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PROPERTY INVENTORY

The Director of Business Services shall maintain an inventory of District-owned property.

For purposes of this policy, "equipment™ included as property and shall mean a unit of furniture or
furnishings, an instrument, a machine, an apparatus, or a set of articles, which retains its shape and
appearance with use, is nonexpendable, and does not lose its identity when incorporated into a more
complex unit.

It shall be the duty of the Director of Business Services and school principals to ensure that
inventories are updated annually.

The Director of Business Services shall maintain a system of property records, which shall show, as
appropriate to the item recorded, the description and identification, year of purchase, initial cost, and
the current location.
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