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DUTY SHEET FOR ASSET SUB-CONTROLLER

1.
You are directly responsible for reporting to the Asset Controller of your Directorate.

2.
Your Asset Sub-Controller responsibility may not be delegated other than point 5.3. 
3.1
Before signing your Asset Sub-List, you must be satisfied that the description, make, model and serial number noted on the assets actually corresponds with the physical equipment. If any doubt exists as to the description of the assets, you must consult an expert, as ignorance cannot be used as an excuse at a later stage when shortages / surplus are discovered in your assets. 
3.2
Your Asset Sub-List must be kept safely and regularly be updated with all disposals and new additions. 
3.3
You need to ensure that all items on your Asset Sub-List carry a Departmental barcode unless the asset is non-barcodeable. All bar-coding of assets are the responsibility of Asset Management in the Department.  

4.
You are responsible for the safekeeping of assets under your direct control (items on the asset list which you have personally acknowledged receipt for). When not in use, this equipment must be stored and arranged in a manner that will simplify the checking and handling thereof, and will restrict or eliminate the possibility of damage, exposure, deterioration and perishing.
5.1
For your own benefit you should ensure that each Asset Holder of an office under you is appointed in writing to serve as custodian over the assets in his office/room/store.

5.2
You are responsible for ensuring that an Asset Holder’s List is drawn up for every single office/store/room under your control and displayed conspicuously at all times for inspection purposes. The Asset Holder’s List must at all times be up to date, by recording all movement of assets to and from a room. 

5.3
You should ensure that each Asset Holder under you has signed for his assets, or else the responsibility of those assets will remain yours. 
6.
Items may not be moved between offices/stores/buildings/other Asset Lists without the knowledge of yourself and the intervention of the applicable transfer forms. (CAR Sheet: Movement of Assets / Disposal of Assets, Asset Holder’s List)
7.1
It is in your own interest to ensure that the storage space for assets in your charge is kept locked at all times.
7.2
In the case of stores, the keys may never be lying around or be handed over to unauthorised staff members. Instituting a Key Register to regulate key control is advised. 
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8.
Where assets reflected on your Asset Sub-List and for which you have accepted responsibility, is borrowed or used by another person continuously, you must ensure that proper control by means of a Loan Register is instituted so that issues and returns can be recorded.

9.
You must check your Asset Sub-List monthly to ensure that all assets still physically corresponds to what has been accounted on it. Any shortages / surplus must immediately on discovery thereof be reported in writing to your Asset Controller, who will relay the report to Asset Management for further investigation and assistance. A Monthly Certificate on Assets document should be used for this purpose.
10.
Copies of all documents and reports which you have submitted during your period as Asset Sub-Controller and which could later count in your favour where a shortage / surplus is discovered, must be safely filed by you.

11.
However, before you report a shortage / surplus in writing, the following procedure must be adhered to:-

11.1
Ascertain if a calculation error on the inventory has not been made (with reference to the amount of assets). If so, have the Asset Management personnel rectify the mistake. If not, the following must be done:-

11.1.1
When a shortage has been discovered, ascertain whether the assets are not in another office / division of the complex/building.

11.1.2
When a surplus has been discovered, ascertain whether the assets belong to another office / section.

12.
During the annual stock-take by Asset Management, of which you will be informed a month ahead of time, you have to ensure that:- 
12.1
All offices are accessible, items are displayed for swift checking and that assistance is at hand for stock-take officials with the identifying of technical assets. 

12.2
Where possible, assets in use at other places or issued on a personal basis, must be brought to a central point for verification. 

12.3
Written proof (receipt from service provider) of all assets send for repair must be submitted before the stock-take commences.
13.
When for some reason, you are absent from duty for a period of time during which you cannot exercise effective control over the assets on you asset list, or you have been transferred / seconded, you must notify the Asset Controller in good time and in writing so that a replacement could be appointed for you. You must file a copy of this notice safely.

14.
You may only be released from your duties by the written consent of the Asset Controller. When transferring your duties to a new Asset Sub-Controller you have to make use of a Handing-Over Certificate.

Best wishes for the duties at hand accompany you.          
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GLOSSARY OF TERMS:

Asset Controller-
Head of a Directorate responsible for assets, who appoints Asset Sub-Controllers. (He/she may delegate the responsibility of his/her task but remains accountable for the executions of it)
Asset List-
Document containing all the assets in your care. These assets may be in a store/ office/ building/site

Asset Sub-Controller-
Person appointed by the Asset Controller to supervise over a portion of items from the Controller’s Asset List (He/she may not delegate the responsibility of his/her task)

Asset Sub-List-
Document containing a portion of the assets from the Controller’s Asset List and has been assigned to him/her. These assets may be in a store/ office/ building/site

Asset Holder-
A person occupying or responsible for an office/room/store under the Sub-Asset Controller. (He/she is financially liable for the assets in his/her care)
Asset Holder’s List-
Document displaying all the assets in a particular room/office/store in the Asset Holder’s care.

Control Sheet: Movement of Assets-

Document that records movement of assets between districts/ towns/sites/offices

CAR Control Sheet: Disposal of Assets-

Document that records redundant/unserviceable/obsolete assets.

Barcode-
A label pasted on an item, displaying a number and identifying the item as a controlled asset on the Department’s electronic asset register (CAR)
Loan Register-
Any register instituted to record issues and returns of items borrowed from your Asset List  

Key Register-
Any register instituted to record issues and returns for the possession of keys to stores

Monthly Certificate on Assets-
Report form indicating your discovery of all shortages, surplus, unserviceable, redundant and obsolete assets for the past three months.

Annual stock take-
A period of time used by Asset Management for asset verification on all assets in the Department 
Handing-Over Certificate-
This document serves for the handing-over of responsibility between Asset Sub-Controllers. It records any differences between handed-over assets and what is actually recorded on the Asset List. 
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