
Process flowchart 

Asset must be included in 
schedule of capital works to 

be regularised

Resolution in board minutes 
that no further action required. 

No capital works should 
remain in fixed asset register.

Board moves capital works out of 
fixed asset register, includes 

disclosure note in accounts and 
prepares schedule of capital works 

and signed equitable lease document 
to forward to proprietor

Board applies to the ministry for 
approval to acquire equitable lease 

by 29 February

Does asset have 
current book value of 
more than $40,000? 

Yes

Does the board wish to write off 
the asset?

No

Yes

Does the board have capital works 
recorded in its fixed asset register?

Yes

No

Subject to approval, the ministry 
provides board with letter of approval 
to acquire equitable lease. A copy of 

this letter should be provided to  
auditor by 31 March

No

Equitable lease document 
(including schedule of capital 

works to be regularised) sent to 
proprietor for signature, then 

returned to board.

 


