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Agencies must maintain an up-to-date inventory of all furniture, fixtures and equipment (complete with serial or registration numbers, purchase and disposition dates and the location of each item) purchased with MOHLTC funds, which are valued at more than $1,000.

Application

All funded agencies

Rationale

Responsible management requires that organizations keep track of their assets. Because the MOHLTC provides the funding with which agencies purchase their furniture and equipment, the Operating Manual requires that funded agencies maintain careful records of their inventory. 

Discussion

“Inventory” is defined as:

· A detailed, itemized list, report or record of things in one’s possession, especially a periodic survey of all goods and materials in stock

· The process of making such a list, report or record

· The quantity of goods and materials on hand; stock

Few community mental health and addiction agencies produce goods for sale. Consequently, their inventory is comprised solely of the furniture, equipment and other tangible assets required to operate their programs. For smaller agencies, a simple inventory control process may be adequate. That process should include:

· Entering newly purchased assets into an inventory control sheet as soon as they are purchased:

· Updating the Inventory Control Sheet if the asset is moved, replaced, lost or disposed of

· Conducting a physical check of assets against the inventory at least once a year 

Larger, more complex organizations with multiple sites or those with a significant investment in furniture and equipment (residential services or agencies that rely heavily on technology, for example) may choose to use a technologically-enabled inventory control system. Many accounting software programs include an inventory control module that integrates with the purchase order, sales order, job costing and general ledger components.

The Operating Manual notes that:

· The MOHLTC may ask for a copy of the inventory at any time 

· Although agencies are required to maintain an inventory of all assets valued at more than $1,000, the MOHLTC only requires information about assets valued at over $5000

Resources

The following resources are included:

· Inventory Control Sheet

Additional Resources are available online:

· Managing Your Assets (The Business Link, Alberta, 2005): A short primer for small business on all aspects of asset management, including inventory control.  Available at: www.cbsc.org/alberta/content/assets_bulletin.pdf  
SAMPLE INVENTORY CONTROL SHEET

Section 1

	LOCATION
	INVENTORY CONTROL NUMBER
	DESCRIPTION
	ACQUISITION DATE
	COST
	SOURCE OF FUNDING

	· program name

· program site
	· asset # 1674
	· computer

· item

· make

· model

· serial #
	· 03/05/01
	· $2,100
	· MOHLTC

	xxxx
	xxxx
	xxxx
	xxxx
	xxxx
	Xxxx

	yyyy
	yyyy
	yyyy
	yyyy
	yyyy
	yyyy

	zzzz
	zzzz
	zzzz
	zzzz
	zzzz
	zzzz


Section 2

	CURRENT USE
	CONDITION
	DISPOSITION
	DATE

OF INVENTORY
	SIGNATURE
	VERIFICATION

	For supervised use by consumers in clubhouse
	· Requires frequent repair

· Replace- ment necessary
	· To be replaced as soon as funding available
	· 31/03/05
	· xxxx
	· xxxx

	xxxx
	xxxx
	xxxx
	xxxx
	xxxx
	xxxx

	yyyy
	yyyy
	yyyy
	yyyy
	yyyy
	yyy

	zzzz
	zzzz
	zzzz
	zzzz
	zzzz
	zzzz


Accountability Supports 
November 2005
       1/2

