset 
Clearing Account 

1. Contact Details

Name 

Phone (BH) Email 

2. Description of Item

Supplier Invoice No 

Description Cost (excl GST) 

UMSU Tag Number Item Serial Number 

Class ID 
(Please Tick Box) 

 BK - Books  TE - Theatre Equipment  CE - Computer Equipment

 GE - General Equipment  FF - Furniture & Fittings

3. Custodian Details

Name 

Location of Asset 
 130-001
General UMSU Assets 

 130-002
 RWL (BN 162) 

 130-003
AVM (BN 159 - G23,25,29) 

 (Please Tick Box)  130-007
AVM day hire 
(BN 168) 

 130-008
 Pianos 102&115 
  (BN 189) 

 130-009
Theatre Workshop 

  Piano/Costume Stores 

 130-007
AVM day hire 
(BN 168) 

 130-008
 Pianos 102&115 
  (BN 189) 

 130-009
Theatre Workshop 

  Piano/Costume Stores 

4. Approval

Name Signature 

Department Date 
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