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Inventory Policy
Preamble: 
MEASI Institute of Management recognizes the significance of efficient inventory management in fostering a conducive learning environment for its diverse student body. With a commitment to excellence and inclusivity, this policy aims to establish standardized procedures for the procurement, storage, utilization, and disposal of inventory across all departments of the institute. By maintaining optimal inventory levels and ensuring accountability, MEASI Institute of Management endeavours to support its academic and administrative functions effectively.

Scope: 
This policy applies to all inventory items owned or utilized by MEASI Institute of Management, including but not limited to educational materials, office supplies, furniture, equipment, and technology resources. It encompasses procurement, receipt, storage, distribution, utilization, maintenance, and disposal of inventory items across various facilities of the institute.

Objectives:
1. To ensure the availability of necessary inventory items to support academic and administrative activities efficiently.

2. To minimize inventory costs by optimizing procurement, storage, and utilization practices.

3. To establish accountability and transparency in inventory management processes.

4. To promote sustainability through responsible consumption and disposal of inventory items.

5. To enhance the operational efficiency of MEASI Institute of Management through streamlined inventory management practices.

6. To comply with relevant legal and regulatory requirements governing inventory management.

Purpose: 
The purpose of this policy is to:

· Provide clear guidelines for the management of inventory items within MEASI Institute of Management.

· Facilitate effective planning and decision-making regarding inventory procurement, utilization, and disposal.

· Foster a culture of accountability, transparency, and responsibility among faculty, staff, and students in managing inventory resources.

· Enhance the overall efficiency and effectiveness of academic and administrative functions by ensuring the availability of required inventory items when needed.

· Align inventory management practices with the values and objectives of MEASI Institute of Management, including its commitment to excellence, inclusivity, and sustainability.

Policies & Rules:
1. Procurement: All procurement shall be made in accordance with budgetary allocations and approved requisitions.

2. Receipt and Inspection: Upon receipt of inventory items, designated personnel shall inspect and verify the quantity, quality, and condition of the items received. Any discrepancies or damages shall be documented and reported promptly.

3. Storage and Security: Inventory items shall be stored in designated storage areas that are secure, well-organized, and conducive to preserving the quality and condition of the items. Access to inventory storage areas shall be restricted to authorized personnel only.
4. Utilization and Maintenance: Inventory items shall be utilized for their intended purposes only and maintained in good working condition. Regular maintenance and servicing shall be conducted as per manufacturer recommendations to prolong the lifespan and functionality of inventory items.

5. Inventory Tracking and Documentation: MEASI Institute of Management shall maintain accurate records of all inventory transactions, including receipts, distributions, transfers, and disposals. Inventory records shall be updated regularly and reconciled with physical inventory counts to ensure accuracy.

6. Disposal and Surplus Management: Disposal of inventory items shall be carried out in compliance with relevant environmental regulations and institutional policies. Surplus inventory items may be redistributed internally or disposed of through appropriate channels, such as auctions, donations, or recycling programs.

7. Training and Awareness: Faculty, staff, and students involved in inventory management activities to ensure compliance with inventory policies and procedures. Awareness campaigns and educational initiatives shall be conducted periodically to promote responsible inventory management practices across the institute.
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