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INVENTORY
REGULATION
At the beginning of each fiscal year, the principal will assign a “site asset manager” to be responsible for equipment inventory for the district.  The site asset manager shall not be the person responsible for initiating requisitions and receiving against those requisitions in the financial system, unless an exception is authorized by the Superintendent or his designee. 

By October 1 of each school year, all inventories will be reported to the Accounting office: 

The principal shall: 

· Assure that each fixed asset is assigned to an employee at the site and that the employee is aware they are responsible for that asset

· Assure that Tags for all equipment purchased from any funding source and/or donated to the site will meet the district criteria for asset tracking. 

· Be sure that personal property brought on site has been approved by the principal and that all personal property is clearly marked as ‘personal.’   

· Maintain complete asset record information on the fixed asset tracking system to include: 
· Purchase Order number for the asset (or other source identification) 
· Room Location 
· Asset Caretaker (person directly responsible for the asset) 
· Tag number, serial number model number and description.  

· Maintain file system to reflect the nature and details of any dispositions. 

· Assure that if equipment must leave District property the “check-out” procedures are adhered to by district personnel.  

· Ensure that all checked-out assets are returned and checked-in prior to any on-site inventory or audit. 

· Assure that all checked-out assets are returned at the beginning of the school year. 

· Monitor established plans and procedures to assure that all equipment is adequately safeguarded from loss due to fire, theft, or misplacement. Review inventory system report on-line, as needed, to assure that all newly purchased assets have been properly recorded in the fixed asset tracking system. 

· Verify that all assets are accounted for any time an employee leaves District employment. 

Exceptions 

An exception exists any time an asset cannot be found at its current active location as listed.  
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· To clear exceptions for misplaced items, the employee responsible for the missing asset must complete a ‘Lost or Stolen Property Affidavit.’  
· To clear exceptions for stolen items, a police report must be filed and the case number indicated in the system.  
Surplus Property 
When District property is no longer needed at the site it may be declared surplus.  The following procedure must be followed to transfer accountability to the surplus transfer storage): 

The principal will: 

· Develop surplus order of the fixed asset.

· Print the surplus order 

· Give copy of order to surplus person

The surplus person will:

· Obtain the name and signature from the person that they picked up the surplus assets from as well as the date and time that the surplus assets were picked up. 

· The surplus person will check the list and verify that all surplus assets on the list are loaded for transfer to storage.

· The receiver will verify that all items on the list were put and received in storage and notify the principal if items are or become missing.


