College of Southern Idaho
Inventory Policy - 5.14.32
Updated:  January 1, 2011

In accordance with policy set by the Director of the Idaho State Department of Administration in her letter of July 13, 2001, the inventory threshold for the College of Southern Idaho (CSI) is set at $2,000.  Computers and related electronic equipment is inventoried down to a value of $500 for tracking and insurance replacement purposes.  At the discretion of administration, other items may be assigned an inventory tag based upon their risk of loss.


The college inventory system is made up of a computer data base containing the date of purchase, value, fund-department-account where the item was charged and location.  The system is audited each year by the college’s independent auditors in determining compliance with generally accepted accounting principles.  

Items with inventory tags must have an “Inventory Change Form” (See attached form) filled out when they are moved to different locations, sold or at the time of disposal.  We have to update our computer system to accurately portray items in a specific location for both insurance and audit compliance.  Our auditors pick items from our inventory listing and go to the location listed to verify the equipment exists and is in the proper location.


Surplus property must be disposed of in accordance with Idaho Code section 33-601 section 4.  Except for items with a value of less than $500, a formal advertising/appraisal/auction process must be used to dispose of surplus equipment.  


Questions regarding inventory should be directed to the Vice President of Administration.

INVENTORY CHANGE FORM

ITEM #:  ​​​​​​​​​​​​__________________

ITEM DISCRIPTION:  _____________________________________________
SERIAL#:  _________________________



FROM





TO

BUILDING:___________________

BUILDING:_____________________
ROOM:  _____________________

ROOM:  ________________________

Please fill out form for all Inventory being moved to a new location or items beings removed from service.

Contact the Business Office at extension 6205 if you have questions.
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