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1.  TERMINOLOGY  

 
Asset” Is a resource controlled by a council as a result of past events and from 

which future economic benefits or service potential are expected; 

  “Asset acquisition” The process by which the council assumes control of an 

assets; 

“Assets disposal” The process by which the council relinquishes control of an 

asset; 

“Asset Life Cycle” The life of an asset, from the establishment of the need, through 

to its acquisition, operation and any maintenance or upgrading, to its disposal; 

“Asset management” The process of guiding the acquisition, use, safeguarding 

and disposal of assets to make the most of their service delivery potential and 

manage the related risk and costs over their entire life; 

“Asset register” A data source that records information on individual assets, usually 

only those over a certain value. Information may include the assets, location, 

condition, utilization and ownership details as well as the value and depreciation of 

asset and its major components; 

 “Asset utilization” A measure of how effectively an asset is being used to meet the 

council’s service delivery objectives; 

 “Control of an asset” The Council is deemed to control an asset if it: 

 has the capacity to benefit from the asset in pursuing its objectives; 

 is able to deny or regulate the access of others to that benefit; and 

 has the ability to secure the service potential or the future economic benefit; 

“Cost of an asset” The cost of an asset comprises its purchase price, including 

import duties and non-refundable purchase taxes, and any directly attributable costs 

of bringing the asset to working condition for its intended use; any trade discounts 

and rebates are deducted in arriving at the purchase price. Examples of directly 

attributable costs are: 

 the cost of site preparation; 

 initial delivery and handling costs; 
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 installation costs; 

 professional fees such as for architects and engineers; and 

 the estimated cost of dismantling the asset and restoring the site, to the extent 

that it is recognized as a provision; 

“Costing” The process of determining the costs of operating an asset to deliver 

services; 

“Current assets” An asset that would, in the normal course of operations, be 

consumed or converted to cash within 12 months after the last reporting date; 

“Demand management” A management technique used to identify and control 

demand for services; 

“Depreciation” A systematic allocation of the cost of an asset or other amount 

substituted for its cost in the financial statements (less residual value if any) over its 

estimated useful life. Depreciation recognizes the gradual exhaustion of the asset’s 

service potential; 

“Depreciable assets” Are assets which: 

 Are expected to be used during more than one accounting period; 

 Have a limited useful life; and 

 Are held by the Council for use in production, supply of goods and services, 

for rental or administrative purposes. 

The amount at which they are shown in the balance sheet is normally an 

historical       record of their cost less amounts provided for depreciation. The 

net amount at which the assets are carried in the financial statements does 

not necessarily purport to be their realisable value; 

“Depreciable amount” Is the historical cost of an asset less the estimated residual 

value; 

“Disposal” The process whereby an asset is disposed of or decommissioned 

“Effectiveness” Refers to the extent of the achievement of set or pre- set 

determined outcomes, objectives or other intended effects of programs, operations, 

activities or processes; 

“Financial statements” Statements consisting of at least: 
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 A balance sheet; 

 An income statement; 

 A cash-flow statement; 

 Any other statements that may be prescribed; and 

 Any notes to these statements; 

“Life-cycle costing” The full cost of an asset over its life. This includes all costs 

associated with acquiring, controlling, operating and disposing of the asset; 

“Maintenance” The work needed to maintain an asset in a condition that enables it 

to reach its service potential over its useful life. Maintenance does not extend an 

asset’s useful life and related expenditure is treated as current expenditure; 

“Needs analysis” A thorough analysis to compare community demands, 

expectations and needs with current and possible sources of service supply; 

“Residual value” The net market value or recoverable value, is (or expected to be) 

realized from the disposal of an asset at the end of its life, after deducting the cost 

(or expected costs) of disposal; 

“Risk management” A management technique used to identify and analyse 

potential risk, and to implement appropriate responses; 

“Strategic Plan” A document or statement setting out the strategies that the 

department intends to follow in the medium term in order to achieve the 

government’s policy objectives; 

“Useful life” Is the period over which depreciable asset is expected to be used by 

the department; 

“Valuation” The process of assigning and recording a monetary value for an asset 

(initially, the cost at acquisition); 

Whole-of-life cycle approach” Asset management across the whole life of the 

asset. 
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2.  PURPOSE 

 
2.1 The purpose of this procedure is to ensure effective use and maintenance of 

the assets throughout the life cycle and proper upgrading, replacement and 
disposal of the assets.  

 

3.     OBJECTIVES OF THE PROCEDURE 

 
The objectives of this ICT Asset Life cycle Procedure Manual are as follows: 

 To ensure that all ICT assets are effectively and efficiently controlled, utilized, 

safeguarded, and managed. 

 To ensure that SCM Manager is aware of their responsibilities with regards to 

ICT Asset Management. 

 To ensure the prime objectives of service delivery at each Department/unit 

are achieved at the optimum level. 

 

4.  SCOPE OF APPLICATION MANUAL 

 
4.1 This procedure is applicable to all users who make use of the ELRC’s hardware 

and software. All users and staff to whom such resources are available are 
aware of the procedure and act in accordance with it. The procedure also 
applies to all temporary staff, service providers, or consultants. 

 
5. ICT LIFE CYCLE PHASE 
 
The life cycle of an asset can be defined as the period that the Council can foresee 

itself utilizing an asset on an economically effective and efficient basis for the 

furtherance of the Council’s trade or service deliverance. This period covers all the 

phases in the life of an asset from planning, acquisition, operation & maintenance to 

the eventual disposal of the asset, when it can no longer contribute to the service 

delivery of the Council. 

The ICT life cycle procedure will be in line with the best practices, SCM Asset 

Management Policy, Finance Policy and will focus on the six key activities of the ICT 

Asset Life-Cycle, viz 

 Planning 

 Needs Analysis  

 Operations and Maintenance 
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 Acquisition  

 Depreciation of ICT assets 

 Disposal of ICT assets 

 

This methodology ensures that the total cost of the asset is considered before 

procuring, that the budget can be aligned with the need for funds at the appropriate 

time and intervals and the entire ICT Asset Management process can be aligned to 

Supply Chain Management procedures. The true total cost of an asset can be readily 

determined through the maintenance of complete and accurate ICT asset records. 

5.1.1 Planning 

Planning is the essential tool for achieving service delivery objectives by means of 

assets. The Council’s asset management plans, decision and activities shall be fully 

integrated with the strategic business plans. Risk assessment and allocation must 

start at the planning stage. It will be necessary to continue to verify service needs 

throughout the planning process and it is important when estimating the useful life of 

an asset, its planned maintenance should also be the possible role of private sector 

providers. 

5.1.2 Needs Analysis 

This is the starting point for the IT asset management. ICT must thoroughly examine 

the need for service and infrastructure provision and consider the full range of 

options for responding to it. This includes both non-asset and asset solutions as well 

as demand management strategies and the possible role of private sector providers.  

ICT will conduct the technical assessment of all the ICT equipment and make 

recommendation for the procurement of new equipment/ disposal after the life span 

cycle has elapsed. 

5.1.3 Budget planning for the funding of assets 

Assets require the commitment of funding over their entire lives, which includes 

capital expenditure for their purchase or construction and recurrent expenditure for 

their ongoing maintenance and operation. Expenditure requirements must be 

covered by identified sources of funding 



ICT Life Cycle Procedure Manual 9 

5.1.4 Acquisition 

Decision regarding acquisition requires thorough examination and economic 

appraisal. The options for acquiring the assets include creating purchasing or 

leasing. Seeking private sector involvement to provide assets or services must also 

be considered 

5.1.5 Depreciation of Assets 

All-non-current assets, except land shall be depreciated over their expected useful 

lives as per SCM Asset Management Policy. 

Depreciation is provided using a straight-line method to write down the cost, less 

estimated residual value over the useful life of the property and equipment as follows 

as per Finance Administration Policy: 

Item  Depreciation Method Average Useful Life in 

Years 

Building  Straight Line 25 

Computer equipment Straight Line 3 

Office equipment  Straight Line  8 

  

According to COBIT 5 framework: Strategic planning using COBIT 5 gives guideline 

and best practice on strategic life cycle planning and the recommended process to 

be considered when planning ICT life cycle that can vary from three to five years 

depending on the industry, rapid technology changes, warranties and computer 

components performance. ICT therefore classified the following equipment as 

follows: 

Asset Type Parent 

Name 

Asset Type 

Folder Name 

Asset Type Name IT Useful 

Life Cycle in 

Years 

 

 

 

 

 

 

Back up Devices 4 

Data Projectors 4 

Desktop PC’s/CPU’s 3 
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Computer Equipment 

 

 

 

 

 

Hardware 

Keyboards 3 

Mouse 3 

Modems 2 

Monitors 3 

Network Devices 3 

Notebooks/Laptops 3 

Printers 4 

Racks 6 

Routers 3 

Scanners 4 

Servers 3 

Switches 4 

UPS 4 

Software 4 

Office Furniture & 

equipment 

Audio Visual 

Equipment 

Cameras 3 

CD/DVD/VCR’s 3 

TV 5 

Decoders 4 

 

5.1.6. Disposal of ICT Assets 

 As per SCM Asset Management Policy the annual asset verification process 

will be co-ordinated/ determined by SCM (Asset Management) who must 

inform management of the process and completion or the annual asset 

verification process two weeks prior to its commencement. 
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 During the verification process the ICT will conduct technical assessment on 

the useful life span of ICT equipment and provide recommendation on the 

functionality state of the ICT asset to be extended or disposed and replaced 

with the new equipment.   

 Assets not verified in the above-mentioned process   must be investigated 

and reported accordingly. Asset verification should be completed in 5 working 

days. 

 The disposal is the final phase in the life-cycle of an asset. At this phase the 

asset is identified as being unserviceable, redundant or obsolete and requires 

to be disposed of. The Chief Financial Officer/ SCM shall nominate a Disposal 

Committee whose function it will be to make recommendations regarding the 

disposal of any asset within the Council. 

6. Management of ICT Assets  

 Asset Management is defined as: “The process of decision-making, planning and 

control over asset acquisition, the use, safeguarding and disposal of asset to 

maximize their service delivery potential and benefits and minimize the related risk 

and cost over their entire life.” 

To be effective, ICT asset management needs to be considered as a compressive 

and multi-disciplinary activity that considers a range of factors such as: 

 The ICT asset life-cycle and asset management principles 

 The needs of the user/s of the asset 

 The SCM Asset Management Policy and legislative environment 

 The council’s management and planning framework 

 Technical adequacy and commercial viability 

 External and market factors 

 The competing demands of stakeholders; the need to rationalize operations 

to improve service delivery or to enhance cost- effectiveness; and  

 Various techniques including value management, demand management, 

economic appraisal, life-cycle costing and risk management. 

6.1 Custodians of ICT assets shall safeguard ICT equipment against lost or damage. 

6.2 Custodians of ICT assets shall immediately report the loss of, or damaged to, an 

asset to the SCM and ICT of the Council. 
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6.3 Where theft, loss or wilful damage to any asset occurs, the facts shall be 

reported to the nearest station of the South African Police Service and a case 

number shall be obtained and supplied to the SCM and ICT of the Council. 

6.4 As per SCM Policy any loss, damage or theft shall be investigated by SCM 

together with ICT and the insurance company 

6.5 A report will be tabled before Asset Disposal Committee or GS prior to the asset 

being considered for scrapping or disposal; 

6.6 Disposed off or scrapped provided that the asset; 

6.6.1 is no longer serviceable; 

6.6.2 Has reached the end of its useful life; 

6.6.3 Has been recommended for disposal by the Disposal Committee. 

6.6.4 The EXCO will then approve the disposal of such assets. 

 
 

7.  NON- COMPLIANCE WITH THE POLICY 

 
Non-compliance with this ICT Asset Life cycle Policy or any applicable regulatory 
requirements through any deliberate or negligent act or omission, including allowing 
a staff member, either expressly or implicitly, not to comply with this Policy or any 
applicable regulatory requirements; will be considered serious and will be dealt with 
in terms of the ELRC’s disciplinary policies and procedures. 
 
 

8.  POLICY REVIEW 

 

The procedure shall be reviewed annually or as and when the need arise with 

permission from the General Secretary. 

 


