
 
 
 

ABAC Business Guidelines and Procedures Manual 

Departmental Responsibility: Office of Property Control 

Topic: Annual Inventory Verification Process 

Effective: February 2014 

Last Revised Date:  

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: 

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

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

 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.   

 Items deemed unusable or no longer needed by the unit, should be noted for removal from inventory or for 

transfer to another unit.   

 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.   

 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.  

 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.     

 

 

 

 

 

 

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

 

 
 

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.   

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

Units will have 2 weeks to 
complete inventory check 
and returned to Property 

Control.  

2 weeks after all inventory check lists have 
been returned to Property Control, post 

inventory verification will be undertaken.   

Results of assets will 
be recorded for year-

end accounting 
purposes.   

http://www.abac.edu/more/business-operations/procurement

