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IV. rnEFf OR V ANDALISM

In the event vandalism or theft occurs at a school or department, the following procedure should be

adhered to:

I. The principal should verify his/her inventory to determine if any equipment,

supplies, textbooks or other material have been unlawfully removed.

2. Notify the appropriate law enforcement agency,

3. Write a letter to their immediate supervisor advising the date of the vandalism or
theft, those items of materials, equipment, supplies or textbooks that have been
unlawfully removed or damaged and any damages to the physical facilities. The
immediate supervisor will consider whether to approve such report.

4. A copy of this memorandum shall be sent to the Superintendent, the Assistant
Superintendent of Finance, the federal programs section (when such material is
involved) and to the Maintenance Department (when damages occurs to the physical
facilities only).

v. TAGGING FIXED ASSETS

All fixed assets are to be tagged with a multi-digit tag identifying them as Property of the
Lafayette Parish School Board. The multi-digit tag numbers will be assigned to each item
individually. It is the responsibility of the principal/department head at each location to be sure all
fixed assets are property tagged and recorded.

VI. MAINT AINING THE INVENTORY SYSTEM

The principaVdepartment head is responsible for maintaining the inventory system. Each schooV
department will assign a fixed asset coordinator to be a contact person for the Materials
Management Supervisor. This person should be knowledgeable of the fixed assets process and
available to answer questions as needed. Each schooVdepartment shall conduct a complete
inventory of all fixed assets annually as directed by the Materials Management Office.

Upon completion of the inventory, a computer listing of all items on inventory will be prepared.
One copy of the listing will be furnished to the person accountable for the property. All changes to
the inventory must be verified, signed and returned to the office of the Materials Management

Supervisor .
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