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I. Purpose and Scope:

Introduction:

SEF maintains a substantial inventory of parts and supplies to support the state's
fleet of equipment.  In order to preserve the integrity of this inventory and to
satisfy audit requirements, it is necessary to account for the value and quantity of
this inventory on a regular basis.  This is accomplished by taking  a physical
inventory (count) of all SEF parts facilities on an annual basis.

The purpose of this procedure is to establish a uniform method of conducting the
SEF Physical Parts Inventory.

Responsibility/Performance:

SEF Headquarters Establish specific inventory procedures.
Oversee the physical inventory process.

SEF District/Regional Manager Ensure adherence to these procedures.

SEF Parts Manager Conduct the physical inventory in accordance
with these procedures.

Reference:

Department policy DPOL 11.03.002 Repair Parts, Warehousing, Purchasing &
Inventory

II. Distribution

All holders of the Procedure Manual; all SEF Procedure Manual holders, SEF
Parts Managers, and SEF District/Regional Managers.
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III. Procedure:

A. Pre-inventory preparation

In order to achieve a successful physical inventory, certain preparations must
be made.  Data entry for all parts transactions (receipts, transfers, issues,
adjustments, etc.) shall be completed prior to beginning the physical inventory
process.

Warehouse layout regarding bin location and part identification must match
the computer information for those same items in the Equipment
Management System (EMS).

B. Physical count

1. Computerized count sheet is provided by EMS.

2. Conduct actual count, row by row, bin by bin, of all SEF parts facilities.
The physical count will be conducted simultaneously at all primary SEF
parts facilities.  Remote parts facilities will be counted prior to the primary
physical count.  SEF District/Regional Managers, or their designees, are
responsible to audit the physical counting process as it occurs.

3. Enter data from the physical counts into EMS.

4. Runt he Inventory Variance Report.  An EMS report is generated which
shows the variance between the computer on hand quantities and the
physical count quantities.

5. Report of Variance.  A report that shows the variance by item level and
parts facility, between original EMS quantity and actual physical count.  At
this point, any appropriate adjustments to the physical count as a result of
faulty inventory procedures and/or mistakes, will be made.

6. A final Report of Variance will be run to show actual overages or
underages in the inventory as revealed by the physical count.

C. Inventory reconciliation

1. Run the EMS Function Adjust to Physical Inventory, a report that adjusts
the computer inventory to match the physical count.  At the end of this
process, the EMS computer quantities will exactly mirror the physical
count sheet quantities.
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2. The book value of the statewide inventory is adjusted and reconciled to
AKSAS by SEF Headquarters staff.

D. Final inventory analysis and reporting

1. A final report of the physical inventory is prepared showing the ending
inventory at each parts facility, variances in the physical inventory,
problems (if any) with the count process, and other information pertinent to
the results of the physical inventory.

E. Parts issue during inventory

Although provisions will be made to issue essential parts from stock during
the inventory process, this activity should be kept to a minimum.  Appropriate
measures will be followed to account for parts issued and received during the
inventory taking process.

IV. Attachements

Attachment A - Count sheet
Attachment B - Variance report
Attachment C - Adjustment report








