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CHAPTER: Inventory 
TOPIC 2: REGULATIONS 

 
 
2.3 Operative Dates 
 

• The annual inventory (physical count) of supplies stored in bulk, equipment, 
textbooks and other copyrighted educational materials stored at a site is required 
to be completed by April 15 of each year. 

 
• A signed “Annual Inventory Statement” (refer to Exhibit A page 34) is to be 

electronically forwarded to the respective ROC within thirty days (30) after the 
completion of the inventory. You may access the “Annual Inventory Statement” 
by: 

Navigating to the website of the Division of Financial Operations (DFO) 
at http://nycenet.edu/offices/dfo/default.htm.   Once there, click on 
“FAMIS Portal” (right side) >Enter your Password and ID > Go to 
“Miscellaneous” > “Inventory” >Click on “Annual Inventory Statement.”  
Note: Authorization to enter FAMIS and secure inventory information is 
restricted to select personnel only.  In schools, it would be the principal 
or his/her assistant principal(s). 
 

 
2.4  Categories of Property that are Inventoried 
 

Before implementing an inventory process, each administrator or designee should 
have a clear understanding of the differences among the following three 
categories: 

 
Supplies  
Expendable materials such as paper, chalk, art supplies, writing Implements, 
copier machine chemicals, etc.  

 
Equipment 
Items which can be reused or which maintain their character through use, and 
usually costs at least $5000.  Other such items, which may cost under $5,000 
such as typewriters, video cameras, TV sets, tape recorders, science lab 
equipment, musical instruments, digital cameras, DVD players, etc. must also be 
inventoried. 

 
Textbooks 
Published and copyrighted materials used for instruction. Since instructional 
materials are no longer limited to printed documents, this category now includes 
audiotapes, videotapes, and computer software that are used for 
instructional/educational purposes. 
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