Appendix 3 — Hard Asset (Object ) Management
Object Management Resister
Object Despatch Record.

In many cases this can be an adaptation of the Preschool Parent Association’s own Asset
register. Especially if this is managed using a spreadsheet. Extra columns can be added to
the existing spreadsheet and the workbook saved under an alternative file name.
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Object Management Register

PRESCHOOL NAME:

PRESCHOOL ADDRESS:
ROOM :
ITEM ITEM DESCRIPTION ID No. DESTINATION

(brief)

E.g.: disposal. identify
site to which it is going

Asset Management Approval Given

PA President — Name

Date

Signature

PA Assets Control Officer — Name

Date

Signature
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Asset Despatch Record

DESPATCHING PRESCHOOL NAME:

RECEIVING PRESCHOOL ADDRESS:

ITEM ITEM DESCRIPTION (brief) ID No. BOX No.
Items APPROVED for Despatch:

PA President — Name Date Signature

PA Assets Control Officer — Name Date Signature

Items Received:

PA President — Name Date Signature

PA Assets Control Officer — Name Date Signature
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