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Policy No. 706 –PROPERTY RECORDS

The Capital Area School for the Arts Charter School Board recognizes that adequate
property and inventory records must be maintained on all buildings, equipment, and
physical property under school control.
The Board directs that a complete inventory, by physical count, of all school-owned
equipment and property records of all district buildings and grounds shall be
maintained and updated at intervals that coincide with property insurance renewal.
1)
Real property shall consist of all land and buildings acquired by the
Charter School in the course of its operations.
2)
Charter School personal property shall consist of furniture and equipment
items with a purchase price in excess of $500.00. All furniture or equipment items of
lesser value shall be placed in use without being recorded on personal property
inventory records.
3)
The Charter School’s property records of consumable supplies and
materials shall be maintained on a continuous inventory basis.
It shall be the responsibility of the CEO or designee to ensure that equipment
inventories are systematically and accurately recorded, updates and adjusted annually
by reference to purchase orders and withdrawal reports. Property records of facilities
shall be maintained on an ongoing basis.
A system of property records shall show, as appropriate to the item recorded:
a.
b.
c.
d.

description and identification;
manufacturer;
year of purchase;
initial cost;

e.
f.
g.

location;
condition and depreciation
current valuation, in conformity with insurance requirements.

The CEO or designee shall be responsible for the design and implementation of a
system for maintaining all the Charter School’s consumable supplies and materials
including books and computer software. Inventory balances shall be verified by
periodic, unannounced spot checks to determine loss, mislocation or depreciation and
any major loss shall be reported to the Board.
This delegation carries with it the delegation of whatever authority is necessary for the
successful implementation of an effective inventory control system at the Charter
School.
None of the Charter School’s personal property or equipment shall be removed for
personal or non-Charter School use, except in accordance with Board policy.
Unneeded surplus, unusable, and/or obsolete property can consume valuable storage
space. It is the Board’s intention to quickly and efficiently dispose of such property,
thus avoiding future unnecessary handling and storage.
When it has been determined that any property is obsolete or unneeded surplus and
should be exchanged for other property, the Board of Trustees authorizes that such
property may be sold or exchanged in accordance with any of the following provisions:
a)

The property is no longer required for its originally intended
purpose.

b)

The property is considered out of date, obsolete, or in unusable
condition.

c)

The property is in quantities exceeding any possibility of effective
use by the Charter School.

If any staff member identifies property that is unused, obsolete or surplus, that member
is to notify the Charter School’s CEO of such property. It is the CEO’s responsibility to
create a list of such property and provide this list to the Board.
Determination as to whether any of the State criteria apply to property possessed by the
Charter School shall be made by the CEO who may delegate this responsibility
provided that all requirements of this policy are met. As necessary, the CEO or his/her
designee may call upon other staff personnel to develop criteria to aid in this
identification.

School property owned by the Charter School which is unusable, obsolete, surplus to
need, has been replaced, or is otherwise no longer of value to the Charter School will be
listed and presented to the Board with a recommendation for disposition. The Board is
vested with the final authority to approve any disposition.
Items of some value may be disposed of in the following ways:
a)
b)
c)
of
d)
e)
f)

g)

Public auction generally conducted by a licensed auctioneer;
Salvage scrap sold to local dealers;
Negotiated sale normally used when disposing of items or property
substantial value;
Sealed bid normally used for items of substantial value or unique
qualities;
Pre-priced sale large quantities of obsolete or surplus furniture and
equipment may be sold by this method;
Some items have no sale value or disposal exceeds the net worth;
These items may be donated to charitable organizations or
otherwise discarded;
Offered to the general public at a predetermined price.

Equipment being replaced may be traded in on new equipment as part of the purchase
procedure.
Charter School employees, officers, directors, etc. may not receive or accept abandoned
or disposed of property. Charter School employees, officers, directors, etc. may submit
sealed bids or purchase pre-priced items, as long as the person had nothing to do with
the bid process or pricing and must recuse themselves from any decisions regarding
disposition of the items.
No property that has been acquired by, or conveyed or granted to the Charter School
shall be considered as abandoned by it unless and until the Board has passed, by vote of
the majority of members of the Board, a resolution declaring it to be the intention of the
Charter School to vacate and abandon same, whereupon all rights, title, and interest of
the Charter School in such property shall be fully terminated.
The disposition of the Charter School real estate shall be handled at the discretion of the
Board in accordance with applicable state and federal laws, including applicable sections
of the Public School Code of 1949 and any applicable sections of the PA Municipalities
Planning Code.

