Flowchart 2

District Equipment Purchases with GRANT Funds
INVENTORY CONTROL PROCEDURES

Examples of "small and attractive" items:

PDA's
Laptops &
Notebooks
Cell Phones
Cameras
Binoculars
Telescopes

Purchase of Equipment:
> $500 AND “small and attractive"
OR
MP3 players >$1000
Office Equipment
Radios, TV's
VCR's
DVD players
other electronics
RECEIPT OF
_/ EQUIPMENT

IT DEPARTMEN?/PERSONNEL

Verifies specifications;
Formats equipment for user and according to pre-
established standards for the District.

/

Asset
Movement/Change/
Disposal Document

(Approved)

~

Make notations of

Asset change or

disposal in Asset
Entry System

Change location or
program user? Need to
request disposal or
sale?

COMPUTER
EQUIPMENT?

CENTRALIZED RECEIVING
Verifies actual quantities, any unsatisfactory
condition, and compliance with specifications

ASSET TRACKING SYSTEM ANNUAL PHYSICAL INVENTORY

unique number, source, who holds title,

REQUIRED!

INFO: description, serial or other

acquisition date, cost, Grant Program
funding cost, initial location, intended
use, condition, eventual disposition
data

Make accounting
entries for disposals.
Any proceeds applied
to Grant Program

Periodic
Maintenance
Needed?

Asset Maintenance Scheduling
System

=
&
Attach Permanent
Property Tag

DELIVER TO USER
Obtain signature on Receiving
Documents, consisting of:
Packing slip, Copy of Inventory
Record from Asset Tracking System

RECEIVING
DOCUMENTS

TO ACCOUNTING &/OR

PURCHASING




