Inventories








Supply Inventory





At the end of each month, a count of all supplies on hand should be done.  This helps determine usage for the month and helps determine what supplies need to be re-ordered.





New control sheets need to be placed in all the storage rooms.





Control sheets collected and supplies on hand count are put in the inventory file for the month.











Linen Inventory





All linen rooms, carts, storage rooms, the front desk, and the laundry room need to have all the linen counted.





Collect the rag/damage linen list from laundry.





Write down par levels for the guestrooms.





Calculate the counts for each type of linen.





5.  Put all count sheets in the inventory file.
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