Inventory of Church Furniture and Equipment

This does not include expendable items, ie office supplies paper products, pencils, etc.
Procedure for counting.


Two people work together in one room - one counts and one logs information on a form/checklist. 


Use only one page per room.


Have pages pre-labeled before group arrives - indicated how many rooms need to be counted.





They also can be color-coded, to identify a building or floor

Provide central place to begin and bring back information.

Provide blank forms, clip board, and pencil (no pens).  Each form will have room location - one per page.

Provide beverage and “munchies” (donuts, cookies, pretzels, nuts, etc)

Schedule a date and specific time to begin and complete counting - do all counting on one day if possible.

Reason to do of it in one day:  items that are located in a room on one day may not be there the next day.

Check church calendar - schedule it on a day of least amount of activities.

Who should do the counting?  8 - 10 people, depending on size of church and number of buildings.


Call senior citizens – this can be a fun project for them.


Note: when possible include someone to advise regarding antique value

Provide assistance from church staff (or appropriate representative) with counting the following items or areas


Kitchen


Handbells and handbell equipment


Nursery items


Christian Education items – ie. costumes, VBS equipment, etc.


Church offices


Library books


Other organizations that store items in your buildings (Boy Scouts, Girl Scouts, Rotary, Kappa Phi, etc)

Put information into computer -  this can be done by a volunteer - at home or in the church office


Should be done on a program compatible with the church computer programs


1.
Print a copy for church insurance file


2.
Keep two copies on diskette or CD - one in church office and one off church premises

Maintain inventory and update the printed copy and diskette or CD


Add new purchases and remove items discarded or given away

Examples of descriptions to include on form - by person doing the inventory:

	Chairs
	wood, metal, metal folding, fabric seat, plastic, wood seat, secretary

arms, no arms, small child’s chair, medium child’s chair, rocking chair

	Tables (list approx size)
	wood, metal, folding, child’s table, coffee or end table

	Lamps
	table lamp, floor lamp, piano

	Piano
	upright, spinet, grande, electronic

	Bulletin Board, T.V.
	approx. size


Estimate of time:
In a very large church with over 70 rooms -it took about 3 hours with 8 people doing the counting.

In a church with 20 rooms it could take 1 hour or less with 8 people doing the counting.
Inventory of Church Furniture and Equipment

Date of Inventory ____________________      

Name of person(s) that counted items in this room  _______________________________________________

Building Identification (Church, Friendship Center) __________________________________________

Floor:  Basement,  Main Floor, Top Floor

Room Name or Number:  ________________________________







         




 Quantity


Comments

	Chair, folding
	
	

	Chair, straight – with upholstery
	
	

	Chair, straight - plastic
	
	

	Chair, executive - arms
	
	

	Chair, secretary
	
	

	Chair, child
	
	

	Sofa
	
	

	Chair – upholstered
	
	

	Lamp – table
	
	

	Lamp – floor
	
	

	Piano
	
	

	Bookshelves – portable
	
	

	Bookshelves – built in
	
	

	Bulletin board
	
	

	Television
	
	

	VCR
	
	

	T.V./VCR Stand
	
	

	Table
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