
  

INVENTORY 
 

 Teachers are accountable for the inventory in their classroom. 

         

Nothing is to be thrown in the trash without notifying the 

account clerk first.  If an inventory item needs to be disposed 

of, you must email the JPPSS tag number and item 

description to the account clerk. You must keep the item/s in 

your classroom until you are told to bring it to another 

location. 

 

If an inventory item is being transferred to another location, 

classroom or school, you must email the account clerk first 

for approval before it can be moved. 

 

Laptop carts can be checked out from the Bookroom with 

Mrs. McCabe.  You must check to verify that all laptops are 

in the laptop cart when picking it up.   

 

VERY IMPORTANT !!!!!! 

When returning the laptop cart, if any laptops, cords, etc. are 

missing or broken, you will be held responsible, financially.     

 

 

INSTRUCTIONS FOR  

COMPLETING INVENTORY   
  

 An inventory sheet must be completed for your 
classroom each school year.  You are to list ALL 
TAGGED ITEMS in your classroom, (promethean 
boards, computers, laptops, teacher laptops, etc.). 



**Exceptions, if you have a promethean board and, 
you cannot see the tag number, please write on your 
list that you have a promethean board with no tag.  
Also, if you have a computer that a tag number has 
been removed, be sure to list it with the serial 
number.  

If you do not have any tagged items in your 
classroom, please write NONE across the page and 
turn it in to the account clerk.  

Be sure to put your name and room number at the 
top of the sheet. When you are finished, you must 
bring it to the account clerk’s office or leave it in the 
mailbox on the door. 

The inventory sheet must be completed and turned 
in by August 15, 2019. 

 


