1) Asset Management Plans

All systems should be simple and allow easy access to input . That is; the minimum amount of Paper and Electronic information required to satisfy OTHR’s ongoing operational and statutory requirements

Initial Point of records should be via Paper Ledgers (preferably stored in fireproof safe). For example on receipt of a new asset a ledger entry will be made. This information will be later transferred to an Asset Database.

1) Separate Ledger books should be kept for :

i. Infrastructure

ii. Rolling stock

iii. Donated Items

iv. Power tools

v. All other tools should be by spreadsheet 

2)      Periodic Stock takes should be held to confirm the accuracy of the Asset Database 

3)      Most information should not be processed further than paper based systems

4)      Asset Management database will be developed to suit OTHR’s requirements. Probably based on Existing Microsoft Access 2003 Asset Database Template

a.       Information stored in the asset Database will reflect high level asset information, including Major maintenance performed or scheduled.



c.       Data base will notify OTHR when regular maintenance is required

b.      Database will suit OTHR’s requirements

5)      Ongoing compliance and operational checks via signed and dated Paper Checklists (suggest using InfoPath). These checklists will be reviewed by the responsible manager in a timely manner and actioned in terms of: -

                                                               i.      Compliance

                                                             ii.      Actions needed

