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Policy Statement:
Property inventories of personal and agency assets are maintained by MVACL for purposes of accountability and in case of fire or theft.
Procedure:

Apart from the office inventory, which is maintained by the Finance Manager, each group home will keep separate personal inventories for each supported person and one for agency assets.  Make, model and serial numbers of items such as appliances, electronics, furniture and assistive devices should be recorded.  
Manuals and warranties will be stored in the maintenance binder in the home.   At the time an item is acquired or discarded it will be recorded on the appropriate inventory.  The price of the new purchases will be entered and the reason for disposal or discarding of items will be noted. 
POLICY: INVENTORY
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