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TITLE: Purchase Orders
Property Control/Inventory Tags

Purpose
The purpose of this guidelineis to define a procedure for property control/inventory tags.

II. Procedure

The function of the Property Control Office isto safeguard Fredonia’s assets. Afteryourequipment has
beenordered viaapurchase order, documentationis sentfrom the Purchasing Departmenttothe
Property Control Office. Itis that action that triggers you to receive eitheraredtag or an inventory
control tag along with a photocopy of the purchase order.

If you are making purchases viayour State issued procurement card, itis yourresponsibilityto send that
information tothe Property Control Office.

If you have any questions regarding these tags oritems involving property control, please contact
Property Control at extension 3216 or email propcont@fredonia.edu .
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