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1.
NMSBVI PROPERTY AND FACILITIES

1.1
The New Mexico School for the Blind & Visually Impaired (NMSBVI) expects its staff to exercise care in the use of school property.  Negligence in the care and use of school property is unacceptable and reflects negatively on the institution.  Effective control over school resources is mandated by state law.  Supply procedures within the institution carry out the mandate of the State of New Mexico General Services Department publication GSD 88-101, "Fixed Asset Control and Accounting Regulations."


1.2
All NMSBVI equipment and supplies are New Mexico state property.  Withdrawing of supplies and equipment for personal use or gain is strictly prohibited.  Supplies are defined as consumable items; equipment is defined as items with a value of more than $1000 with a life expectancy of at least one year.

2.
ACCOUNTABILITY

2.1
The Fixed Assets Specialist maintains the accountability records for the school's equipment until released to users.  The   Fixed Assets Specialist will prepare issue documents to release accountable supplies/equipment to users.  All accountable supplies/equipment will be either tagged or assigned an identification number.


2.2
Accountable supplies/equipment in use within the work centers must be managed and controlled by the users.  Transfers of accountable supplies/equipment between work areas or individual users must be documented as turn-ins and re-issues through fixed assets, without exception, to insure proper accountability.  Turn-in documentation will be prepared by the user, following fixed assets guidance.  Movement of accountable supplies/equipment must be coordinated through fixed assets ; maintenance will not move items from one location to another without coordinating with fixed assets.

2.3
The superintendent or designee may authorize use of accountable supplies/equipment off-campus.  Otherwise, removal of state accountable supplies/equipment from the campus is unauthorized.  Special arrangements may be made for use of specified computer equipment for home offices. 

2.4
To ensure inventories are kept current, fixed assets will provide staff members an annual consolidated accountable supplies/equipment listing for employee use in verifying all accountable supplies/equipment items assigned to the employee. The completed inventory will be maintained at fixed assets and be adjusted as required to reflect issues/turn-ins of accountable supplies/equipment.  Responsibility for the accountable supplies/equipment begins when the employee signs the original listing.  The employee retains the duplicate copy of the listing and returns the signed original to fixed assets.  Responsibility for accountable supplies/equipment ends when it is properly turned in to fixed assets, is properly transferred to another employee or work area, or the account is reconciled upon termination of employment.

3.
MISSING EQUIPMENT ITEMS

3.1
If an employee discovers an accountable supplies/equipment item has been lost or thinks an item has been stolen, the employee must take action to allow proper reporting to the state auditor.  The employee should notify his or her supervisor, giving the serial number and the identification number.  The immediate supervisor will document the circumstances of the loss.  The supervisor, custodial staff, and fixed assets personnel will join the employee in an intensive search for the missing accountable supplies/equipment item.  If it is determined that the accountable supplies/equipment item was stolen, the Loss Control Coordinator will report the theft to the city police; a copy of the completed police report must be provided to theFixed Asset Specialist.  The above information must be submitted to the state auditor before missing accountable supplies/equipment items can be removed from the school's accountable supplies/equipment inventory.

4.
CONTROL OF FACILITIES

4.1
The quality of facilities available on campus makes them especially attractive for a variety of community support activities, and such use may be authorized.  Such usage must in no way conflict with official school activity.  The superintendent must officially authorize every such use.  This authorization will include a decision as to whether reimbursement is appropriate and the amount due to the institution.  Authorized collections will be processed through the business office and credited to the general fund.
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