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	No.
	Questions
	Answers
	Revisit

	
	

	1
	Asset Setup

	1.1
	General

	1.1.1
	What system do you use presently to do your Fixed Assets?
	
	Yes

	1.1.2
	What systems do you use to track and inventory your fixed assets?
	
	

	1.1.3
	Does your current system track asset possession by employee, department, or cost center?
	
	

	1.1.4
	What property types do you use (Personal 1245, Real 1250, and so on)
	
	

	1.1.5
	How many different companies in your organization own fixed assets?
	
	

	1.1.6
	In what countries are your fixed assets located?
	
	 

	1.1.7
	Who tracks financial and tax information in each country?
	
	 

	1.1.8
	Explain the accounting structure and reporting methods used to consolidate your asset cost and depreciation expenses?
	
	 

	1.1.9
	Do you post your asset financial information in summary or detail to your general ledger?
	
	 

	1.1.10
	How many corporate depreciation books do you maintain? If more than one, why?
	
	 

	1.1.11
	How many different tax depreciation books do you maintain in each of your companies? How are they used?
	
	 

	1.1.12
	Do you adjust depreciation in your tax books?
	
	 

	1.1.13
	Do you maintain any other types of depreciation or asset valuation books?
	
	 

	1.1.14
	What are your capital budgeting requirements?
	
	 

	1.1.15
	How often do you calculate depreciation for corporate accounting, tax, and capital budgeting purposes?
	
	 

	1.1.16
	How many fixed assets does Razorfish own? How are they numbered?
	
	

	1.1.17
	Do you need to track fixed assets that are not depreciated? What is your expense/depreciation limit?
	
	

	1.1.18
	Do you track different information for different types of fixed assets?
	
	

	1.1.19
	What basic information about each asset do you store?
	
	

	1.1.20
	How do you number your fixed assets?
	
	

	1.1.21
	Do you have physical tags on your fixed assets?
	
	

	1.1.22
	Do you track leased assets?
	
	 

	1.1.23
	What is your oldest date placed in service for your fixed assets?
	
	 

	1.1.24
	Do you have standard depreciation methods for your fixed assets?
	
	 

	1.1.25
	Do you associate your fixed assets with vendors?
	
	 

	1.1.26
	Do you use multiple currencies when purchasing, depreciating, reporting or posting financial information about your fixed assets?
	
	 

	1.1.27
	Where are your fixed assets located?
	
	 

	1.1.28
	How do you report property values for tax purposes?
	
	 

	1.1.29
	Do you have special names for each location (aliases)?
	
	 

	
	
	
	

	1.2
	Security

	1.2.1
	Do you have security requirements on who can enter data for Fixed Assets? (for example, by company? by cost center?)
	
	 

	1.2.2
	Do you have security reports on who can run Fixed Assets reports? (by company, by cost center, and so on)
	
	 

	
	
	
	

	1.3
	Asset Categories

	1.3.1
	How do you categorize your fixed assets now?
	
	 

	1.3.2
	Are your asset categories unique for each combination of asset cost account in your general ledger, depreciation method, useful life and prorate convention?
	
	 

	1.3.3
	Are fixed assets which use the same asset account in your general ledger, ever split into more than one group for accounting or tax depreciation purposes?
	
	 

	1.3.4
	Do you group fixed assets which use different asset accounts for reporting purposes?
	
	 

	1.3.5
	Do you have a special name (alias) for each category?
	
	 

	
	
	
	

	1.4
	Other

	1.4.1
	Which operations/processes do you want to streamline for Fixed Assets? 
	 
	 

	1.4.2
	Which operations/processes do you want to eliminate for Fixed Assets? 
	 
	 

	1.4.3
	Are there any time-intensive Fixed Assets operations/processes that need to be addressed?
	 
	 

	
	
	
	

	2
	Transaction Processing
	

	2.1
	Data Conversion

	2.1.1
	How is your corporate and tax information stored now?
	
	 

	2.1.2
	Do you have your location information in electronic form?
	
	 

	2.1.3
	What systems are you using to store asset, vendor, employee and location information now?
	
	 

	2.1.4
	What is the current accuracy of your asset information?
	
	 

	
	
	
	

	2.2
	Transactions

	2.2.1
	How many fixed assets do you purchase each accounting period?
	
	 

	2.2.2
	How often do you transfer large numbers of fixed assets from one person, cost center, or location to another?
	
	 

	2.2.3
	How often, and for what reasons, do you change fixed asset depreciation method or life for a single asset?
	
	 

	2.2.4
	How often do you change the useful life, depreciation method, or prorate convention of all fixed assets in a category?
	
	 

	2.2.5
	How many retirements do you do per period?
	
	 

	2.2.6
	Do you amortize adjustments made in the prior period over the remaining useful life of the asset or do you expense the catch- up depreciation in the current period?
	
	 

	2.2.7
	Do you want your fixed assets automatically added from your feeder Accounts Payable system?
	
	 

	2.2.8
	Do you ever retire fixed assets in the same period they were purchased?
	
	 

	2.2.9 
	How often do you perform physical inventories of your fixed assets?
	
	 

	2.2.10
	Do you cycle count your assets?
	
	 

	
	
	
	

	3
	Depreciation and Period-End Processing 

	3.1
	Depreciation

	3.1.1
	What are your prorate conventions?
	
	 

	3.1.2
	What are your depreciation methods?
	
	 

	3.1.3
	What are your useful lives?
	
	 

	3.1.4
	How do you account for prior period additions, retirements or other transactions in your general ledger?
	
	 

	3.1.5
	Do you use ITC for any fixed assets still in service?
	
	 

	3.1.6
	Do you depreciate leased items, or leasehold improvements?
	
	 

	3.1.7
	Does any department or departments receive the depreciation expense for assets used by another department?  If so, do these expenses eventually get redistributed to asset users?
	
	 

	
	
	
	

	3.2
	Period Close

	3.2.1
	How do you close an accounting period for Fixed Assets?
	
	 

	3.2.2
	Is the schedule to close an accounting period for Fixed Assets documented?
	
	 

	3.2.3
	How long does it take to close an accounting period for Fixed Assets?
	
	 

	3.2.4
	Is closing an accounting period for Fixed Assets a hard close or a soft close?
	
	 

	3.2.5
	How are adjustments to closed periods for Fixed Assets handled?
	
	 

	
	
	
	

	4
	Reporting

	4.1
	Asset Reporting

	4.1.1
	What are your monthly reporting requirements?
	
	

	4.1.2
	What business performance statistics do you monitor for Fixed Assets?
	
	

	4.1.3
	What are your Fixed Assets reporting requirements with respect to functional vs. foreign currencies?
	
	

	4.1.4
	What are your Fixed Assets reporting requirements with respect to summary or detail formats?
	
	

	4.1.5
	What reports do you currently generate to meet your Fixed Assets reporting requirements? Provide examples of each. Include source (could be manual), user, frequency, or number of copies.
	
	

	4.1.6
	Is there any Fixed Assets reporting requirement that your current set of reports does not meet?
	
	

	4.1.7
	Are Fixed Assets reports standard across multiple Sets of Books, for example, subsidiaries?
	
	

	4.1.8
	Are Fixed Assets reports standard across multiple levels within a Set of Books, for example, divisions? 
	
	

	4.1.9
	What account codes and/or descriptions are required on Fixed Assets reports?
	
	

	4.1.10
	What Fixed Assets reports are grouped together on a regular basis and printed in one print run?
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