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The District Board of Trustees is authorized to adopt procedures and policies regarding
College property, including the disposal of tangible personal property.

Personnel are responsible for property under their supervision. To insure against theft,
department and division heads and administrative officers should lock all rooms which
contain office machines or other valuable portable equipment when not under faculty or staff
supervision.

Incidents of loss, missing or stolen property must be reported immediately to the Vice
President of Administration & Finance. An investigation will be conducted and a report
made to local law enforcement authorities, if applicable. Written reports will be required of
all personnel having knowledge of such incidents.

Records: College property, equipment and other tangible property of a non-consumable
nature shall be inventoried annually and all discrepancies shall be traced and reconciled.

College-owned equipment or furniture may not be removed from its assigned location nor
may any College property be removed from campus without approval through the Vice
President of Administration and Finance or a designee. Requests for loans of equipment or
property shall be made in writing.

Additional inventories shall be taken whenever it is deemed appropriate by the President, the
President’s designee, or the District Board of Trustees.

Disposition: The College is authorized, with Board approval, to sell, trade, or donate surplus
or unusable items or property. The College may dispose of tangible personal property that
has been properly classified surplus by the District Board of Trustees. The President or the
President’s designee is authorized to develop procedures for declaring property surplus or
otherwise unusable, and for the disposal of such property. Revenue from such transactions
shall be credited to the fund from which the original purchase was made insofar as is
practicable.

College of Central Florida does not discriminate against any person on the basis of race, color, ethnicity, religion, gender, pregnancy, age,
marital status, national origin, genetic information, sexual orientation, gender identity, veteran status or disability status in its programs, activities

and employment. For inquiries regarding nondiscrimination policies contact Dr. Mary Ann Begley, Director of Diversity and Inclusion — Title IX
Coordinator, Ocala Campus, Building 3, Room 117H, 3001 S.W. College Road, 352-291-4410, or Equity@cf.edu.
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