STI-IN Inventory Workflow Laboratory closure for scientific equipment

1) 12 months before the retirement of Prof. :
a) Inventory responsable contacts Prof. and
the inventory manager

b) SESAME: Extract the Excel inventory file Based on
corresponding to the financial center of the LEX 5.9.1
unit.

2) Unit manager prepares inventory:
- equipment not found
- obsolete equipment
- location of equipment

3) Session with « R-INF » and « RU » and « R-INV « for
validation of the detailed inventory status:
- organization of the disposal of obsolete equipment
- inventory exit validation with the school's «R-INV » of
equipment not found or already eliminated
- preparation of an official document with equipment to
be reassigned with date of end of use.

STORAGE:
4) Preparation of the reassignment of equipment: If no reattribution — store the equipment if
- send email to Prof. in the same institute / associated useful and in good condition. That will
campus to see if their is anyone interested. allow to reduce the installation fund for

new professors.
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