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_ 28.11.2002
Treasury Circular No. IA¥/2002/02

All Secretaries to Ministries and
Heads of Departments,

MAINTENANCE OF A FIXED ASSETS REGISTER OF
COMPUTERS, ACCESSORIES AND SOFTWARE

It has been disclosed during the course of Audit Examinations that the Public Funds are subject

10 mxsappmpnanon throughout the process involved in the purchase, custody, maintenance,
tepairs and disposal of computers owing to non availability of a Fixed Assets Register in respect
of computers belonging to the Ministries, Departments, Projects and Corporations. A timely
necessity has therefore arisen for the maintenance of a Fixed Assets Register on computers.

02.  Te overcome this situation the format given in Annexure 01 is initially introduced for the
purpose of preparing a Fixed Assets Register of Computers. A register of about 50 pages
comprising photocopies of this format (as required by the institution) should be prepared and
particulars pertaining to computers presently owned by your institution should be indicated
therein. In addition the particulars of computers being supplemented anew or disposed of by
your imstitution should appropriately be entered in that register. You may have an index at the

beginning of this register for your convenience.

03. In the purchase of computer accessories and software, the supplier should be made to

- complete and subsnit forms 02 to 10 and where purchases which cannot be included therein are
involved, it would be necessary to have form 11 completed by the supplier. The payment for
supply should not be made uatil the supplier furnishes such details which on receipt, should be
checked and filed as a schedule to the computer fixed assets register,

04.  Staff Officers in dharge of the computers should maintain a computer data file based on
- the particulars of this Fixed Assets Regxster for the purpose of rctnevmg mformation necessary
for the management decisions at any given time.

05. The present mventory system for computer purchase, transfer and dn.posal should be
continued in operation.

06. Youare kmdly requested to see that the heads of institutions commg under your purview
are made aware of this circular for its due mplcmcntatlon

07. Superv;smn on the upkeep of this Fixed Assets Register of computers should be carried
out by the Internal Audit Division of the respective Ministry and it should keep the Heads of
Departments informed from time to time. This should also be a compulsory agenda item of the
Audit and Management Committee meetings for discussion.

. Charitha Ratwatte
Secretary to the Treasury
Auditor General
Director General, Dept. of Public Finance
Director General, Dept. of Public Enterprises
IAV579
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8 {Operating system

Register of Computers (Amnexure 07
]

1 |Purchased/Transferred from  |institute:

2 [Computer (Make & Model) SN ]
2.1jType Perscnnel Computer/Notebook/other -
2.2|Processor Speed MHz
2.3{RAM Capacity ]
2.4|Hard Disk Drive Capacity
2.5{Floppy Disk Drive Yes/No 2,12 Yes/No.
2.6/CD - Rom YasiNo . 2.18 Yes/No. -
2.718Sound card YasiNo 2.14 Yes/No
2.8{TV card Yesio 2.15 Yes/No
2 9{NetWork Card YesNo 2.16 Yes/No

2.10|Madem - External YesiNo 217 YesNo
2.11!Modem - Internal ~ YesMo Cost Rs.
Sub Total Cost (from 2.1 16 2.17) '
: Key Board Yes/No B/N -
. Mouse Yesilo 8/N ~
. Internal  [Yes/No
3 |Input Device Microphone Extemal YesNo. 1o
Scanner Make,Model & S/N
' Date of purchase ‘
Make , Madel & /N | Date of purchase
Monitor ’
4 10utput Device
' . |Printer -
Speakers{Mos,)
o UPS
5 |Other Equipment [Stabililizer
, Cables
Others

7 |E-Mail 7 Internet

Date of Purchase |

& |Addl.Software

Description

Dlate of purchase

b i e E EE T

©o

10.

6 |Total cost {(From21to 8)

10 (Maintained by

12 \Warranty

11 |Any other important info;maﬁon

| Certify that above information is correct.
-1 Cutlifing officers Name,Designation and Signaturs

SN " Senal Number;

‘pagsne-{ )



Voucher

Purchase of New Accessories for the Computer Overleaf

E;taﬁ

Ser,

No iNo.

Date

Description

OCfficar's

Amount  As, pSignature

& date

10

Voucher

Payment for Repair & Service Agreement

{A-Repair S-Service Agreament)

Staff
Officers

Serl.

No [No. [Date

e

Description

Agmount Hs‘}Sagna!me

& date

OO0~ T O ] COIND | -t

—

10

11

12§

13§

14

154

16§

17}

18

19

30}

Disposal of Computer or Accessories

Date

kem

INature of Disposal

F’-Deslmy

T-Transter lo
other Inslitedion
$-8nle

Amotint
Collactad {if
Sold) Bs.

Rsmarks

Staff
QOfficer's
Siguaturs
& date




REGISTER OF COMPUTER EQUIPMENT

Purchased / Transfred from  [Institute:

{(Annexure 2)

Equipment

[PRINTER: Dot Mairht / Line / Band / Laser / Inkjet / Thermal / Book

Make Modet

Serial No

Maximum Paper Size

Print Head specs

Print Line specs

Print Band specs

Laser specs

Inkjel specs

Themal specs

Character Sizes

Font Types

Builtin fonis

Serial port

Parallel port

LUsSB

Tractor

Culsheet

Paper handling

Buffer Memeory

Bulilin RAM

Maximum copies

Print resolution

Print Colour

Driver CD/Diskette

Dala Cable

[Fower cable

Paper Trays

Date of Purchass /Tansker

Total Cost Rs

Warranty

Maintained by

Other Information

Connected folios

Certificate

Signature

H cerfify that 2bove Inormalion 1s corredt




Voucher Purchase of New Accessories for the Computer Overleaf Sttt
Serl D : ;g‘::;;sre
INo INo. |Date escription Amount  Rs. A
1
2
3
4
5
&
7
8
9
10§
Payment for Repair & Service Agreement Staff
Voucher (R-Rapair $-Sorvice Agmsement) Offloars
ziﬂ' No. |Date s Description Amount R, [0
1
2 j
3
4
5
8
7
& |
9
10]
11
12
13§
14;
156§
16}
- 17
18}
19§
200
Disposal of Computer or Accessories
: [Nature of Disposal st
Date ttemn Ff::?im comot | Remarks  [ofers
othar insliiution Salg) s, Signatura
5-Sale & date




IREGIS TER OF COMPUTER EQUIPMENT

{Annexure 3)

1

Purchased / Transfred from _ |Institute:

Equipment

Make Mods)

MONITOR

Serial No

Colour /Monachrome

Screen Size

Resolution

Adjusiments

W] ol ol efowln

ScreenType

Other features

[Data Cable

Power cable

Date of Purchase {Trangler

Total Cost Rs

Warranty

‘{Maintained by

Other information

Connected folios .

Cerlificate

i certify that above informatian is correct.

S_ignature




Voucher Purchase of New Accessories for the Computer Overleaf s tait
‘ > = Officer's
ﬁirl‘hf\io Date Daseription Amount s, gigg:ure
1
2
3
4
5
8
7
8
g
108
Payment for Repair & Service Agreement is,aﬁ
Voucher {R-Repar S-Sarvics Agrsament) Otfcer's
Serl. . Signature
Ino INo. |Date [ Description Amouat  Re.foo
1 ..
2
3
4
5
6
7
o
of
10}
11
12
13§
14
15
16}
17 .
18} :
16}
20}
- Disposal of Computer or Accessories
Nature of Disposal e
B-Destroy Amaunt |, Staff
Date tem {-Translarto Collaotad {if Remarks |officers
:_’:;gﬁm““"“ Sold) As. - Signatute
& dale

—

de




[REGISTER OF COMPUTER EQUIPMENT

(Annéxur& 4)

Purchased / Transfred from  {Institute!

Equiptment

CD WRITER

iake Miodeal

Serial No

External / Intemal

Read Modes

Write Modes

Re-write Modes

Parallel Port

USB Port

DSl o w] ] ol o )] =

Other features

—
L]

Data Gable

b
o

Power cable

—h
Lo

interface

-
o

Card for PG

b
o

Multiple CD cut

—
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]
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w
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(4]
ey

]
[2+]

o
o

P8
<

Date of Purchase /Trangfer

N
il

Total Cost Ris

£
n

"[Warranty

F
[¢+]

Maintained by

R

Other Information

I
on

Connected folios

-9
=]

Cerlificate

11 certify that above infonmation is cotrect. '

5

ISignature




Vouch ér Purchass of New Accessories for the Comptter Overleaf -
Seri . HS,mcer's
No [No. |Date Description mourt s [Sgntra
i
2
3t
4
5
6;
7
B
9
10}
Payment for Repalr & Service Agreement iglaﬁ
Voucher {R-Repair §-Service Agreement) ffioers
g:l‘i. No. |Date ars Description Amaunt R, lg'gz?:"a
1
2
3
4
5
3|
=
81
o
10§
(h|
12
13§
14
15
16
1
18
19y
20}
Disposal of Computer or Accessories _
' Nature of Disposal
D-Deslroy Amount Stafl
Date ftem -t ronster to Golleated (if Remarks  ioOtficers
;‘;’;"‘m”" Solt) s, Signature
& date




'REGISTER OF COMPUTER EQUIPMENT

(Annexura 5}

1

Purchased / Transfted from  {instilute:

Equipment

Make Aviodel

NETWORKING SWITCH /HUB/ROUTER

Serial No

No of Ports

]y kgl no

Port stajus indicators

7 ]Transmission modes

8 [Baud Rates

9

Negotaiation

10

Maunting

11

Other features

12

Power cable

13

14

15

16

17

18

18-

20

21

22

23

24

25

26

27

28

28

30

31

32

33

34

35

36

37

38

39

40

Date of Purchase /Trnsler

4

Total Cost Bs.

42

Warranty

43

Maintained by

44

Other information

45

46

Connected fo!igs
Ceriificate

! c?ﬁy that above information is corract,

L 47

Signature




Voucher Purchase of New Accessories for the Computer Overleaf stast
Serl [ Officar's
£N§r ) No. |Date - Description Amotnt P gig:zufﬂ
1
2
3
4
5
6f
7
8
g
104
‘ Payment for Repair & Service Agreemeant is,aﬂ
Ser | Youcher {R-Repalr S-Service Agresrent) . ificers
o '!No: Date RS Description Amount  Rs. I:'g:f:‘”
7 : :
2
3
4 »
5
8
7
8
al
10
11
12
13]
14
15
18
17
18}
19§
20]
Disposal of Computer or Accessories _
- ' - Nature of Disposal ~
-Destroy Amount Staft
Date tem T-Tharsiorto Calecied gt | Remarks  {Officers
. plhersroitten | soldy fs. | ‘|Signature
. " & date

[
o



REGISTER OF COMPUTER EQUIPNENT

{Annexure 5]

Purchased / Transfred from  [Institute:

Equipment

UNINTERRUPTABLE POWER SUPPLY

Make Modet

Serial No

Power rating

UﬁSTType

Full load backup time

[Remote shut down

Battery type

Battery size

{Overload alarm

Input Voltage Range

Output Votage Range

|Recharge tima

Parallel Port .

USB Port

LCD indicators

Data Cable

Power cable

interface

Other _featufes )

Date of Putchase /Transfar

Total Cost Rs

Warranty

Maintained by

Other Information

45

Connecied folios

46 -

Certificate

47

Signature

| certify that above information is corrat.




Voucher Purchase of New Accessories for the Computer Overleat ciaft
Serl, Descriotion gg::;fa
No INo. |Daie cnplion Amounmt  Hs. ote
1
2
3
4
5
8
7
8
S
10§
Payment for Repair & Service Agreement ls taf
Voucher (R-Repalr §-Service Agreament) Ofiicsr's
Serl, ) - ; s Signature
fno INo. IDate R/s . Description Amount  Rs fo%
3 _
2
3
4
5
5]
?'
]
9
10
11
128
13 -
14
15
16]
17,
18
19}
20]
Disposal of Computer or Accessories
' ' ' }D!ature of Disposal St
£
Date ftem ??ri?fx 1 CQE:;?(H Remarks [Officers
oiher insiliution S d) Bs. Signature
S-S : & date




REGISTER OF ¢

(Annexure 7)

Purchased / Transfred from  [Institute:

Equipment

fdaks NMadel -

VOLTAGE STABILISER

Setial No

Power raing

Stabiliser Type

Input Voltage Range

Output Votage Range

Output sockels

L.CB indicators

Overload alarm

ol 2t &) @i o] i o] o}l cabro]

Power cable

-
=51

Other features
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—
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o

£33
o

o3
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[
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o]

.
o

Date of Purchass /Transtsr

.
apdn

[Total Cost Re

R

Warranty

F-Y
L]

IMaintained by

L
R

Other Information

45

iConnected folios

45

Cenlificate

i certlfir thal abova information is consal,

47

Signatura




\joucher Purchage of New Accessories for the Computer Overleaf E;aﬁ
Ser —_— o
No INo. |Date escription Amaunt s y gate
1
2
3
4
5
6
7 -
8
94
10§
: Payment for Repair & Service Agreement ' Fmﬁ
Se Voucher (R-Repair S-Servica Agreemenl) Nfficer's
ler o IDae | s Description Amount s JISOS
7
2
3
4
5
6
7
8
5 -
104
1!
12
13]
14
15!
16
i7
18
19§
20}
Disposal of Computer or Accessories
i : [Nature of Disposal
) B-Destroy AmoLnt Staff
Date |t9m T-Transter to Collactad (i Remal’ks QOfficer's
. ;;:;':mmmwn Sold) Re. Signahire
. & date -




[REGISTER OF COMPUIER EOUIBNIENT

{Annexure 8) _

1

Purchased / Transfred from __|institute!

Equipment

IMODEMS

pMalke Model

Serial No

Powel/ voltage input

Modem Type

External / Internal

Baud Rate /Speeds

O] cof ~&] G Wnf Sj O N

interface

L CD indicators

Data Cable

Telephone Cable

Power cable

tPower adapior

Other features

Data of Purchase /Tranalsr

Total Cost Bs

Warranty

Maintained by

Other Information

45

Connected folios

46

Gerlificaie

| certify that above Tnformation is cofrect.

47

Signature




Voucher - Purchase of New Accsssofles for the Compttar Overleaf Stalf
T Officer's
;irl'hl\io, Daie Descrigtion ' Amounf  Rs. 2532?;"'9
1
2
3i
4
5
8k
7
8
9
104
Payment for Repair & Service Agreement ismﬁ
el Youcher ) {R-Repair §-Service Agresment) Officer's
th o, Date RS Description Amount R, lﬁ'ﬂg"lﬁ“"e
L)
2 .
34
-1
58
Gl
7
&
B
10§
11
12
138
14
16
16} A
174
18)
19]
20}
Disposal of Computer or Accessories -
. ' . Nature of Disposal
. " O-Destroy Amount Staff
Date ltem | *-¥réneterto Colletted (i Remarks |officers-
' o | gy | Signalue
& data




S

GISTER OF UTER EQUIPMENT

{Annexure 9}

Purchased / Transfred from  [institute:
{Equipment '

PLOTTER

iiake Model

Serial No

Colour /Monochrome

Plotter Type

Flal Bed / Vertical /

"{Plotter Size

O3f ~3 A} nd ) G PO{ -

Optical Resolution

©

Hardware Resolution

s
<

No of Colours

-t
e

- jDocument Size

e
[ o)

Paraliel Port °

ey
@

LUSE Port

wd
5

Other features

[y
o

Data Gable

.
=3

- |Power Cable

-
-~}

Interface

-
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y
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M
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n
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B

o
(4]
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L]
0
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—

8

3]
[7-]

[45]
L

[
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[
=]

w
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0w
o

w
w

-8
o

Date of Purchase /Transior

b

|Total Cost Re

F Y
3

Warraniy

FN
[ 7n]

Maintained by

-9
=

Other information

45

Connected folios

1 46

Cettifioate _

{ certify that above Information 18 correot,

47

Signature




Vousher Purchase of New Accessories for the Computer Overleaf Stalf
Sert — g.:_u;:e;s
- re
No INo. [Date Description Amount s, &'32:;
]
2
3
4
5
g
7
8
8
10}
Payment for Repair & Service Agreement IS aft
o Voucher (R-Repalr S-Sarviee Agreement) ' Officars
HNir INo. Ipate RIS Descripiion Amount P g'ﬂ:ta:"a
T
2
3
41
5
B
7
8
9 0
10}
11
12
134
14§
15}
16}
17
18]
19}
20]
Disposal of Computer or Accessories :
Nature of Disposal s
D-Dlestra )
Date item TTrensterfa G‘:;::t::tﬁf Bemarks |[Officers
M\ Soid) R, Signature

& date




IREGISTER OF COMPUTER EQUIPMENT

(Annexure 10}

1 Purchased / Transfred fom  |Institute:
2 Equipment SCANNER

3 Make Model

4 Serial No

5 Colour Manachrome ,

6 Scanner Type Fat Bed / Hand held / Vertical /
7 Scan Size :

8 Optical Besolution

9 Hardware Resolution

10 |Colour Bit depth

11 Document Size

12 Parallel Port

13 |USB Fort

14 |Other features

15 |Data Cable

16 Power Cable

17 interface

18

19

20
21

22

23

24

25
28

27

28

29

30

3N

3z

33

34 !
35

36

37

.38
38 ’
ol 40 Dale of Purchase /Transfar

41 Total Cost RAs

42 Warranty

43 Maintained by

44 Other Information

45 |Connected folios : :
46  |Certiticate i-certify that above information is corract,
47 __ ISignature i
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Voucher Puichase of New Accessories for the Compurier Ovetleaf Sta
Serl ' ' D i ;T.::L:e
o INo. IDate esctiption _ Amount P i
7 :
2
3
4
5
8
7
8
]
10§
Payment for Repair & Service Agreement ismﬂ
Voucher . (R-Repair 8-Service Agroement} Oificer's
Jﬁiﬂ No. |Date mS Description Amounl  Rs. &'?’:f:"e
1
2
3
4
54
6]
74
8l
af )
10}
11
12
13]
14
15§
16}
i
18}
£
20|
Disposal of Computer or Accessoties .
Nature of Disposal :
D-Destroy- Amount Staft
Date 'tem T-Transier o GOHéGde (ﬂ Remarks Officar's
_ . ;‘_’;‘:IL"““““"“ Sald) Re. Signature |
& date
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{Annexure 11} o

1

Purchased / Transfred from llﬂSfﬁUtei

Egquipment

Make Adode]

Serial No

Give Specifications below

QI ~Nf®m] o} i o o

Data of Purchasa /Transfer

Total Cost Rs

{Warranty

Maintained by

|Other Information

- 45

| Connected folios

46

Certificate

1 csriif-y thal abave information is cortect

47

Signature




Voucher Purchase of Naw Accessories for the Computer Qverleaf Stalf
; Officer'y
3:“' No. |Date Desgripiion Amount R, :igzl!ure
1
2
3
44
5
5]
7
'8
9
10
Payment for Repair & Service Agreement Esmﬁ
el Vaucher (R-Repait S-Sepvive Agreament) Oificer's
No ’ Ne. |Date R/8 Description Amaunt stzlgz‘:‘re
1
2
3
4
5
5
7
8
8§
10§ .
19
12
13
14
15
16
17
- 18§.
19
20]
- Disposal of Computer or Accessories -
Nature of Disposal - _ St
. yovs a
Date em %nr:sg o c:g::t::l(;f Re marks Officer's
other Instttutkars Seld) Fs. Signature
S-Sale & date




