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INVENTORY
1.
An inventory record of all the moveable contents of every department in all buildings of the University is maintained on a current basis.

2.
Its purpose is twofold:   first, to avoid buying articles which we can supply from our own recourses; and second, to provide us with a knowledge of the nature and value of our contents for fire insurance purposes or determine theft.

3.
This information is also useful not only so that we may know where to go to borrow an article for temporary use, but also in order that we may conserve the University’s funds by not having to buy an article which can be made available at little or no charge from within the University.  Obviously, this requires “give” as well as “take”, and the cooperation of all is earnestly invited.  It is emphasized, however, that all equipment purchased from General Funds is owned by the University and is not the “property” of a particular department.

4.
Furniture and equipment should not be transferred for other than temporary purposes to another department except as provide under P4 6(d).

5.
All enquiries relating to inventory control should be addressed to the Comptroller.

6.
All new assets as received are now being branded “AU” by the Department of Physical Plant and any not so marked should be reported to the Physical Plant Department.

7.
See Procedure F5 for direction regarding furniture and equipment procurement for offices and classrooms.

