
/
CIRCULAR

SAVIN6RAM
GOVERNMENTOF TONGA

To
From
Saving No
Date

All Headsof MinistriesandDepartments
Secretaryfor Finance
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9th June, 2006.

TREASURY INSTRUCTIONS NO.6/05-06

PHYSICAL COUNT OF LONG-TERM PHYSICAL ASSETS- 30 June, 2006.

Please be advised that all ministries shall comply with the following Treasury Instructions in
relation to physical counting of all long-term physical assets that all ministries have on hand at 30
June, 2006:

1. All Ministries/Departmentsshall take a physical count of all long-termphysical assets
beingheldon hand at 30 June,2006.

2. These assets had been advised and requiredby Treasury to record and updated in each
Ministry/DepartmentrespectiveAssets Register. These assets should include property,
plant and equipment,infrastructureassets,heritageassets, defenseor militaryassets,and
natural resources. Physical assets donated by a donor organization or others to any
ministry/departmentshall be includedas well.

3. Inventories, stationeries, office supplies shall not be included in the exercise but
ministries/departmentsmay have the discretion of counting and recording them for
controlpurposes.

4. For those ministries/departmentsthat havealreadyhad and maintainedan AssetRegister,
they shall count the assets beingheld on hand and verifythem againstthe AssetRegister
detailsand identifyand recordthe variance(if any).

5. For those Ministries/Departmentswho have neither establishednor maintainedan Asset
Register,they shall count the statedassets being held and record and establishthe Asset
Registeraccordingly.

6. All counts shall be performedwithin two (2) weeks from the last day of the financial
year,which is 30 June 06.

7. The physical counting proceduresand designationof the countingteams are left to the
decisionof the respectiveHeads of Departmentswho will supervisethe whole exercise,
but the Supervisorof Accountsis suggestedto leadthis work.

8. The countingteam shallconsistof at leasttwo (2) persons,one for countingand the other
for recording.The countingteam supervisorshall observe and spot check the counting
duringthe process.

9. All counts shall be recordedin the 'Assets Count Sheet' using the draft format attached
as minimumdetails of informationto include,and shouldbe signedby the supervisorand
membersof the countingteam.

10. All 'Assets CountSheets' mustbe pre-numberedandaccountedfor.
11. Heads of Departments and Supervisor of Accounts shall ensure and check that all

columnsof the 'Assets CountSheet' are completedwith accuratedetail information.
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12. The counting team shall sign all 'Assets Count Sheet' at the end of the count, and upon
completion of all the required details.

13. The Supervisor of Accounts shall compile all 'Asset Count Sheets' used and then prepare
a summary report of the count to the Head of Department.

14. All' Asset Count Sheets' shall be securely filed in a safe place for later confirmation
reference by auditors.

15. Heads of Departments shall submit the report of the results of the physical count of assets
held at 30 June, 2006, to Treasury no later than 31 July, 2006.

16. All Ministries/Departments shall keep appropriate details relating to the assets counted
and should be able to provide any relevant information to the Treasury when requested.
This may include: date of purchase, item cost, depreciation, any valuation, etc. All
records pertaining to the acquisition of the assets shall always be kept in a safe place.

Please appreciate t he importance 0 f this exercise in order to determine t he total assets held by
government at year-end, improve the accuracy of asset information, and allow for better
management of assets within our respective Ministries/Departments and for the Government as a
whole. I t should be noted that Ministries/Departments can still include additional procedures to
ensure the complete and accurate counting and recording of their assets.

Once again we thank you for your assistance and cooperation. Should you require further
information on the above instructions, please contact Makeleta Siliva at Treasury.
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