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Start process Process stepEnd processDecision

Asset is procured 

in accordance with 

Procurement 

Policy Complete and 

submit an Asset 

Acquisition Form to 

the Finance Office

Did the asset 

cost more than 

$2,000?

Yes

Record items in a 

local register as 

required by Policy 

No

Each operational unit must record the following items in a 

local asset register:

-assets costing between $500 and $2,000 and having a 

life expectancy of more than 1 months;

-items at high risk from theft even if below $500, including 

portable and common use items such as hand drills, 

cameras and printers;

-assets on loan to the University, which must be shown in 

the register as 'On Loan to the University'; and

-assets on loan outside the University for periods under 

six months.

Finance office 

record 

University 

assets

The Finance Office will record University assets as follows:

-for assets costing $2,000 and over, in the Oracle 

Financials Fixed Assets module;

-for assets costing $2,000 or more and having a useful life 

of more than two years, in the central Asset Register.
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