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LAKE  WALES  CHARTER  SCHOOLS

  Property  Custodian  Responsibilities

The  Principal/Site  Administrator,  as  the  Property  Custodian,  is  responsible  for  all  property  assigned  to
his/her  school  or  department.  Each  Property  Custodian  is  responsible  for  maintaining  accurate  records  and
documentation  for  all  property  assigned  to  his/her  custodianship.Each  School  in  the  Lake  Wales  Charter  Schools
System  will  conduct  an  annual  audit  of  each  location.

Capitalization  Rules:

Currently,  the  LWCS  "capitalizes"  software,  equipment,  computer-related  equipment,  and  audio-visual  materials
costing  in  excess  of  $749.99.  This  means  any  equipment  costing  $750.00  (shipping  included)  or  more  is
considered  an  "asset"  and  will  be  assigned  an  "Asset  Number"  for  property  record  purposes.  All  items  $749.99
and  under  will  also  be  inventoried.

Inventory  is  maintained  by  the  use  of  "Asset  Numbers"  assigned  to  each  item  that  is  capitalized.  These 
numbers  will  need  to  be  printed  at  each  location  and  are  in  the  form  of  bar-coded  labels.  These  labels  are
attached  to  the  equipment,  and  LWCS  will  complete  physical  inventories  annually  to  assure  this  is  done
correctly,  and  all  equipment  is  accounted  for  properly.

 Lake Wales Charter Schools property  auditors  will  continue  to  come  annually  to  inventory  equipment  purchased  
with LWCS  funds.












































