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Government of India
Ministry ..: ifealth & Family Welfare
(National AIDS Control Organization)

9" Floor, Chandralok Building,
36, Janpath, New Delhi
Dated: the 16" December; 2009

The Project Director,
All SACS

Sir/Madam,

Definition:
All items, other than of consumable nature, are to be treated as Fixed

Assets,
Classification:
The assets may be classified under the following categories:
(1) Land & Building
{2) Machinery & Tools
(3) Equipment (including office equipment).
(4) Furniture & Fixtures.
Procedure:

(a} All Fixed Assets procured by SACS, whether for head office or peripheral units,
are to be entered in the Fixed Assets Register. In order to ensure that the items have
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(d) Based on the Stock Receipt Vr. received from Peripheral Unit/ART Center, entry in
the Asset Register shall be made by SACS reflecting that the asset is held in the
peripheral unit and not in the SACS. Necessary intimation may be given to Finance
Wing, for making entries in their records. This would be helpful in obtaining a list of
assets held in SACS for purposes of physical verification.

(e) The NGOs shall be required to intimate the particulars, quantity and value of
each asset created out of grants-in-aid received from SACS. Based on this information,
the SACS shall maintain a separate assets register to record the assets acquired by
NGOs or given to them in kind.

(f) Ali the assets shall be marked with an identification number which shall be
recorded in the assets register.

Verification:

The Assets Register shall be maintained by Administration (Stores &
Purchase Section). The Finance Wing shall ensure that stock entry certificate of the
Asset Register is recorded before passing the Bill/Invoice for payment
Physical Verification:

(a) Physical verification of assets at SACS shall be conducted annually by a
Committee constituted by the Project Director. The verification report shall be signed
by ali the members and kept on record.

(b} Physical verification of assets at the Peripheral Units/ART Centers shall be
conducted annually by an officer nominated by the PD. The Report shall be submitted
to SACS office where the same would be checked with reference to the Assets Register
maintained for the Units.

(c) The items in the Asset Register for NGOs may be verified with reference to the
audited statements.

{d) The PD shall ensure that physical verification of assets is conducted annually
and a copy kept on record.

(e) Variations identified during physical verification are to be promptly
regularized latest before conduct of next audit.

It is requested that the above instructions are strictly followed to ensure that no
audit observations are made on this account. This will ensure that all kinds of assets are
duly accounted for both in the SACS & NGO/Peripheral Units where they may be held
and that physical verification is also undertaken at all places.

Yours faithfully,

/énl.,

(Kanwaldeep Singh)

Director (F)





