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PURPOSE:

This policy establishes procedures for the inventory and disposition of accountable property,
and designates the School Director or his/her designated equipment custodian as responsible
for all accountability within the School.

POLICY:
1.0 Definition

Accountable property is defined as fixed assets in use by Kapolei Charter School (KCS) with
a unit cost of more than $1,500 and a useful life of more than one year. It can include
vehicles, office and school equipment, land, and building and building improvements, but
not routine building maintenance.

2.0 Procedures

2.1 To the extent possible, the KCS equipment custodian will label each piece of
accountable property with an inventory number. By labeling each piece of
accountable property, it can be determined which items must be reported when
they are disposed of. The School shall take all necessary precautions to safeguard
the assets acquired with public funds.

2.2 The equipment custodian will maintain an inventory list of accountable property
within KCS.

2.3 All accountable property will be inventoried annually.

2.4 The equipment custodian will notify the Finance Department of changes in
inventory (additions, deletions or transfers) on a timely basis. Notification can
take the form of a memo or annotated inventory listing. A brief description of the
action should accompany the notification.

For example:
Disposal of sewing machine:
Property Number - 000011 on 10/01/03 - Beyond Economical Repair

This notification will tell Finance to remove the item from the property list and
make the appropriate entry in the accounting system.
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