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Purpose of Procedure

A year-end inventory count and valuation must be made before the close of business each physical year.
Inventory verification serves as a deterrent to loss, theft, damage, and misuse so those responsible for
assets perceive that they will be held accountable for such assets, and will be required to produce proof of
existence of those assets on a periodic basis. The following procedure addresses inventory verification,
which includes either physically, or electronically confirming the existence, location, and quantity of
assets.

Inventory verification is conducted to accomplish one or more of the following:
Assess the accuracy of asset records,
Update asset records,
Assess asset loss experience,
Identify process inconsistencies, and
Provide the status of the verified assets for reporting purposes.

Inventory Verification Procedure

The following are the general steps necessary to accomplish annual inventory verification. Due to the
complexity of the task and the constant shifting of inventorial items at the unit level, each unit will be
responsible for verifying the list of items to be verified. Specific instructions for the verification of
inventory items will be sent to each unit in the spring of each year.

The following are required actions and procedures:

e The units are required to physically locate and record each item from the unit list.

e  The Dean and/or unit head is responsible for their unit’s inventoried items.

e  Only full-time employees are allowed to perform unit inventory (students not allowed). Person taking
inventory will initial each item designating that item has been located.

¢ Any location changes on inventoried items should be noted on the list and a Unit Inventory Change Form
should be completed and sent to Property Control.

e Items deemed unusable or no longer needed by the unit, should be noted for removal from inventory or for
transfer to another unit.

e Any items not located should be noted with an explanation that states all means of locating said item have
been exhausted and the item cannot be found.

e Any item not located and suspected of being stolen, should notify Property Control immediately. Items
suspected stolen should be reported to Campus Police by Property Control.

e The Dean or Unit Head will sign inventory list after inventory has been completed.

Each year, after all unit inventory verification lists have been returned to Property Control, a random
verification of unit inventories will be undertaken by Property Control to assure that inventory methods
have been followed. No more than 25% of the units will have a post-inventory verified each year. All
inventories should be verified within a 5-year period.
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A specific timeline will be set for each annual verification using the below general timeline as a guide.

Results of assets will
be recorded for year-
end accounting

Units will have 2 weeks to

complete inventory check

and returned to Property
Control.

—_—

Spring of each year,
inventory list are sent to
each unit for checking.

2 weeks after all inventory check lists have
been returned to Property Control, post
inventory verification will be undertaken.

Example (may not be accurate representation of actual list):

Annual Unit Inventory Verification List
For Fiscal Year 2014

Effective
Asset ID ‘ Tag Number ” ltem Description “ Serial ID ” Date ||Cur-1 Location| New Location Description of em || Cost || Category “ Unit Area H Date Verified ”vmn Signature: “

000000002027 0000002594 | RADIO BASE STATION FADCXAZ180 411504 0110AIRHDG) dent Air Handling Rm 7T8E000  ITEQP | STUDENTM
beaooooostst Doo000zes2  |UTILITY GART FG9505-422863 213004 0110BKST dent Clr BOOKSTORE | 5216000 VEHIC BOOKSTORE B
beooo0oss11 0000002068 | PHOTOCOPIER IM8520; All n 080172 211006 0110BKST 5495000 M&E | Business,Off
‘beooooosese T000002168 | PHOTOCOPIER SAVIN MOg7S30118 8120007 0110BKST 3557.000 SVP BOOKSTORE B
‘boaooooosest 0000003070 | PHOTOCOPIER 1M 2520 -All og0258 51606 0110CASH 4095.000 SVP | Businoss,Off
be0000003705 (0000003219 | COPIER- SAVIN 9025k ; 25p0m,di ME485206559 0110DEAN 4457.000 VICE PRES SE
‘beoooooze41 0000002081 | PROJECTOR LCD "12314861 0110EDS 3536.000
‘Beaooosozac fHooooex: PHOTOCORIER Canon 3225 copier DFH32648 0110EDS 4867.000 EDS
‘Beaooonessit fhooooeaizr -INSERTERY PITNEY BOWES 1207958 0110FAQ 3645000 SVP | STUDENT E
‘beaoooneseze hooooosies OPIER  SAVIN BU35ESP-3 | M2775302107 0110FAQ §136.000 M&E | FIN AID.B
eaooonansed hooo00csse | PHOTOCORIER H2411403222 0110GOVR| 4006.000 SVP GOVR.B
eaooonassst ooo0aa1se | SERVER HA-071-1 0110NICK| dent Clr Nickglodean 9640070 ITEQP QITS.C
Hoaooonassaz 000003198 | SAN STORAGE HA STORAGE 0110NICK| dent Clr Nickglodean 20266000 ITEQP | OITSC
oaooonossse 000003208 | BATTERY BACK UP SYSTEM- APC 8Y | D$14557927-01 0110NICK| dent Clr Nickeglodeon 13098.780  ITEQP OITS.C
‘beaooozancoz fooooes R Intel Xean £5345 X 0110NICK| dent Cir Nickelodeon SVP OITS.C
% ks 1200R 12Tb SA 2 dent Clr Nickelodeon ITEQP OITS.C

00+ connect w dent Clr POST OFFICE M&E POST OFF B

HINE dent Stu Enroll Serv 4006.000 SVP STUDENT.E

PHOTOCOPIER  SAVIN B0Z5E, 25 MOa75300570 dent Stu Enroll Serv 4386.000 SVF STUDENT.E

‘uoopodoonas 000003323 | Club Cart 6 Passe wger 2010 Mo 605783G01 10 dent Ctr T/Q 8310.000 VEHIC STUDENT.E
‘uoooonozeaz o00000IEE | TRANSMITTER T14341 41103 0110WPLH| Branch Student Clr Radio WPLH 6484.650 ITEQP STUDENT.M

Instructions: Please locate each item on the above list and verify that it is found by posting current date in the "Date Verified” column and sign in the "Verifier's Signature” column. Any items found at a lacation other than what is designated in the "Current
Location" column, should insert the new lacation in the "New Location” column. When finished, jave the Unit Head or the Dean sign and return to Property Cantrol. For audit purposes, each unit should keep a copy of the verification list for their file. Remember,

ek sinide \lnsifieabinn ek mau ha chasbad b Deanash Canteal ar o Siabe A sbafl

Unit Head/Dean: Date:

Inventory Change and Surplus Procedure

In order to keep our records up to date for audit purposes, the Unit Inventory Change Form should be
completed for inventoried items that have moved to a new location or for items that will be sent to
surplus. This form can be found at http://www.abac.edu/more/business-operations/procurement. Unit
that currently has the item on their list should complete form. This form should be completed and sent to
Property Control at the time the item has moved — not at the end of the year or when inventory is taken.
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