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04 2024 – Global Vendor and Physical Asset Management – Asset Tracking Policy
Asset Tracking Policy — International Originals - Unscripted & Scripted Series and Feature 5/10/2024
Purpose
This document is to be used as a training guide for asset tracking. 
Step-By-Step Guide to Asset Tracking
1. Asset Threshold: An asset is any purchased item over INR 40,000 $500USD (or regional equivalent) or consumer electronics over INR 20,000$250USD (or regional equivalent), or in case of purchased or created dummy firearms (any type, including but not limited to: soft or hard rubber, airsoft, or firing weapon) at any price point (“Asset”).
2. Purchased Items: Any item (wardrobe, arts, props, electronics) that is purchased for the project and falls outside the purview of the Asset Threshold above. 
3. Track Assets: Report all Assets via a log that your Finance Executive shares with you (“Asset Log”). 
4. Asset and Inventory Procurement: Productions should rent when possible. If the asset the production needs is not available to rent, then it may be purchased. 
5. Assets Tracking and Disbursal: Report all Assets via the Asset Inventory format shared with you by your Amazon Production Executive. 
6. Asset Disbursal: After Principal Photography, during Wrap and before assets and purchased items leave the production, the Production Company production is required to send a tentative asset disbursal plan to the Amazon Production Executive/Manager (the “APE/M”) and the Global Asset Executive (the “GAE”) via email. The plan will include:
· Asset Inventory LogFormat: 
i. The Asset Inventory FormatLog needs to have the disposition column filled out with each asset’s intended disbursal choice. (Please see Appendix A below for the disbursal definitions and paperwork needed).  
ii. For assets that are being sold, even in bulk deal, an estimate of the proposed sale price, the party buying the asset and their role on set must be written in the note’s column. For example: “$50USD, Bob Smith, Construction Foreman” or if they are not employed by the production, “$50USD, Sarah Jones, N/A”. 
If you have not received an email response from either the APE/M or the GAE in 48 business hours, please proceed with your asset disbursal.
7. Inventories: All departments that have to store assets after principal photography need to complete an inventory list. The Asset Inventory Log Format can be used as an inventory list but must include the following information:
· Current Location 
· Item description and photograph (or a link to photograph)
· Vendor/source
· Box number 
For storage of Purchased Itemsnon-assets (i.e., items purchased for less than INR 40,000 or electronics less than INR 20,000) $500USD [or regional equivalent]), Production Company must maintain detailed inventories in the Amazon approved format shared by the Amazon Production Executive or 3P Asset vendor. All inventories  Amazon requires the creation of inventories for boxed or palletized items. Box inventories are to be attached to the boxes or freestanding items that are in storage and must be uploaded into the production specific Box folder located in the asset sub-folder. Box inventories include the following information:
Department Name	Comment by Agarwal, Apurva: For ease of understanding for India ProdCo’s, our inventory format is an excel sheet which is divided into tabs for different departments and list the following rows: 
Bill No
Master Category
Product
Product Description / Add info including material
Brand
Quantity
Price
Image
Stored in Box Number

Please let us know if this works for you and we can make the change accordingly here. 
Production Code/Production Name
Photo of Box Contents
Box, Pallet or Loose Item #
Character or Set Name
Quantity and description of items
Current Location Address	Comment by Agarwal, Apurva: This will be captured in the final Asset Management report submitted by the 3P Vendor.
Highlighting of any included assets 

8. [bookmark: _GoBack]Wrap Memo Asset Inventory Summary: At wrap of principal photography, Amazon will need an Wrap MemoAsset Inventory Summary with the following information: 
· Address of the storage facility and contact information 
· Duration of the storage facility
· Contact information of Producer / Executive Producer

9.  Final Asset Management Report
· Authorized personnel from the Production Services Company (PSC) and the production who may enter the storage facility during hiatus 
· In-depth details of the storage unit (location, PO length, monthly lease rate, combination lock codes, pictures, etc.)
· Identify if any special equipment was used to store assets and items (e.g., a forklift).
· Attach a copy of the lease agreement

[bookmark: _Hlk83378085]Summary
This is how to document and track production assets and items. If you have any questions about this policy, please email: Studios-Production-Assets@amazon.com. In the subject line of your email please include: Show Code, Department & Document Title. Someone from the Physical Assets Team will respond as quickly as possible.   

Appendix A:

Disbursal choices: 
1. Sold - All sales should be for fair market value and to be an amount no less than 50% of the purchased value, unless pre-approved by the Amazon Production Executive/Manager. In connection with each sale, you must obtain and provide Amazon with:
· A hand written or digital receipt or an invoice 
· A check copy (if applicable)
· A fully executed Indemnity and Hold Harmless (IHH) – Exhibit A (on the second page of the IHH) must include the same Asset descriptions that are entered into the General Ledger (GL)	Comment by Agarwal, Apurva: Not possible to implement in India. Did you check with your legal team about this document?
· Proof of deposit into production bank account of all funds received
The disposition column on the Asset Inventory Log Format shouldmust be updated to indicate that the Asset was “sold”.
2. Donation - The production must obtain and complete a form which describes the Assets being donated and includes the Tax ID number of the company receiving the donated Assets (the “In-Kind Donation Form” or “[IKD]”). Donated Assets must be included in the IKD using the same description as on the GL. The disposition column on the Asset Inventory Format shouldLog must be updated to indicate that the Asset was “donated”.
3. Destroy- Any Asset that is purchased and later destroyed, on-camera or otherwise, shouldmust be indicated in the disposition column on the Asset Inventory Log Format that the Asset was “destroyed”.
4. Storage- All Assets placed in storage shouldmust be listed on the Asset Log in the disposition column as “storage”.  with the storage facility name and location in the notes column. Additionally, all Assets and Purchased Items must be on the box inventory (see #5 below for box inventory instructions). No approval or acknowledgement is required from Amazon for this disposition. 
· PLEASE NOTE: Upon wrap of principle photography, no ATL or crew member’s personal items may be stored at the facility. Amazon is not responsible for any personal item that is lost or damaged. 
5. Stolen- Assets that are classified as stolen (“Stolen Assets”), shouldmust be filed in a police report. The production shouldmust update the disposition column on the Asset Log to indicate that the Asset is “stolen”.
6. Missing- Any Asset that was not stolen but cannot be found at wrap (“Missing Asset”). The production shouldmust update the disposition column on the Asset Log to indicate that the Missing Asset is “missing”.
7. Lost and Damaged (L/D)- Any Asset that was purchased to replace a rented item (“L&D’d Asset”). In connection with an L&D’d Asset, you must obtain and provide Amazon with a fully executed L&D form. The production must update the disposition column on the Asset Log to indicate that the L&D’d Asset was “L/D”.	Comment by Agarwal, Apurva: We don’t usually replace rented items, we pay for the damages. No problem. We can take this out for India. 
8. Transfer of Possession: Assets may only be provided to Above The Line (ATL) Talent when contractually stipulated or with written pre-approval (via email) from the APE/M. In connection with a TOP Asset disposition, we will need:
9. A fully executed IHH 
· A fully executed document that lists the TOP Asset(s) (using the same description as on the GL) that are loaned to the individual in perpetuity with the condition that Amazon has the right to recall the TOP Asset for any reason and at any time. 
The disposition column on the Asset Log shouldmust be updated to indicate that the TOP Asset was “transferred”.
10. Recycle- Any asset that cannot be reasonably used or disbursed in any other manner, may be recycled (“Recycled Asset”). The production must update the disposition column on the Asset Log to indicate that the Recycled Asset was “recycled”.	Comment by Agarwal, Apurva: This will be captured in the final Asset Management Report from the 3P Asset vendor
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