INVENTORY CONTROL

Each year we ask the school principal to conduct a detail inventory of each room in their building before school is dismissed for the summer.  Finance provides an inventory form to use.  Each form is identified with the teacher’s name and room number.  The form has space for other details; for example, quantity and/or serial number.  A copy of the form is kept in the room.  When the teacher of the room returns to begin the next school year, they would use the form to verify the inventory of that room.  Another copy needs to be in the school office and a copy sent to the Finance Department.  

