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1.0 Procedure

1.1 EQUIPMENT MANAGEMENT AND MONITORING

In accordance with district policy________, proper records must be 
created, maintained and retained for equipment acquired with grant 
funds.  Equipment with an acquisition value of $ 5,000 (district may 
set a lower threshold) and above and a useful life of more than one 
year which was purchased with grant funds must be adequately 
maintained and safeguarded.  Disposition or encumbrance of 
equipment must conform with grant requirements.  The granting 
agency must be compensated for any equipment sold or converted to 
non-grant use.  District must take inventory of all grant purchased 
equipment with a unit value of $5,000 and above at least once every 
two years and reconcile this information with current asset records.  
1.2 DEFINITIONS:

Equipment---Tangible, non-expendable assets acquired through 
donation, gift, purchase, loan, capital lease, or self-construction, with 
a life expectancy of more than one year and a cost of $5,000 or more.  
Cost is defined as unit price including calibration, installation, freight, 
and trade-in.  Equipment is free standing (complete in itself, does not 
lose its identity when affixed to or installed in other property).


Capital Asset---A long-term asset that is not bought or sold in the 
regular course of business.  Examples include land, buildings, 
machinery, etc.  Generally, these are assets that cannot be turned into 
cash quickly.

1.3 PROCEDURE

a. Proper records must be created, maintained and retained by designated personnel for equipment acquired with grant funds.  Methods of valuation for equipment include any outside labor, materials, and supplies used to place machinery, equipment, furniture, fixture items into service.  These records should reference the percent and source of federal funds used to acquire the referenced equipment.


Items with an acquisition value over $5,000 and a useful life of    


more than one year must be tracked at the school or 




department level.


Records should include the following information:

· Purchase price and cost of placement on site ready for use;

· Useful life:

· Asset identification

· Date of acquisition (month/day/year)

· Description (noun first, then adjective-e.g. table, conference)

· Manufacturer

· Model number

· Serial number

· Purchase order number

· Funding source and percent (i.e. IDEA, Title I)

· Location of asset including Site, Building and Room

· Classification of the asset and its associated life

b. Each district must assign accountability for equipment 
management to a staff person.  The district must have a system 
that provides safeguards against loss, damage or theft of 
equipment acquired with federal grant funds, and also requires the 
investigation of any losses, damage or theft of such equipment.  
The cognizant employee must file an incident report for any theft of 
grant funded assets at the school building level.

c. Disposition of equipment must conform with grant requirements.

In accordance with 34 CFR 80.32, items with a current per-unit 
fair market value of less than $5,000 may be retained, sold or 
otherwise disposed of with no further obligation to the awarding 
agency.


Items with a value greater than $5,000 may also be retained or 
sold and the federal agency has a right to a formula-based value 
for these items (current market value or proceeds from sale X the 
federal awarding agency’s share in the equipment).

d. The district must take a physical inventory of all grant purchased 
equipment with a current market value of $5,000 and above at 
least once every two years.



Assets that are present but are not on the list, should be recorded 


in accordance with subsection a. above.



District records must document any items that are no longer



present and the current status of these items should be recorded.



The Accounting staff will assess the results of this process and 


make the proper reconciliations in the fixed asset database or 


system.



Districts must develop a procedure to account for and safeguard 


small items susceptible to theft.

1.4 TRAINING AND COORDINATION

The district will provide training on equipment management and 
monitoring to all staff involved in federal programs through activities 
such as:

· Distributing federal guidance documents;

· Distributing district policies and procedures;

· Developing templates, checklists and other guidance documents as appropriate;

· Internal training sessions;

· Routine staff meetings; and

· Informal technical assistance.


The district will promote coordination between all staff involved in 
federal programs through activities such as:

· Routine staff meetings;
· Joint training sessions;

· Policies and procedures that address all aspects of federal grants 
management;

· Sharing information that has cross-cutting impact such as single 
audits, monitoring reports, letters from oversight entities, etc.

1.5 SANCTIONS



Any district employee who violates this Procedure will be subject to 


appropriate discipline as reflected by comments to be placed in their 


annual employee evaluation.
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