Inventory Tracking Process

Relocating Items:

Fill out inventory
sheet with location
details and give to

Stacy or email
information to
Stacy.

4

Items may be
maoved to new
location.

New Items:

Tag item and fill out an inventory sheet.

¥

Inventory sheet or email is sent to Stacy.

Stacy to enter new information into
inventory system.

Start of School Year

Stacy and Marlo send inventory lists to
staff to verify the list of items assigned to

them or located in their room.

¥

Staff review list and add new or account
for items not found on list and return to
Stacy and Marlo.

¥

Any questions will be researched and

resolved with staff and admin if needed.

¥

Stacy will enter information into in the
inventory system.

A 4

Inventory list is provided to insurance
company 1x per year.

Discarding Items:

Fill out inventory
sheet with discard
reason and remove
tag.

'S

A 4

Item is discarded
appropriately.




Inventory Routing Slip

Iltem type Tag# PO#
Vendor Account #
Description Unit Price
Model # Serial #

Invoice # Invoice Date Dept.
Fiscal Year Person Responsible

Location Changed From:

To: Date

Discarded Reason

Date

Date routed to Administrative Assistant

For Items 500.00 and above: Date routed to Business Office




hool Year



