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               Procedures for Managing Equipment Policy 
 

  
Equipment:   By federal definition, “Equipment means tangible, nonexpendable, personal property 

having a useful life of more than one year and an acquisition cost of $5,000 or more per unit.  All 

Equipment that meets this definition must be inventoried with the following information:  

  

a) The description of the property.  

b) The serial number or other identification number.  

c) The funding source of the property.  

d) The name of the entity that holds the title.  

e) The acquisition date and cost.  

f) The percentage of federal/state participation in the cost of the property.  

g) The location of the property.  

h) The use of the property.  

i) The condition of the property.  

j) Any disposition date including date of disposal and sale price of the property.  

  
Riverway will conduct a physical inventory at least once every two years of equipment that meets 

the federal definition.  The results must be signed and dated by the Director of Operations, who 

verifies the inventory was completed and when completion occurred.  The inventory should verify that 

the physical location, identification number and description information is complete and accurate.  The 

review should also assess the condition of the equipment and verify that it is still being used.  If the 

equipment is not being used, the Director of Operations should determine whether it is surplus or 

obsolete and should dispose of it appropriately.  

  
Sensitive Items:  Sensitive items are items purchased for less than the established dollar value 

threshold for identification as equipment, but whose nature places them at an increased risk of being 

lost, misplaced, or stolen.  Sensitive Items will be listed in inventory, but the required information from 

a-j above do not apply.  

  

Procedures for Disposition of Equipment in Excess of $5,000:  
  

1. Riverway shall establish a Uniform Finance Accounting and Reporting Standards (UFARS) unique 

Course Code for the purpose of tracking the receipt(s) and expenditures of the sale of a piece of 

equipment that was federally funded.  



2. Riverway will notify the Division of School Finance in writing of the equipment sale.  The notice 

shall include a description of the equipment, the date of sale, the proceeds of the sale, and the unique 

Course Code established by the LEA that will designate the use of these funds.  

3. Riverway shall receipt the funds from the sale of the equipment with the appropriate UFARS 

Source Code and established Course Code.  

4. Riverway may use a general journal entry to transfer $500 or 10 percent of the proceeds, 

whichever is less, for the LEA’s selling and handling expenses.  

5. The remaining funds from the sale of the equipment must be used only for the purpose of the 

delivery of special education, and related services and must be accounted for using UFARS Program 

Code 400, Course Code as established with the appropriate expenditure UFARS Object Code. For 

example, special education instructional supplies would be coded: 01-XXX-400-000-433-YYY where YYY 

= unique UFARS Course Code.  

6. Riverway must expend the funds from the sale of the equipment in the same fiscal year as the 

sale.  

7. Riverway needs to be aware that these expenditures shall not be included in the calculation of 

the Maintenance of Effort requirement of the Individuals with Disabilities Education Act (IDEA).  

8. Riverway must submit an “Activity Report” to the MDE Division of School Finance at the end of 

the fiscal year to document expenditures.  

  

Procedures for Disposition of Equipment less than $5,000:  

1. If current per-unit fair market value is less than $5,000, Riverway may keep, sell, or otherwise 

dispose of the equipment with no further obligation.  

2. A record of the date, reason, and method of disposal or sale must be maintained with the 

equipment inventory.  

  

  

  

  

  

  

  

  

   


