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POLICY

Federal and State regulations as an article of tangible personal property that has a useful life of more than two years and an acquisition cost of $5000 or more define capital equipment. In order to maintain program quality, assure the protection of valuable resources and give a basis for sound decision making, an accurate and current inventory of all equipment and supplies will be maintained. 

PROCEDURE

1. The Support Services Manager will conduct a physical inventory of all property with an original purchase value of $5000.00 and over at the end of every program year.

2. The Manager will record the item on a property record that contains a description of the property, an identification number (serial or VIN), the location of the property and its use.

3. The Manager will certify by signature that the property is in use and located where indicated on the property record.  The Manager will submit this certification to the Director annually.

4. Any inventoried item with an original cost of over $5000.00 cannot be disposed of without approval of the Federal Head Start Regional Office.  If acquired with Head Start federal funds, the grantee must request disposition instructions from the awarding agency.

5. If the property is approved for sale, the awarding grant agency shall have the right to an amount calculated by multiplying the current market value or proceeds from sale by the awarding agency’s share of the equipment. 
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