Property Inventory
Purpose:
The intent of the following policy is to ensure that property inventory is properly maintained and accounted for in accordance with CDS and contractual requirements.

Policy:
Non-computer related property valued at less than five hundred dollars will be photographed annually and those photographs shall be maintained by the Fiscal Department.  Property valued at over five hundred dollars and with a life expectancy of more than one year or hardback bound books with a value of two hundred fifty dollars or more shall receive an inventory record number and documented on the Inventory Acquisition & Tracking form (F-FD-1024).  This information shall be maintained by the Fiscal Department.


Computer related property shall be recorded on the Hardware Record form
(F-FD-1003) by the Data Systems Department and is responsible for providing relevant information to the Fiscal Department to ensure financial accountability.


When an item is acquired with government funds or other source appropriate for a numerical tag under this policy, the Inventory Acquisition & Tracking form or the Hardware Record form as applicable shall be completed to detail a description of the item, date purchased or received by donation, cost or fair value at donation, donor or funding source restrictions on use or disposition.


When inventoried property is lost, stolen, broken or in need of discarding a Termination of Accountability for Property form (F-FD-1014) shall be completed and submitted to the Fiscal Department. Lost, stolen or damaged property should be reported according to Incident reporting procedures on an Unusual Event Report form.
Procedure and/or Process:

a. Non-computer related property valued at under five hundred dollars 

Non-computer related property valued at under five hundred dollars shall be photographed annually in the first quarter of the year by taking a picture or pictures of the room that contains the property to effectively display the contents of the room.

The photographic inventory record should be transferred electronically to the Fiscal Department.

b. Non-computer related property valued at more than five hundred dollars

Property valued at more than five hundred dollars with a life expectancy of more than one year and hard bound books with a value of two hundred fifty dollars or more should be recorded on an Inventory Acquisition & Tracking form at the time of acquisition and the Inventory Acquisition & Tracking form returned to the Fiscal Department.

Property valued at more than five hundred dollars and hard bound books valued at more than two hundred fifty dollars will be assigned an inventory number by the Fiscal Department and subject to review annually in November/December by updating the Inventory Acquisition & Tracking form regarding the property’s location and condition.

In the event an item valued at more than five hundred dollars is transferred from one site to another and Inventory Transfer form (F-FD-1106) shall be updated and submitted to the Fiscal Department.

c. Computer related property

Computer related property shall be assigned an inventory number by the Fiscal Department and Computer related property is tracked on the Hardware Record forms, which are maintained by the Data Systems Department.  Computer related equipment should not be moved or transferred between locations without consultation with the Data Systems Department.

d. Non-expendable property acquired through Contracts

Non-expendable property acquired through contracts of a value of more than five hundred dollars shall be subject to the stipulations outlined under the applicable contract regarding the return or disposal of the item.
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