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	Fixed Assets & Supplies Policy
Owner Department: Finance



	Brief
	This outlines the general policy and procedures relating to the activities of Inventory, Fixed Assets & Supplies section.

	Purpose
	To provide supplies, equipments and services to SMSA in a timely manner. To safeguard all SMSA properties, assets and supplies by assigning asset control numbers or creating a good, precise, accurate and well defined inventory records.

	Persons Affected
	All SMSA employees requiring any fixed assets or supplies.

	Scope
	This policy applies to all SMSA departments

	Responsibilities
	A. Receiving of Supplies and Fixed Assets
1. Check Purchase Order (PO)

a. Purchase order number
b. Requestor/ Location

c. Quantity ordered

2. Check invoice for item specifications in (PO) purchase order vs. actual item(s).
3. Sign the invoice or delivery note to acknowledge receipt of the item(s).
4.  Original invoice and (PO) purchase order copy will be given to inventory.
5. Inventory Goods Receiving Note report will be generated in ERP System. Original invoice with GRN report to be forwarded to Finance Purchasing section.

6. Filing all the documents copy in Inventory.   

B. Labeling/Tagging or Issuance of Fixed Assets Control Number
1. To assign an asset control property number for SMSA newly purchased Fixed Assets. (Assets to be labeled/tagged with a minimum amount of SAR 500 & up). 

2. Refer to Inventory record for assigning the asset control number.
3. Write the asset number on the sticker using permanent marker.
4. Affix the sticker with asset control number to the particular asset.
5. For machines and electronic items, log the serial number in the Inventory Record.

6. Urgent request of assets - Upon delivery of item(s) from supplier or purchase by petty cash, purchasing section will notify Inventory to assign an asset number for the specific item(s). 

C.  Handover of Fixed Assets and Administrative Supplies
1. Coordinate with requestor(s).
2. Receiver must sign the invoice or delivery note to confirm receipt and handover of the item(s).
3. Receiver can either be the National Administrator, Regional Coordinator, Secretary, or department representative.
4. Inventory Goods Receiving Note report is to be done in ERP System, & original invoice with GRN report to be forwarded to Finance Purchasing section.
5. Filing all the documents copy in Inventory.   
D. Delivery of Operational Supplies
1. Check Purchase Order (PO):
a. Product description against the delivered item.
b. Quantity ordered.
c. Received Goods Inspection form must be filled-up.

d. Encoding of delivered items in the system.

e. Inventory Goods Receiving Note report is to be done in ERP System & original invoice with GRN report to be forwarded to Finance Purchasing section.
f. Filing all the documents copy in Inventory.
E. Damage Delivered Products

1. If the delivered product is damaged it will be rejected automatically upon coordination with Purchasing section.
2.  When the product is damage by fortuitous event, recycling of product will be considered.
3. In the event that product cannot be recycled, Inventory will notify Purchasing section & Finance Manager.
4. Damage item will be removed in the system upon approval.
F. Releasing of Operational Supplies
5. Request will be done by the department’s National Administrator or representative through Oracle (ERP) System with justification of request and approval of direct/ Department Manager.
6.  When the request has been approved by the direct/ department Manger, the request will be escalated to Inventory Manager’s ERP account.
7.  Inventory Manager should check according to the justification of request against the budget.
8. Inventory section will forward the request to the department requestor.
G. Operational Supplies Minimum & Maximum Stocks Level

1. MINIMAX planning is being implemented and properly maintained by Inventory.
2. When supplies reach its minimum level a purchase request will be created in ERP System.
H. Printer Toner Cartridge Requisition

1. All requests for printer toner cartridges must be made through ERP.
2. Only the department National Administrator or Coordinator(s) can make the request, and must be duly approved as per level of authority.
3. Requestor should submit the empty printer toner cartridge in original packaging (box + box ends) to Inventory Section prior to delivery of new ones. Inventory Section will not release the new printer toner cartridges to the requestor if the empty cartridges surrendered are not in its original packaging.
4. Inventory Section must keep a log of all printer toner cartridges received and ordered, which must be all accounted for. These will be subject for verification and audit of QRM. 
5. All empty printer toner cartridges must be disposed by Inventory Section to an accredited contractor for recycling at least a minimum of four and a maximum of six pallets which correspond to the size of the disposal container, in the presence of security personnel. The record of disposal must be kept by Inventory Section for monitoring and audit purposes.
I. Preparation of Goods Received Note
1. Encode purchase order details (PO) in (ERP) Oracle system.
2. Print Receiving Report and Issuance Report, attached (PO) purchase order and invoice.
3. Inventory Clerk, Supervisor and Manager Signs accordingly and send original invoice with receiving report copy and purchase order to finance department for processing the payment.
J. SMSA Property Audit or Inventory of Fixed Assets 
1.  Yearly audit or inventory of fixed assets must be performed to our branches in the kingdom.
2. All the departments are required to cooperate to Inventory during audit or inventory of assets.
3. When an inventory is taken and assets on the physical inventory worksheet are not found, the listing will be sent to the department Manager/Supervisor/Natl. Administrator, who then will be required to provide the update to Inventory for the missing assets. 
K. Transfer of Asset Accountability

1. In case of transferring of assets to another location, another user, employee resignation or termination. The department Manager, Supervisor, National Administrator and staffs are responsible to fill up the “Property Transfer, Turn-In Form” available in our GUIDE system.
2. Property Transfer, Turn-in form to be signed accordingly and handover to Inventory Specialist for record update purposes and also to avoid mystification of records during audit time.
L. Turn-In of Assets to Inventory

1. Property Transfer, Turn-in Request form must be filled in properly by the requesting department. Assets  covered for turn-in as follows:
a. From end user to Inventory in case of employee resignation or termination.
b. Old and broken asset that has no book value (zero value) 
2. For electronic assets to be checked by IT and non-electronic assets to be checked by Inventory Specialist.
a. For laptop/desktop accessories to be kept with Inventory section such us charger, battery, and internal hardisk for unexpectedly future utilization.
3. For usable asset to be kept in Inventory warehouse storeroom, asset to be utilized and awaiting for request and transfer.
M. Asset Disposal 
1. Inventory Department:
To maintain records of all SMSA Company assets. If the asset is sold then Audit/QRM to verify documentation/ Level of Authority (LOA), correct price etc prior to the asset being sold, and that the proceeds are handed to finance.


	Definition
	Carrying out all the records of assets and supplies related with the SMSA company organizations.
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