


[image: A cartoon bee with letters and words

AI-generated content may be incorrect.]Administrative Regulation
Use of Equipment, Materials, and Supplies
Policy 6520-AR


Purpose 
This administrative regulation establishes procedures for the authorization, procurement, inventory, safeguarding, use, and disposition of equipment, materials, and supplies owned or controlled by the Eastern North Carolina School for the Deaf (ENCSD), including property purchased with federal funds such as individuals with Disabilities Education Act (IDEA) Part B funds.

This regulation ensures compliance with federal and state law, Board policy, and applicable fiscal and property management standards.

I. Scope
This regulation applies to all ENCSD employees, contractors, and departments involved in:
· Requesting or approving purchases
· Receiving or using equipment and supplies
· Managing or supervising IDEA-funded property
· Maintaining inventory or fiscal records

II. Roles and Responsibilities
A. Superintendent
1. Ensures implementation of Policy 6520 and this regulation
2. Designates staff responsible for compliance and monitoring
3. Reviews all IDEA-funded purchase requests for:
a. Programmatic necessity
b. Alignment with IEPs or special education services
c. Allowability under IDEA and federal guidance
4. Coordinates with Business Manager on IDEA compliance
B. Business Manager
1. Verifies:
a. Proper fund coding
b. Budget availability
c. Procurement method and thresholds
d. Compliance with 2 C.F.R. Part 200
2. Maintains official inventory records for capital equipment
C. Principal
1. Ensure proper use and safeguarding of assigned equipment
2. Maintain school or program level logs for sensitive items
3. Promptly report loss, theft, or damage
D. Employees
1. Use ENCSD property only for authorized purposes
2. Safeguard assigned equipment and supplies
3. Report loss, theft, or damage immediately

III. Allowability and Purchase Authorization
A. General standards
1. All purchases must be:
a. Reasonable and necessary for ENCSD operations or instructional programs;
b. Allocable to the funding source;
c. Properly documented; and
d. Approved in advance through ENCSD’s purchase order system.
2. IDEA-funded purchases must:
a. Directly support special education or related services;
b. Be consistent with approved IDEA budgets or amendments; and
c. Not supplant state or local funds.
3. Unauthorized Purchases
a. Purchases made without prior approval or outside approved procurement procedures may result in:
· Disallowance of costs
· Personal financial responsibility
· Disciplinary action


IV. Procurement Procedures
A. All procurements shall comply with:
1. 2 C.F.R. §§ 200.318-327
2. State purchasing requirements
3. ENCSD purchasing and ethics policies
B. Competitive procurement methods shall be used when required by law or policy.
C. Documentation of procurement decisions shall be retained in accordance with record retention schedules.

V. Inventory and Property Management
A. Capital Equipment Inventory
1. For all equipment meeting capitalization thresholds, ENCSD shall maintain inventory records that include:
a. Description of the property
b. Serial number or unique identifier
c. Funding source (e.g., IDEA Part B)
d. Acquisition date
e. Acquisition cost
f. Location
g. Condition
h. Disposition data (if applicable)
B. Physical Inventory
1. A physical inventory of capital equipment shall be conducted at least once every two (2) years.
2. Inventory results shall be reconciled with official records.
3. Discrepancies shall be investigated and documented.
C. Supplies and Sensitive Items
1. Sensitive items (e.g., laptops, tablets, communication devices) shall be:
a. Logged 
b. Verified annually
c. Safeguarded in accordance with this regulation
2. Logs shall be available for audit or monitoring upon request.

VI. Use and Safeguarding 
A. ENCSD equipment and supplies shall be used only for authorized school purposes.
B. Equipment assigned to classrooms, programs, or residences remains ENCSD property and may be reassigned as needed.
C. Off-Campus Use
1. Requires prior written authorization from the principal or designee
2. IDEA-funded equipment may only be used off campus when such use directly supports special education services.
D. Reasonable security measures shall be used to protect property from loss, theft, or damage.

VII. Loss, Theft, or Damage
A. Loss, theft, or damage of ENCSD property must be reported within twenty-four (24) hours to:
1. The Principal
2. The Superintendent (if IDEA funded)
3. The Business Manager
B. Reports shall include:
1. Description of the item
2. Inventory number or identifier
3. Circumstances of the incident
4. Date and location
C. Law enforcement reports shall be filed when appropriate.

VIII. Disposition or Property
A. Disposal of equipment purchased with federal funds shall comply with:
1. 2 C.F.R. §200.313
2. NCDPI and NCDOA guidance
B. Disposition decisions shall be documented and approved in advance.
C. Sale, transfer, or disposal of IDEA-funded equipment shall follow federal requirements regarding compensation or reimbursement when applicable.

IX. Record Retention
All purchasing, inventory, and disposition records shall be retained in accordance with:
A. North Carolina retention schedules; and
B. Federal grant requirements, whichever is longer.

X. Noncompliance and Discipline
Failure to comply with this regulation may result in:
A. Loss of purchasing privileges
B. Financial liability
C. Disciplinary action consistent with Board policy and personnel standards
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