HCCS Property Management Rules
HCCS BOD, 5/8/09
   

1. Propose: HCCS property (inventory) must be used directly related to HCCS business and activities. Users share all equipment for common HCCS interests. This policy is applied for property with purchased value over $50.00.
2. Purchaser’s responsibility: Purchaser must have approved from proper HCCS authorization before making purchase; must show the items and provide information including item names, brand names, purchasing prices, invoices or receipts, models, series numbers, etc. to the General Manager for the recording purpose; and must has signatures on the original receipts from both General Manager and Principal before submitting to Treasurer for reimbursement.   
3. General Manager’s responsibility: General Manager must record the item information, such as, name, brand, purchasing data, purchasing amount, model, series number, and etc., in the HCCS inventory list, generate inventory card, label or barcode (such as labeled Howard County Chinese School (HCCS) Property), and ratify the signature on the receipt. General Manager must maintain HCCS inventory list and manage all HCCS properties. 
4. Treasurer’s responsibility: Treasurer must have two signatures from Principal and General Manager for the reimbursed item over $50.
5. User’s responsibility: All users must sign for borrowing HCCS equipment with Name and Date and sign off when returning. Users must immediately report any damages and losses to General Manager and Principal with detailed explanations and alternative proofs.
6. Principal’s responsibility: Principal must report inventory status as BOD requests, and authorize the donation or resale non-used items, and dispose the broken or damaged items. 

7. BOD’s responsibility:  BOD audits HCCS inventory and report to General Member Meeting (GMM) at least once a year.

8. Other: All users including HCCS officer retiree must return all HCCS items 2 weeks ahead before leaving.
