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Policy Name: Equipment Inventory  Policy Number: G-19 

Functional Area(s) Responsible: Administration & Finance 

Owner(s) of Policy: Administration & Finance    

Most Recent BOT Approval Date: July 2015    

Most Recent Review Date: Spring 2023  

Most Recent Review/Revision Type:   ☐ none    ☒ minor/non-substantive     ☐ substantive/extensive     

 

Policy Statement: 
Finger Lakes Community College shall maintain an inventory record of all individual equipment items with a purchase 
price of $5,000 or more. All equipment purchases (college/grant funded), leases, and donations must be designated 
as an acquisition. 
 
Administra
of each department chair/head. 
 
Department chairs/heads are responsible for the maintenance, control, and disposition of all assets assigned to their 
department. Department chairs/heads are required to complete and submit an annual inventory of all scheduled 
equipment assigned to their department(s). 
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identification form to the accounts payable office. In most cases the form will be attached to the receiving copy of 
the purchase order. Accounts Payable will forward the identification sheet to Vice President, Administration and 
Finance or their designee upon receipt. 
 
Fabricated and Donated Equipment 
Where the College system is not aware of the presence of a donated or fabricated piece of equipment, it is the 
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