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INVENTORY AND REPORTING OF LOSS OR DAMAGE

The Superintendent shall devise an adequate system of inventory of school
property to identify items for the purpose of insurance and to control the loss of
property. The Department of Business and Financial Services is responsible for
the reporting of inventory, assets, and property loss/damage.

A. Inventory. Inventory is the assets owned by Loudoun County Public School
(LCPS). Inventory management shall be conducted to ensure that the most economical
use of equipment, supplies, textbooks, and library materials is accomplished through
adequate accountability, use, maintenance, and disposal practices.

B. Non-capitalized Assets. The Building Administrator is responsible for the accurate
inventory of all audiovisual equipment, textbooks, library books, cafeteria food and
supplies, technology including computers, printers and furniture, with a value less than
$5,000. Information is reported to federal, state and local authorities as required.

C. Capitalized Assets. All LCPS furniture and equipment purchases valued at $5,000
or more shall be recorded in the fixed asset system. Donations or purchases with funds
provided from sources other than LCPS funds must be reported to the Department of
Business and Financial Services. The Building Administrator is responsible for the
capitalized assets assigned to his/her school or administrative office(s).

1. The Department of Business and Financial Services shall transmit a
capitalized asset report to each Building Administrator once a year. That report shall
be reviewed for completeness and accuracy by the Building Administrator, noting any
changes, and returned to the Department of Business and Financial Services. An
examination of the capitalized assets is included in the scope of the annual audit
performed by an independent audit firm.

2. The Department of Business and Financial Services is responsible for the
input and maintenance of capitalized assets and for the accuracy of the data in the
established financial system.

D. Reporting Losses. All loss of or damage to school property shall be concurrently
reported to the Departments of Business and Financial Services and Support Services.
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