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INVENTORIES 

 

The Chief Financial Officer, in conjunction with the Superintendent, will maintain a record of all 

equipment, furniture, vehicles, and other items of a long life span.  An annual physical inventory will 

be taken by Lake Forest School District Administrators and other responsible parties of non- 

consumable items including, but not limited to, maps, globes, desks, chairs, microscopes, and other 

school equipment.  Any items lost, stolen, replaced, or disposed of must be reported to the Central 

Business Office stating the circumstances.  All rules and regulations regarding inventory controls and 

records will be made by the Chief Financial Officer. 

 

An annual inventory will be taken of all capital assets in accordance with State Accounting Policy 

and Generally Accepted Accounting Principles (GAAP).   

 

The Technology Department is responsible for inventory management of technology-related 

equipment.  The following hardware inventory procedures are in place to assure the accuracy of the 

District’s hardware inventory. 

 

1. The Technology Department will maintain a record of all hardware resources in a central 

database. The record shall include, at minimum, the current location, manufacturer, and serial 

number of all hardware and source of funding.  

2. Building Administrators must coordinate with Technology Department personnel for any 

hardware relocation and/or changes. 

3. Building Administrators will notify and must receive approval from the Technology 

Department prior to purchases of all hardware and software made at the school level. 

4. The removal of any technology hardware for disposal must be coordinated and collected by 

the Technology Department. Once the Technology Department has confirmed hardware is 

ready for disposal, the appropriate state and/or private agencies will be contacted to arrange 

for removal. 

5. Any equipment that is stolen or damaged must be reported to the Technology Department. 

6. Technology Department personnel will be responsible for recording changes and/or additions 

of all hardware and software in the central database, including those reported by Building 

Administrators. 

7. The Technology Department will be responsible for maintaining a record of all software 

licensing for those products currently in the District. 

8. At least one month prior to the last teacher day, the Technology Department will inspect and 

attest to the hardware within each school, broken down by classroom or office. A detailed 

inventory list will be prepared by the Technology Department, which will subsequently be 

reviewed and approved by each Building Administrator. 


