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Asset Management - Business Process Analysis Questionnaire 

The purpose of this document is to provide a foundation for discussion, decisions, and definition of your system.  This document defines the current Asset Management business practices of the State of Oklahoma along with ideas for the forthcoming implementation.  Please complete this to the best of your ability.  If a question does not apply to your agency within the State of Oklahoma, mark that question as N/A (Not Applicable).  If you can’t get an answer for a question, mark that question as N/R (Needs Researching). 
The completed questionnaire is due back to the Oklahoma Project Team by August 29, 2008.

Email the completed questionnaire to:  Lyndsey Rowden at lyndsey.rowden@core.state.ok.us
Agency








Responding Contact






Contact e-mail
 






Contact Phone
 






Question and Answers

Asset Management Environment

1. Describe the assets/types of assets that you wish to track with asset management.
2. What categories are currently used to classify capital assets (Long-term, tangible assets held for use and not expected to be converted to cash in the current or upcoming fiscal year, such as manufacturing equipment, real estate, and furniture) on the Balance Sheet?
3. How much detail do you want when recording your assets?  List and describe the elements.

4. Do you need to track assets acquired (and their related depreciation expense) by source of funding? Are multiple funding sources used to acquire a single asset?  
5. Does your agency need to track assets not owned by your agency (i.e. pass through grant)? If so, please describe.
6. Do you track assets that have been donated?
7. What is the capitalization threshold and is it the same for all types of assets (i.e. buildings, movable equipment, fleet, etc.)? 
8. Do you track assets that are not depreciated or that are below the capitalization threshold?

9. How many people are involved in the asset management function? 
10. Is asset management within your agency centralized, de-centralized or both?  If de-centralized, please indicate at what level (i.e. division, department, bureau, field office, etc.).  
11. Does any department or departments receive the depreciation expense for assets used by another department?  If so, do these expenses eventually get redistributed?
12. Do you have physical tags on your assets? Is there a list associating tag id with asset id?
13. Are physical inventories of fixed assets being taken? How often and what methods are used?
14. Do you use bar coding hardware and software? What is the system name?

15. In how many different physical locations does your agency have assets? 
16. How many asset books does your agency have? (The number of books you use depends on your reporting needs. Using multiple books enables you to keep separate cost and depreciation rules for a single asset.)

17. Do you depreciate capital assets using conventional depreciation methods (straight line, SYD, Declining Balance, etc.)?  Which method(s) is used?
18. Are your asset categories unique for each combination of asset cost account in your general ledger, depreciation method, estimated useful life and prorate convention? How many combinations of each do you use?
19. How do you track Construction in Progress and other project related assets?

20. How does your agency plan capital acquisitions?  Does your agency use an electronic tool for planning? 
21. Are leases (both capital and operating) currently tracked in Asset Management? How many leases do you track? How are they recoded in the Ledger?
22. Do you group several related assets into a single composite asset (Parent/child)?
23. Does your agency sell (or auction) assets that are no longer being utilized? If so, how often and how is payment rendered?

24. Do you use any price indexes (i.e. the Consumer Prices Index or a Revaluation index to revalue assets.)? If so, please describe.
25. Do you monitor maintenance and repairs in your current system?
26. Do you track warranties and their expirations?
Asset Management Transactions

27. In a year, how many asset transactions (additions, transfers, retirements and adjustments) do you perform?
28. How often does your agency calculate and record depreciation? What is the primary purpose for this frequency?
29. Does your agency jointly share in the procurement and utilization of a single asset with another agency? Please describe.

30. Do capital assets get transferred between departments/bureaus within your agency, between agencies or both?  
31. How often do you transfer large numbers of capital assets from one division, department, or location to another?
32. How often, and for what reasons, do you change fixed asset depreciation method or life for a single asset?

33. Do you ever reinstate an asset after it has been retired?

34. What is your periodic close requirement for recording capital cost and depreciation expense?

35. What level of Chartfield detail do you include in asset related Journal entries? 

36. How do you account for prior period transactions?

37. Is authorization for a particular transaction required?

38. Are there any unique functions or features in your current application of process?  If yes, please describe them.
39. Briefly describe the general procedure for adding, transferring and retiring Assets:

Data Conversions and Interfaces

40. Are you currently using any software to track assets? If so, what software application is used?

41. How many assets do you currently track? How are the assets numbered?
42. What is your oldest date placed in service for your fixed assets?
43. What is the current accuracy of your asset information?  Have asset costs and accumulated depreciation been reconciled to the related General Ledger accounts?
44. Will access to historic depreciation from your current source be available?

45. Do you need to continue tracking assets that have already been retired? If so, please explain.

46. How many asset profiles will be needed?  (An asset profile is a template that contains standard depreciation criteria for a type of asset and the corresponding book such as Category, Depreciation Method, Estimated Life, Depreciation Calculation type etc.)
47. Is your agency’s Asset system interfaced with any other internal or external systems (i.e. Purchasing, Payables, Ledger, Project, or Billing)?  If yes, please describe.
Reports and Inquiries

48. What asset related reporting does your agency produce both internally and externally?
49. Please provide a sample of each report and indicate how frequently your agency produces it. For external reports, please denote the organization produced for. Please group the reports under a cover sheet with the title “Reports and Inquiries, question 2” if submitting paper (hard) copies.
50. What are your monthly, quarterly and annual reporting requirements?

51. Do you group fixed assets which use different asset accounts (categories) for reporting purposes?
52. Are fixed assets which use the same asset account in your general ledger, ever split into more than one group for reporting purposes?
53. What information is required that is not currently provided?
54. What are your unique on-line inquiry requirements? Could on-line access reduce the need for some reports? Please describe
Security

55. Do you limit access to who can add or modify asset data? 
56. What security measures do you allow for online inquiry of asset information?
57. Briefly describe the security levels currently in place.
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