Annual Property Inventory Form
(Only for property with a unit acquisition cost of $5,000 or more)
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	1. Local Workforce Development Area
	
	

	
        Number and Name:
	
	3. Date of Inventory Completion:
	

	
	
	4. 
	

	2. Fiscal Agent
Name:
	
	4. Contact Person

Name:
	

	
Address:
	
	
Telephone Number:
	

	
	
	
Fax Number:
	

	
	
	
E-Mail Address:
	


	5. Item Name with Description (Dimensions, Color, Model #, Manufacturer’s Name, Identifying Features)
	6. WIA/WIOA Identification Tag Number
	7. Item Location (Address and Telephone Number)
	8. Condition         Code
	9.  Date of Original Acquisition Month/Year
	10. Original Acquisition  Cost ($)
	11. Serial Number 

(If applicable)
	12. Original Purchaser 

(If applicable)
	13. Transfer Date 
(if applicable)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


      I certify that all property expenditures have been made in accordance with applicable regulations, that all items included on this list have been received and paid       for, and that all property included herein has been properly entered on inventory records.

	Printed Name of Authorized Signatory:  
	
	Title:  

	Signature:
	
	Date:  


Instructions for completing the Annual Property Inventory Form

page 2 of 2
(only for property with a unit acquisition cost of $5,000 or more)

After completion, retain the original and mail or email a copy of the form to the Bureau of Workforce Development Administration.
The fiscal resource account email is RA-LIBWDA-FISCALOPS@pa.gov. 
General Information

Item 1.  Enter the name and number of the Local Workforce Development Area.

Item 2.  Enter the fiscal agent’s name and address.

Item 3.  Enter the date that the inventory was completed.

Item 4.  Enter the contact person’s name, phone number, fax number, and email address.

Property Inventory Information

Item 5.  Enter the name of the property item.  Describe each item including dimensions, color, model #, manufacturer’s name, and any other identifying features.

Item 6.  Enter the WIA/WIOA identification tag number.

Item 7.  Enter the address and telephone number where each item is physically located.

Item 8.  Enter the condition of each item utilizing the following codes:

 E = Excellent condition

 G = Good condition

 F = Fair condition

 P = Poor condition

 S = Scrap – Repairs would cost in excess of 65% of acquisition costs.

Item 9.  Enter the original acquisition date of each item.  If this is a transferred item, enter the original purchase date NOT the transfer date.

Item 10. Enter the original acquisition cost of each item.

Item 11. Enter the serial number of the property item, if applicable.

Item 12. Enter the original purchaser, if not directly purchased by the current item holder.

Item 13. Enter the transfer date, if applicable.

Certification

After completion and verification of inventory data, the fiscal agent or authorized signatory must sign and date the form.

   
Print the name and title of the fiscal agent or authorized signatory.

Sign the form.

Enter the date.
