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Fixed assets are generally those that have a more than a nominal value when 
acquired and a useful life of more than one year. They can include everything 
from buildings and land, parking lots, machinery, vehicles and furniture to 
computer equipment and software. Consequently, they represent a significant 
investment of school district resources. Detailed records help to establish 
accountability and allow for the development of additional controls and 
safeguards. The accuracy and completeness of these records can also impact the 
various costs associated with fixed assets, such as insurance and replacement. 
For these reasons, fixed asset records should be complete, accurate and 
up-to-date.

How Should School District Officials Record and Account for Fixed 
Assets?

A board should adopt comprehensive written fixed asset and disposal policies to 
ensure officials properly account for and safeguard assets, and properly dispose 
of obsolete or surplus assets in a safe manner. In addition, the board should 
designate someone as the property control manager who should be responsible 
for tracking the district’s fixed assets, ensuring the accuracy and usefulness of the 
asset records, and establishing detailed procedures for fixed asset protection.

Procedures should include establishing dollar value thresholds to identify assets 
that should be recorded and tagged with an asset identification tag or decal. 
Asset tags with unique numbers improve the ability to differentiate between 
assets, making them easier to track. Also, computers, servers, tablets and other 
electronic assets should be wiped clean of information before they are disposed 
of or transferred to another user.

Furthermore, assigned employees should schedule and conduct periodic physical 
inventories to ensure that all assets listed as being under their control are still 
located within their department. The property control manager should conduct an 
unscheduled physical inventory in at least one department per year, ensuring that 
all departments have a physical inventory within a three-to-four-year period. 

The District Does Not Have a Comprehensive Policy for Identifying 
and Recording Fixed Assets

In 2015, the Board established a policy for the accounting, inventorying and 
tracking of fixed assets. However, the policy lacks threshold values for tagging 
and inventorying assets. In addition, the policy designated the position of 
Assistant Superintendent for Business as the property control manager. When this 
position was eliminated in April 2021, the policy was not updated. Therefore, no 
one person is responsible for recording and tracking fixed assets and arranging 
for an annual inventory and appraisal of District property. 

Fixed Assets
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In addition, asset records have not always been kept up-to-date and the most 
recent full physical inventory check was performed on June 26, 2018, with an 
effective date of June 30, 2018 for the appraisal. The Superintendent told us 
that due to the multiple changes in officials overseeing the business office, the 
management of the District’s assets was not always adequately overseen. 

Without comprehensive written procedures for identifying, recording and 
periodically performing fixed asset inventory tests, District officials lack assurance 
that assets are being properly accounted for and are sufficiently protected from 
loss, waste or misuse.

Fixed Assets Were Not Properly Recorded and Accounted For

The District uses inventory management software to inventory and track fixed 
assets. The software utilizes physical asset tags with barcodes that can be read 
electronically during a physical inventory. The former Assistant Superintendent for 
Business or a contracted accounting firm updated the inventory software records 
based on purchases.   

Because of the lack of adequate policies and procedures over the inventorying 
of fixed assets, we examined purchase orders for assets over $500 and high risk 
inventory items such as technology equipment, that were purchased from July 
1, 2018 through December 31, 2021. We identified 406 assets1 with combined 
purchase prices of approximately $227,700 to determine whether they were 
included on the District’s inventory list. We found there were no procedures in 
place to ensure assets were properly recorded in the District’s inventory software 
and that assets tags were affixed to them. Fixed assets were not properly 
accounted for as follows:

ll 231 assets with a combined purchase price of approximately $48,700 were 
not on the inventory list. These assets included laptop computers, computer 
equipment, furniture, tools and various other assets. The Board did not 
establish an inventory recording and tagging threshold. As a result, there 
were no consistent procedures for adding assets to District records, District 
personnel used their professional judgment when adding assets to the 
inventory list and officials were unaware that these assets were not properly 
inventoried or tagged.

ll 175 assets with a combined purchase price of approximately $179,000 
were added to the inventory list, but the inventory records were incomplete 
or inaccurate. For example, the locations of these items were not recorded 
and 95 assets were not properly tagged because some tag numbers were 
assigned to multiple items. For example, these assets included 30 computers 

1	 Refer to Appendix C for further information on our sample selection.
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The Superintendent and Treasurer told us they did not maintain adequate records 
of the computers but believed some items had been disposed of without notifying 
the business office to update the inventory list. However, the Superintendent was 
unable to provide supporting documentation to show that the assets had been 
approved for disposal. 

Without accurate and up-to-date fixed asset records, District officials cannot 
ensure that District assets are protected against loss or unauthorized use. 
Furthermore, when assets are not tagged and identified as District property, there 
is a greater risk that assets could be lost or misplaced.

What Do We Recommend? 

The Board should: 

1.	 Formally establish a dollar threshold for recording and tagging fixed 
assets.

2.	 Designate a property control manager to maintain an up-to-date inventory 
of fixed assets.

District officials should: 

3.	 Ensure the inventory list is accurate and up-to-date. 

4.	 Ensure that all fixed assets recorded on the inventory list are immediately 
and appropriately tagged to identify them as District property.

5.	 Ensure that all staff who manage the District’s inventory are aware of their 
responsibilities related to the District’s fixed asset inventory and fixed 
asset disposal policies.

6.	 Ensure that all assets that have been disposed of are removed from the 
District’s inventory list. 

7.	 Ensure that surplus assets are approved by the Board before disposal 
and retain documentation indicating that the assets were approved for 
disposal. 

8.	 Conduct a complete physical inventory and ensure that periodic physical 
inventories are conducted at the frequency set in Board policy.
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Appendix B: OSC Comments on the District’s 
Response

Note 1

During the second walkthrough, three of the sampled computers were found and considered accounted 
for. While officials showed us a number of computers reserved for parts, they were not able to locate 
the 37 assets listed in the report.

Note 2

Assets may be of use regardless of depreciation value and replacing these missing items can be costly. 
Officials did not properly account for certain items we tested and did not properly perform physical 
inventory counts. As a result, officials do not know when the items went missing or their value at that 
time. The audit report indicates purchase price was used for assets tested.

In addition, each camcorder cost $800. Therefore, one $800 camcorder, not a $2,000 camcorder, 
was included in the items that could not be located. The total purchase price of the missing items was 
$25,496.  
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Appendix C: Audit Methodology and Standards

We conducted this audit pursuant to Article V, Section 1 of the State Constitution 
and the State Comptroller’s authority as set forth in Article 3 of the New York 
State General Municipal Law. To achieve the audit objective and obtain valid audit 
evidence, our audit procedures included the following:

ll We interviewed District officials and reviewed District policies and the 
Board’s minutes and resolutions to gain an understanding of and evaluate 
the adequacy of fixed asset policies and procedures.  

ll We reviewed asset reports from the 2017-18 fiscal year to determine the 
value of fixed assets at the beginning of our audit period.

ll We reviewed cash disbursements data for the audit period and identified 
purchases that appeared to be for fixed assets. We then reviewed the related 
invoices to identify any assets purchased that exceeded a threshold of 
$500, were high-risk inventory items such as technology equipment, or were 
similar items purchased that exceeded this threshold and should have been 
included on the inventory list.

ll From the 406 assets purchased during the audit period, we selected a 
sample of 111 assets (29.3 percent) and also selected a sample of 32 assets 
(10 percent) listed in the inventory records to perform a walkthrough of the 
District building to determine whether assets purchased actually existed, and 
whether assets were properly tagged and recorded.

ll We examined inventory records to determine whether physical inventories 
were conducted, how often and by whom.

We conducted this performance audit in accordance with generally accepted 
government auditing standards (GAGAS). Those standards require that we plan 
and perform the audit to obtain sufficient, appropriate evidence to provide a 
reasonable basis for our findings and conclusions based on our audit objective. 
We believe that the evidence obtained provides a reasonable basis for our 
findings and conclusions based on our audit objective.

Unless otherwise indicated in this report, samples for testing were selected 
based on professional judgment, as it was not the intent to project the results 
onto the entire population. Where applicable, information is presented concerning 
the value and/or size of the relevant population and the sample selected for 
examination.

The Board has the responsibility to initiate corrective action. A written corrective 
action plan (CAP) that addresses the findings and recommendations in this report 
must be prepared and provided to our office within 90 days, pursuant to Section 
35 of General Municipal Law, Section 2116-a (3)(c) of New York State Education 
Law and Section 170.12 of the Regulations of the Commissioner of Education. To 
the extent practicable, implementation of the CAP must begin by the end of the 
next fiscal year. For more information on preparing and filing your CAP, please 
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refer to our brochure, Responding to an OSC Audit Report, which you received 
with the draft audit report. The CAP should be posted on the District’s website for 
public review.   
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Appendix D: Resources and Services

Regional Office Directory 
www.osc.state.ny.us/files/local-government/pdf/regional-directory.pdf

Cost-Saving Ideas – Resources, advice and assistance on cost-saving ideas 
www.osc.state.ny.us/local-government/publications

Fiscal Stress Monitoring – Resources for local government officials experiencing fiscal problems 
www.osc.state.ny.us/local-government/fiscal-monitoring

Local Government Management Guides – Series of publications that include technical information 
and suggested practices for local government management 
www.osc.state.ny.us/local-government/publications

Planning and Budgeting Guides – Resources for developing multiyear financial, capital, strategic and 
other plans 
www.osc.state.ny.us/local-government/resources/planning-resources

Protecting Sensitive Data and Other Local Government Assets – A non-technical cybersecurity 
guide for local government leaders  
www.osc.state.ny.us/files/local-government/publications/pdf/cyber-security-guide.pdf

Required Reporting – Information and resources for reports and forms that are filed with the Office of 
the State Comptroller  
www.osc.state.ny.us/local-government/required-reporting

Research Reports/Publications – Reports on major policy issues facing local governments and State 
policy-makers  
www.osc.state.ny.us/local-government/publications

Training – Resources for local government officials on in-person and online training opportunities on a 
wide range of topics 
www.osc.state.ny.us/local-government/academy






