
To: All VISD Employees 
Date: March 28, 2022 
Subject:  Fixed Assets Inventory 
From: Tray Bryan (tbryan@vidorisd.org) (409-951-8773) 
 
Hello all, 
 
It's getting close to that time of year again for our summer inventory and I'm sure you're looking 
forward to it as much as I am. I wanted to touch base with you ahead of time to remind you of 
the process and time schedule.  
 
First off I'd like to thank you in advance for your cooperation. Each year presents its own 
challenges and we've been able to work through them.  I need the Classroom/ Office Inventory 
Worksheet filled out and returned to me by email (tbryan@vidorisd.org) so that all fixed assets 
may be accounted for.  I am attaching this worksheet to this email.  Please follow the directions 
on the Classroom Inventory Worksheet, and please remember to send a copy of the filled out 
worksheet to my email (tbryan@vidorisd.org). Please have this done before you leave for the 
summer.  
 
 Fixed assets should have a “Property of VIDOR ISD” tag with a barcode.  The "Inv. Room #" is 
the barcode sticker placed on the inside of the door frame of each classroom/ office.  Those of 
you in classrooms/ offices of the portable buildings, with new construction, or with freshly 
painted door frames may not have a barcode sticker.  For those classrooms/offices with no 
barcode sticker please make sure to fill in your Campus Name and your Room Number found on 
or above your door.  If an asset will be locked away for the summer, please indicate as such on 
the worksheet.  If an inventoried asset will be going home with you for the summer, please fill 
out the Fixed Assets Take Home Form and turn it into your Principal or Supervisor for 
approval. This form also needs to be turned in before leaving for the summer.  If you are 
transferring an asset, please fill out the Fixed Assets Transfer Form., and turn into your 
Principal or Supervisor. These forms also needs to be turned in before leaving for the summer.  I 
am attaching both of these forms to this email.  Please remember only items valued at $500.00 or 
more are inventoried. 
 
 
I hope to begin inventory at the administrative buildings on May 30th and at the campus 
level starting June 13th at Pine Forest and will be working my way back towards the 
High School. If you have any questions please don't hesitate to contact me. 
 

 

 

Here are sample pictures of what our barcodes look like for clarification. 
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