IMPORTANT -- YEAR-END INFORMATION

MEMORANDUM

TO:		Kasi Balmforth, Site License Program, Network and Security Services,
Operation and System Services 
		Alaina McCully, Central Feed Plant 
Robin Stanco, Tri-Cities Copy Center, Hospitality Cafe
Ashley Matson, Veterinary Clinic 
Julia Zaring, Technical Services
		Joanne Greene, University Recreation, ORC 
Jim Colombo, Energy Program 
                   	Wade Brantner, University Stores, Fac Operations 
		Kathleen Hagen, WADDL 
Bill Butcher, Cougar Health – Medical Clinic Supplies
Renée Heimbigner, Cougar Health - Pharmacy 
Denise Robertson, Cougar Health - Vision Clinic
Elizabeth McManus, WSU Visitor Center 
Cliff Berkman, Chemistry Stores 
Ashley Mell, Donna Hash, Housing and Dining Services
Glenn Miller, School of Biological Sciences 
Amany Hassan, Vet Micro/Path 
Jon Haarlow, Athletics Equipment Room, Concessions 
Karrie May, Energy/Steam Plant 
Eric Lynch, Motor Pool
Ed Sala, University Publishing 
Jacob Moya, CAHNRS – Extension
		Rebecca Huffman, Materials Research Center 
John Haugen, Creamery 
		Cody Wilson, Parking and Transportation Services 
Kaity Bass, Postage Stores 
		Deb Bell, Alumni Center	
		Joe Cross, CORETECH
		Kaury Balcom, Wine Science Center
		Bret Oglesbee, ESFCOM
		Katrina Shelton, SESRC


FROM:		Shane Fabros

DATE:		May 15, 2026

SUBJECT:	Annual Physical Inventory

Attached is a set of inventory instructions to be followed when taking your year-end physical inventory as of June 30, 2026.  Due to the materiality of Washington State University’s inventories, the State Auditors and Internal Auditors may be observing and verifying the count.  
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Please complete the Appendix A form and return to Shane Fabros at Campus Zip 1025 by June 12, 2026.  This will inform me of when you plan to take your physical inventory and arrangements can be made to observe the count.  If you are on a perpetual inventory method, please indicate this on the form.  If your consumable inventory is less than $50,000, you may either request an exemption from the Executive Director, Business Services/Controller prior to June 11, 2026, to not take inventory or complete the inventory as instructed.

Please retain the detailed inventories at the department level.  Complete Appendix B stating the total dollar value of inventory at the lower of cost or market value and return to the Business Services/Controller’s Office by July 10, 2026.  

If you have any questions concerning the inventory instructions, please email Shane Fabros at shane.fabros@wsu.edu.

Attachments

cc:	Jennifer Druffel
Tami Bidle
	Heather Lopez			
	


