
 

 

ANNUAL PHYSICAL INVENTORY CHECKLIST 



 

 

 

    

 

    

 

 

 

 

 TO:  Ellen Keenan, Financial Assistance/Property Accountant 

   Controller’s Office, 100 Swords Hall 

   Ext. 3116, efm@bradley.edu 

    

 FROM: 

 

 

 SUBJECT: Annual Physical Inventory 

    

 

In fulfillment of our unit’s annual physical inventory requirement, we have performed the following: 

 

 We have reviewed the inventory listing and have retained a copy for our records. 

 

 We have completed the physical inventory in accordance with instructions provided in the  

 Physical Inventory checklist. 

 

 We have updated the spreadsheet record to correct discrepancies noted.  We have submitted the 

appropriate documents to the Financial Assistant/Property Accountant. 

 

 We assure that any equipmT
/F2 nt.


