
Livingston Independent School District 
Fixed Assets and Inventory Guidelines 

 
 

Fixed Assets Introduction 
 
Our Fixed Assets Program has been designed to allow the district to purchase, record, track, and report on 
items such as land/buildings, vehicles, and equipment.  Having a fixed asset program benefits us because it: 
 

 Provides us with a system to value, track, and report items with significant value for accounting 
purposes.  Our program enables us to meet State and Federal Cost Accounting requirements and 
contributes to our district achieving a good financial rating during our annual audits. 

 It includes a process for annual inventory of our assets.  If assets are found to be missing or at 
inappropriate locations, the problem is identified in a timely manner and allows for corrective action. 

 
 

Tracking of Fixed Assets and Inventory Items 

 
There will also be an assigned fixed assets coordinator at each location. They will be responsible for a 
beginning of year and end of year inventory check.  A copy of their location’s inventory will be sent before 
school starts and ends which will be handed out to each employee.  All employees will take inventory of their 
classroom/office and make any adjustments needed.  The coordinator will be responsible for collecting this 
information from all employees and submitting to the district’s fixed assets manager by the stated deadline.  
The coordinator will also be responsible for all paperwork (Property Acquisition, Property Transfer, Property 
Deletion) throughout the year. This paperwork should be completed within three business days of receipt of 
property.   
 
The respective principal, director and/or supervisor, and not the Fixed Assets Manager, is responsible for each 
school’s or department’s compliance with the district’s Physical Inventory Guidelines (tagging, recording, 
tracking, reporting and inventorying). Barcodes will be issued by the Fixed Assets Manager. 
 
The librarian on each campus will be responsible for creating a database for all electronics and will check out 
the equipment to faculty as needed.  At the end of the year, all equipment will be checked in, stored in one 
location and a report sent to the fixed assets manager verifying all items have been received. 
 

Property Acquisition 
 
A Property Acquisition form must be completed and signed with proper signatures by the originating campus 
for any fixed assets (bar-coded and non bar-coded items) purchased. The original signatures should then be 
sent to the Fixed Assets Manager for proper recording. 
 

Transfer 
 
A Transfer of Equipment form must be completed and signed with proper signatures by the originating 
campus for any fixed assets (bar-coded and non bar-coded items) being moved from campus to campus.  The 
form is then sent to the receiving campus for the proper signature.  The original signatures should then be 
sent to the Fixed Assets Manager for proper recording of the changes. 



Also a Transfer of Equipment form must be completed and signed with proper signatures for any fixed assets 
(bar-coded & non bar-coded items) being moved to a new location within your campus.  If you have any 
questions call the Fixed Assets Manager. 
 

Deletion 
 
A deletion form must be completed and signed with proper signatures for any fixed assets that are no longer 
useful to your campus due to being obsolete, worn out, damaged, etc.  This form is then sent to the Fixed 
Assets Manager for approval before item is destroyed or removed from campus. 

 

Physical Inventory Guidelines 
 

 The employee assigned to each respective location code (classroom/office/shop, etc) will be 
responsible for counting the fixed assets and inventory items assigned to their specific location code. 

 Once the counts have been performed and documented, a reconciliation will be performed 

 If discrepancies are noted, the employee assigned to the respective location code and the site 
coordinator will provide the Fixed Assets Manager with written documentation/explanation to address 
the discrepancies that were detected. 

 The Fixed Assets Manager will provide the Superintendent with the results of the Physical Inventory.  
Any cases where employees will be held responsible for replacing lost, stolen, or damaged assets will 
be reported to the Superintendent for final clearance (i.e. approval to collect replacement funds or 
equipment from the employee. 

 At the beginning of the school year, the employee assigned to each location code will be provided with 
an asset listing.  The employee will have to verify that items listed are physically there.  Missing items 
will be reported and documented on the inventory sheets and signed by the employee and the 
coordinator.  This process will also be completed at the end of the school year. 

 During the school year the employee is responsible for safeguarding the asset and for reporting if the 
item is lost, stolen, or damaged.  Failure to report lost assets on a timely basis will be considered 
negligence. 

 The librarian on each campus will be responsible for tracking all electronics.  These items will be 
checked in/out as needed and turned in at the end of the year.  A physical count and reconciliation of 
all electronics will be completed and turned in to the Fixed Assets Manager before leaving for summer 
break. 

 
 

 


