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1. ACCOUNTABILITY STATEMENT

From time to time, in order to benefit the educational experience of students, the
Board of Education will procure equipment, materials and other tangible items and
assign said items either to a Board of Education Employee or to a Board of Education
location for use and safe keeping.

Board of Education Employees are responsible for all equipment, materials and other
tangible assets assigned to them.

Board of Education Employees and Supervisory staff are required both to preserve
and account for the equipment, materials and other tangible assets for which they are
responsible.

‘Preserve’ means taking reasonable steps to prevent loss, defacement and damage,
report malfunctions and use the property in the manner consistent with its purpose.

‘Account’ means being able to immediately produce the Board of Education property
assigned or give an accurate disposition of the property if it is no longer in use.
‘Account’ also means ensuring appropriate documentation is prepared for all
occasions requiring documentation and ensuring the documentation is accurate.
Such occasions include, but are not limited to: transfers, receiving, disposition and
short-term loans.

Board of Education Employees entrusted with equipment, materials and other
tangible assets and Supervisory staff entrusted with equipment, materials and other
tangible items are responsible for loss or damage to said Board of Education
Property.

II. STATEMENT OF PURPOSE

Board Policy 3260, Property Disposal, states, “All books, equipment, supplies,
furniture or other tangible units procured by and donated to the Public School System
from any source shall become the property of the Board of Education of Prince
George’s County and shall not be altered, defaced, sold or disposed of except as
provided for by the Superintendent of Schools.” This policy was established to ensure
maximum utilization of materials and equipment within the Prince George’s County
Public School System and to provide for the orderly disposal of items which are
surplus to the school system.

The procedures outlined in this Accounting Operating Manual are designed to
support Board Policy 3260 and to assist our schools and offices in maintaining an
accurate listing of all equipment, materials and furniture or other tangible units
assigned to their location.
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II1. DEFINITION OF TERMS
The following definitions are applicable to this manual:

A. Non-consumable items*:
1. Retain their original shape and appearance with use.

2. Are non-expendable - that is, if the article is damaged or some of its
parts are lost or worn out, it is usually more feasible to repair it
rather than replace it with an entirely new unit.

3. Do not lose their identity through incorporation into a different or
more complex unit or substance.

4. Represent an investment of money, which makes it feasible or
advisable to account for the items.

5. Represent equipment with its own serial number fixed to the item.
6. Have a useful life of at least two years.

*Examples of non-consumable items are: laptops, printers, ovens, and floor scrubbers

B. Information Technology - Asset Management System (AMS): This is the
information system used to track and maintain all technology assets
throughout the school district. It is administered and maintained by the
Information Technology Division.

C. Accounting and Financial Reporting (AFR) - Oracle Fixed Assets: AFR is
responsible for the accounting of capital assets in Oracle Fixed Assets module and
the proper reporting in the Comprehensive Annual Financial Report (CAFR). As
well as working collaboratively with the coordination of the triennial physical
inventory of Board of Education assets valued $1,500 or greater. At this three-year
interval, items meeting the $1,500 or greater threshold will be verified as to
existence, useful life, correct location, and proper tagging/barcoding.

D. Capital (Fixed) Assets: Land, buildings, site improvements, construction-in-
progress, vehicles and equipment individually costing $5,000 or more and with an
estimated useful life in excess of one year, are classified as capital assets.

E. Internal Audit - Property Control Office (PCO): The PCO is responsible for
conducting ongoing audits of computer and technology-related equipment based on
an annual audit plan.

F. Administrator: The Principal or Division/Department Head is responsible for
ensuring a school/office maintains a comprehensive listing of all assets within their
facility, complete In-Use Inventory Equipment Receiving Report, Material
Transfer/Report of Excess Property Form and serves as the team lead for
inventories conducted at their facility/office.
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G. Technology Distribution Center (TDC): The Technology Distribution Centers
(TDC) receives all technology equipment (except interactive panels) that are
ordered by the school system. Once received equipment is asset tagged and entered
into the Asset Management System. There are two distribution centers located at
Duval and Gwynn Park High Schools.

IV. ASSET MANAGEMENT PROCEDURES

All school Principals and Department Heads (“Administrator”) are responsible for
control of their equipment inventory. The Principal or Department Head will be
accountable for compliance with these procedures.

A. The TDC will issue a mobile computing device, such as a laptop to staff and have

them accept the asset on the electronic Employee Equipment Agreement for the
asset. Staff accepts their asset by using their unique username and password. (see
Attachment 2 for a specimen of the Employee Equipment Agreement).

. The school/office acquires other equipment such as document cameras, LCD
projectors, tablets, Chromebook, video cameras, etc., and collect documents for:

1. Assignment to a classroom
2. Daily sign out/sign in of equipment

3. Assignment of equipment for use outside of the workplace (cell
phones, laptop computers, desktop computers, etc.)

. Oracle Fixed Assets — Accounting & Financial Reporting Office (AFR) requires
schools/offices to maintain a complete listing of all equipment purchased or
donated regardless of value. This listing must be available for review upon
request.

Asset Management System (AMS) — Information Technology within this system
a listing of all technology equipment which have been tagged is maintained and
may be provided upon request.

V. TECHNOLOGY REFRESH PROGRAM

The Technology Refresh Program was established to support the funding and refresh of
technology for instruction, staff, and the network infrastructure. This refresh program is
based on a 4-year cycle depending upon funding availability.

A. Technology Refresh Program for Student Devices: Mobile computing devices

such as laptops, Chromebook, and tablets will be provided to all schools. Charter
Schools have instructional autonomy and purchase devices with their allotted
funds.
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B. Technology Refresh Program for Staff Devices: Designated administrative,
instructional, and support staff are eligible to receive a district-issued computing
device to be used for their job. Only certain employees receive a mobile computing
device as a requirement of their position. Each staff member must accept the asset

on the electronic Employee Equipment Agreement for mobile equipment in the
AMS.

C. Technology Refresh Program for Network Infrastructure: This program is
designed to maintain the school district’s network infrastructure which includes
network switching equipment in Comcast head-end rooms, routers, switches,
controllers, access points, UPSs, servers, server racks, storage, fiber adapters, and
other related equipment.

D. Technology Refresh Program for Classrooms: Equipment such as
interactive panels, document cameras, projectors and other instructional
technologies. (Currently this program is not fully funded)

VI. ACQUISITIONS

A. New Equipment

PGCPS acquires a variety of equipment to enhance the educational
development of its students. The procedures outlined below are required to
ensure that the equipment is maintained in its best possible condition. These
steps are required for all new equipment, regardless of how acquired.

Technology Equipment

1. When a school or administrative office purchases computing devices or
other technologies, it is automatically shipped to the TDC that supports
the respective school. Once delivered to the TDC, the equipment will be
barcoded, placed in the Asset Management System, provisioned with
appropriate software, delivered to the school/office, and installed by
the IT Technician assigned to the school/office. A copy of the Material
Transfer will be provided to the school/office upon delivery. All
Material Transfers of barcoded technology equipment are electronic
and kept in the AMS.

Non-Technology Equipment

2. All schools and administrative offices should prepare an In-Use
Inventory Equipment Receiving Report (Attachment 3) for non-
computer equipment regardless of value and forward it to the Oracle
Fixed Assets of the AFR. This form should be completed in its entirety
and include description, serial number, model number, manufacturer,
and unit price.
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This report is available at this URL

http://www1.pgcps.org/search pgcps.aspx?g=Receiving%20Report
and can also be accessed from the Accounting and Financial Reporting
Office website.

All schools and administrative offices should maintain a copy of the In-Use Inventory
Equipment Receiving Report for their records.

Oracle Fixed Assets — Accounting & Financial Reporting Office (AFR)

Land, buildings, site improvements, construction-in-progress, vehicles, equipment
and select technological equipment i.e. servers, interactive whiteboards, carts owned
by the Prince George’s County Public School System with a value of $1,500 or more
are required to be recorded in Oracle fixed assets module maintained by AFR.

Asset Management System (AMS) - Information Technology

All computing devices regardless of value are bar-coded and placed in the Asset
Management System (AMS) maintained by the Information Technology (IT) Division.

All technology assets purchased by entities of the school district should be shipped to one
of the school district’s Technology Distribution Centers (TDCs) see Attachment 1 to be
bar-coded and provisioned for assignment to employees or delivered and assigned to
schools/offices throughout the school district. The only exception is for whiteboards,
which are shipped directly to schools and bar-coded during installation. Similarly,
network infrastructure equipment is usually shipped directly to one of the district’s Data
Centers and is bar-coded before being placed into operation.

A report of assets can be generated for any school/office from the Asset Management
System. The contents of these reports are used for the following purposes:

a) To support the value of fixed assets

b) To support self-insurance claims

c) To provide support for furniture and equipment budget requests
d) To establish control of property transfers

e) For submission of accurate reports to State and Federal agencies

B. Donations

Prince George’s County Public Schools is the recipient of donations made by several
organizations. If the donated equipment is new, follow the same reporting process as
outlined above. Most used equipment may not require reporting to the Accounting &
Financial Reporting Office. However, this equipment should be maintained on the
school or department’s in-house database for equipment regardless of value. All
equipment should be labeled with the school or office’s name and the item'’s serial
number.

The TDC will add to inventory technology equipment that has a depreciable
value of over 25% of the original cost.
This equipment will be treated in the same manner as purchased equipment.
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VIIL. DISPOSAL and TRANSFERS

A. Obsolete or Unserviceable Equipment

Occasionally equipment and furniture will become unserviceable or beyond repair,
and must be disposed of. Others may be in good condition but are not needed by the
school/office where currently located. School System employees should effectively
use resources entrusted to their care. Items that have become unserviceable but have
residual value must be reported to the Warehouse within the Purchasing and Supply
Services Department for disposal instructions. Procedures are as follows:

1. Determination is made by local school/office of excess items, which
may be redistributed within the system - The school/office reports the
items electronically to Warehouse within the Purchasing and Supply
Services Department via the Material Transfer/Report of Excess
Property Form (Attachment 4). The form is at

cps.org/search pgcps.aspx?q=Materials%20Transfer and
can be accessed from the Accounting Office website. E-mail forms to
material.transfers @pgcps.org.

2. Determination is made by the CEO or his/her designee whether the
items to be removed are to go to auction, be trashed, or donated to
non-profit organizations that have met requirements. In each situation,
the designee must communicate with the Administrator of the
school/office that is requesting removal of the equipment to determine
whether it can be used elsewhere in the school system before disposal.

Requirements for Nonprofit Organizations - A Federal Employer Identification
Number (FEIN, or tax id) must be provided. A letter on the organization’s stationary
must be sent to the Chief Financial Officer requesting specific equipment or
instructional materials, noting that tax identification number.

No individual has the authority to sell, donate, loan or otherwise dispose of any
property of the Board of Education except as authorized specifically by the
Chief Executive Officer or his/her designee. Currently, Warehouse and Supply
Services within the Purchasing Department is responsible for matters of excess
property redistribution and disposal and Transportation - Central Garage Services is
responsible for decommissioning of bus and non-bus fleet. As far as State or
Federal grant-funded equipment, these goods should NEVER be disposed of
without first consulting the Grants Financial Management Office (GFMO).

VIII. LOANING OF EQUIPMENT

A. Employees

Circumstances will arise when it becomes necessary to allow an employee use of
certain equipment while working at another administrative office or school location.
If such a circumstance occurs, the procedures outlined below must be followed:
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1.

All equipment issued to staff via TDC (i.e., laptops, iPads) requires the
employee to accept the asset on the electronic Employee Equipment
Agreement in the AMS. The Employee Equipment Agreement in the AMS and a
copy provided via the employee’s email account. The information is also
stored in the AMS. The employee must give a copy to the administrator at their
assigned location. By signing the equipment agreement, the employee agrees to
take proper care of the equipment while it is assigned to him or her. Damaged or
stolen property due to negligence is the personal responsibility of the employee.

Equipment is assigned to staff until it is fully depreciated and eligible for
refresh or the employee is terminated from the school district. If an employee
transfers to another work location, they should keep the mobile computing device
that was assigned to them by the TDC. If they have other school equipment
assigned to them, not provided by the TDC, such as a projector assigned to the
school/office, they should return this equipment before leaving their work location.

Equipment assigned to the school/office can be removed from the site to
be used temporarily at another location. The Administrator responsible for
the employee taking the equipment (video visualizers, LCD projectors,
document and video camera) outside of the work site must complete an
Employee Equipment Agreement, which must be assigned and accepted in the
AMS by the employee. One copy should be kept on file at the school or
administrative office.

a. An employee terminating employment with PGCPS. 1t is the
employee’s responsibility to return the equipment assigned to them
to one of the Technology Distribution Centers.

At the end of every month, IT Staff will run a terminated employee report in the AMS.
This report will provide a list of staff that has terminated employment within the last
month. IT Staff will contact School and Office administration to check to see if
equipment assigned to the terminated employee was left at their work location. If
not, a letter will be sent to the terminated employee requesting the return of
equipment or a payment in the amount of the value of the device.

B. Students

In the daily process of educating students in PGCPS, it may become necessary to send
a computing device home with students to enhance the learning environment. When
this occurs the following procedures must be followed:

1.

2.

The student’s parent or guardian will log into MySchoolBucks and pay an
annual student device fee.

School staff will assign a computing device in the AMS to the student. The
student will accept the assignment of the device in the AMS by logging in with
their unique username and password to complete the electronic Student
Device Usage Agreement (see Attachment 6).
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3. A copy of this agreement is maintained in the AMS. A copy is provided to the
student to give to their parent/guardian.

4. Students must turn in their assigned device at the end of each school year. The
student will receive a receipt that the computing device was returned.

5. The school must keep accurate records of the serial numbers of equipment
that is being loaned; and the equipment must appear on the school’s inventory
listing regardless of value.

IX. SPECIAL FUNDS

A. Grants

PGCPS is the recipient of grants awarded by several different sources. These include
Federal, State, and County, university or private industry funding sources. When a
grantor awards funds to purchase equipment under grant guidelines, that equipment
must be reported to the Accounting & Financial Reporting Office on an In-Use
Inventory Equipment Receiving Report and provide the name of the Grantor. All
schools/offices should maintain a comprehensive inventory listing for items
purchased with grants funds just as all school system purchases and donations
regardless of value.

Special tags are supplied for some grant-funded equipment, such as the Title I
Grant. These tags must be displayed on the equipment at all times.

B. Charter Schools

In accordance with terms of the PGCPS Charter School Agreement, a Charter School
must track and maintain a good record of any equipment purchased with PGCPS
funds with a per unit value of $1,500 or greater, and notify the Accounting Office of
same for tracking purposes. The equipment must be reported to the Accounting &
Financial Reporting Office on an In-Use Inventory Equipment Receiving Report. It is
imperative the Accounting Office is notified so these purchases are properly tagged as
PGCPS property. The Accounting Office can be contacted at fixedassets@pgcps.org.

Additional equipment purchased with unit values of less than $1,500 should also be
cataloged as School System property and records of such equipment maintained by
the Charter School. The Charter School operator shall make such inventory available
to the School Board upon the Board’s request. The Charter School shall also maintain
a program for the maintenance, repair and protection of school system property,
including adequate property insurance to protect against physical loss or damage to
PGCPS real or personal property.
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X. LOSS OF PROPERTY

The Board of Education has chosen to insure its buildings and contents through a
combination of arrangements, including its operating budget and participation in the
County Risk Management Fund. Regardless of the source of funds, procedures
consistent with sound management and insurance practices must be followed when
filing claims for property damage and content losses.

A. Deductible

A deductible, the traditional tool of the insurance industry, is applied to stimulate
loss-prevention awareness and help reduce future losses. Claims should be reported
to the Office of Security Services as required under the established procedures.

The Risk Management Office, which receives a copy of all property loss reports, will
apply a $1,000 deductible for contents that are lost caused by theft or vandalism.
Where the school shows effort to prevent further losses, a waiver of the deductible
may be approved. Where a school can prove the loss was beyond its control, a waiver
may also be approved. For losses within the deductible, schools will be instructed to
replace the equipment out of their funds. For the balance of these claims, schools will
be required to send a check to cover the deductible before the Risk Management
Office proceeds with replacement. Diligent loss prevention will keep a school from
having to absorb a deductible.

B. Theft and Damage Procedures
1. General Requirements

The following procedures must be followed when there are incidents of
theft and damage to PGCPS property:

a. The Administrator in charge must notify the Office of Security
Services at 301-499-7000, when inventoried property is lost, stolen
or damaged.

b. The Administrator in charge must have completed a Form 10-M,
Security Incident Report and Self-Insurance Form (See
Attachment 5), signed the document and submitted it to Security
Services. Copies of all documents must be kept by the administrator
in charge for audit purposes.

i. Security Services will:

Investigate as needed

Coordinate with police

Notify Risk Management by copy of Form 10-M
Report findings to Risk Management
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ii. The Risk Management Office will:

e Setup account string
Prepare inventory loss form for school/office to complete

e Werequest the school/office provide us with the quotes
from the vendors and photos of the damage

e Seek additional information as needed
Prepare a requisition for replacement items once all
documentation is received from the school/office

e School/Office is to notify Risk Management upon receipt
of replacement items

e Risk Management receives the items in Oracle

2. Computers damaged by accident or vandalism

a. The user should report damaged computer equipment immediately
to the assigned IT Technician or the TDC.

b. A service request will be made for computer repair. Once the
computer has been repaired, it will be returned to the user.

3. Computers damaged or lost by user negligence

a. For district-assigned devices the Employee/Student Device Usage
Agreements details responsible, safe and appropriate use as well as
covered incidents, incidents not covered and replacement costs.
(See attachments 2 and 6 respectively)

b. Aloaner device will be issued once deductible is paid. The
Employee/Student device will be repaired or replaced.

4, Stolen Computers

a. The user is required to report the theft of equipment to their
administrator in charge and to the IT Technician/TDC. The
administrator in charge will immediately notify Security Services.

b. Ifthe user is not at their worksite when the equipment is stolen,
they are required to immediately report the theft to the local police,
obtain a police report, and the investigating officer’s name and
badge number.

c. Upon returning to the worksite, the user should forward this
information to the administrator in charge and to the IT
Technician/TDC.
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