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DISPOSAL OF ASSETS AND 
DEPRECIATION POLICY 
 

Approved by Trustee Board ☒ 
Date of approval December 2022 
Last date of renewal/review* June 2026 
Next date of renewal/review* June 2029 

*All policies should be reviewed every three years unless stated otherwise. 
 
Introduction 
The purpose of this policy is to provide protocols for the disposal of the Society's assets. It 
ensures that equipment is properly accounted for prior to disposal and that disposal occurs 
using an appropriate method. 
 
‘Assets’ applies to the terms ‘asset(s)’, ‘item(s)’, ‘equipment’, throughout this policy and refers 
to any item listed on the Society's inventory. 
 
 
Fixed Assets Register  
A Fixed Assets Register must be maintained by the BELMAS Office, with details of purchased 
assets available for inspection for audit purposes. The Register supports the identification of 
assets that require disposal. 
 
Each item included in the Register should be recorded with sufficient details to clearly identify 
the item and its location. When items are scheduled for disposal, the disposal method and 
authorisation is to be documented (see disposal procedures). 
 
Records should be expanded or updated where necessary to reflect additional required 
information. If adding this information within the existing record is not appropriate, a separate 
but linked supplementary record should be maintained instead. 
 
 
Reasons for Disposal 
Items may be identified for disposal for any of the following reasons:  

• Not capable of running required operational software or being upgraded appropriately 
• No longer required due to changed procedures, functions or usage patterns 
• No longer compliant with occupational health and safety standards 
• Beyond repair but suitable for scrap or donation (where authorised) 
• Fully depreciated 
• Lost or stolen 

 
 
Options for the Disposal of Assets 
Assets identified for disposal may be disposed of using one of the following methods: 

• Sale of assets 
• Retention by the custodian upon leaving the organisation (see below) 
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• Donation to a community service organisation 
• Destruction 
• Recycling 

 
The most appropriate disposal method will depend on factors such as the age, condition, and 
market value of the equipment. 
 
 
Sale of Assets 
The sale of assets involves assigning a minimum price to the item(s) and advertising their 
availability for purchase. Where appropriate, consideration should also be given to selling 
assets back to the original supplier. 
 
Assets must be advertised on a "sold as seen" basis, with no guarantee of lifespan.  Clear, 
transparent and documented procedures should be adopted to minimise the risk of any 
allegations of unfairness during the disposal or distribution process. 
 
The minimum sale price should, at a minimum, cover the costs associated with disposal, for 
example, fees for clearing data from a PC or laptop. Official receipts must be issued (and 
copies retained) for all payments received. All supporting documentation must also be kept to 
ensure that income from asset sales is fully accounted for. 
 
All items offered for sale must be in good and safe condition. If you are unsure if goods are safe 
then you should not sell them, or offer them for sale, until you have had them checked by an 
expert. Electrical goods should only be sold if they have a valid Portable Appliance Test (PAT).  
 
 
Retention by custodian on leaving the organisation  
Employees or individuals who have been issued Society assets (such as computers, mobile 
devices or printers) may request to retain these items upon leaving BELMAS. 
 
Requests must be made in writing to the BELMAS Office for processing. Approved requests will 
be based on the following cost scale: 
 

Age of Asset Cost Price 
Up to 6 months 90% 
6 months – 1 year 80% 
1 – 2 years 60% 
2 – 3 years 40% 
3 – 4 years 20% 
4 – 5 years 10% 

 
These cost percentages provide reasonable return on investment and simplify calculations 
compared with the reducing-balance depreciation method used in audited accounts. 
 
 
Donations to external organisations  
The BELMAS Office may authorise the donation of equipment to another organisation and must 
update the Register accordingly. 
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Donations should normally be made to organisations rather than individuals, and ideally for 
educational purposes. 
 
 
Destroy or Recycle Assets  
Items with no market value and no use to any other organisation or person may be destroyed in 
an appropriate and safe manner. 
 
Items must be destroyed or recycled in accordance with legislation (for example there are 
certain legislative requirements for the disposal of batteries, recycling of electrical equipment 
and white goods). 
 
Advice can be obtained from Environmental Services who provide recycling and refuse 
collection services. 
 
 
Disposal of PCs or Laptops  
It is essential that before disposal, all computer and laptop hard drives, memory, and data 
storage must be fully cleared to ensure compliance with data protection legislation and to 
minimise the risk of exposing sensitive information. 
 
 
Updating Fixed Asset Register  
All asset disposal decisions must be recorded in the Fixed Asset Register. The following 
information should be recorded against all items in the Register: 

• The reason for disposal  
• The date of sale, donation, destruction or recycling 
• Where the equipment went and who received it  

 
 
Insurance 
Where appropriate, insurers must be notified of the disposal of assets. 
 
 
Procedures for Writing Off Assets 
When assets are identified for write off, disposal requests must be submitted to the Executive 
Officer. The Executive Officer is authorised to approve asset disposal up to an estimated 
residual value of £5,000. 
 
Disposals above this value must be authorised by the Board of Trustees and formally minuted. 
 
 
Life Span and Depreciation of Assets 
The following table outlines the depreciation timescales for BELMAS assets: 

Equipment, Electrical Goods and Computers 5 Years (20% Per Year) 

Fixtures and Fittings 5 Years (20% Per Year) 

Furniture 5 Years (20% Per Year) 

Vehicles 4 Years (25% Per Year) 
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