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1. Budget/ Inventory Control 

Title of Policy: Budget and Inventory Number: 1 

Revision Date: June 3, 2021 Effective Date: August 2, 2021 

Approved Date:  July 1, 2021 Approved By: Dr. Michael Moser 

 
Purpose: 
The athletic trainer utilizes both expendable and non-expendable equipment when providing 
medical care to student athletes. It is important that the athletic trainer maintain a running 
inventory of supplies at the beginning and end of each school year. The athletic trainer is 
responsible for ordering supplies as necessary to ensure their site has appropriate supplies 
available when they are needed. 
  
Policy Statement: 
The athletic trainer, along with the athletic director, will implement a method of taking inventory 
and ordering supplies that meet the demands and needs of their site.   
 
This policy should be a living, working document, continually reviewed and updated as 
appropriate, as the organization and our community changes. 
 
Scope: 
This policy applies to all parties who are associated with taking inventory and ordering supplies. 
 
Site Specific Procedure: 
Before the preseason season starts, the athletic trainer will take inventory to ensure that enough 

materials are present for the start of the upcoming season. The athletic trainer will document 

inventory on an Inventory Form (appendix 1A). The athletic trainer will determine what needs to 

be ordered from that form. The athletic trainer will ensure they have all supplies as listed in the 

Mandatory Supply List (appendix 1E) as part of their inventory 

When ready to place a new order, the athletic trainer will generate an Order Spreadsheet 

(appendix 1B) and submit it to the Athletic Director who will get approval of quantity and total 

price. Once the order is approved, the athletic trainer will place the order. The school will pay for 

the supplies and notify the athletic trainer when supplies arrive.   
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The athletic trainer will inventory all supplies again at the end of the year, following spring 

football.  The athletic trainer will update a new Inventory Form. The athletic trainer will order 

supplies, if necessary.   

There is not a set budget at North Marion High School. The athletic trainer will need to discuss 

what funds are available with the Athletic Director and Marion County School Board before any 

ordering is done.   

If during the season an athlete needs any equipment to help with maintenance of an injury 

(crutches, ace wrap, splints, etc.), the athletic trainer will check-out the equipment to the athlete 

using an Equipment Check-Out Sheet (appendix 1D).  The Equipment Check-out sheet will include 

the athlete’s name, the specific equipment checked-out and price for replacement, the date it 

was checked out, athlete’s signature, the date it was turned back in, and the athletic trainer’s 

initials. This is to assure all equipment lent out is returned.  

INVENTORY FORM: A soft copy will be kept on the school’s zip drive with running dates of when 

inventory is obtained. An updated hard copy will be printed out and put in the P&P any time 

inventory is taken. 

MANDATORY SUPPLY LIST: This is a list of supplies every athletic trainer must have on site 

throughout year as part of their inventory 

ORDER SPREADSHEET: A soft copy of the order spreadsheet will be kept on the zip drive so the 

athletic trainer for the next year can see what has been ordered in the past. Order spreadsheets 

can be removed from the zip drive after 2 years. 

EQUIPMENT CHECK OUT SHEET: A hard copy will be posted in the athletic training room, so the 

athletic trainer can keep accurate record of supplies checked out to student-athletes. 

Appendices 
1A. Inventory Form 
1B. Order Spreadsheet 
1C. Vendor Contact Information 
1D. Equipment Check-Out Sheet 
1E. Mandatory Supply List 
 

 


