INSTRUCTIONS FOR COMPLETING THE SUBGRANT INVENTORY FORM FOR EQUIPMENT ITEMS PURCHASED WITH AMERICAN RECOVERY AND REINVESTMENT ACT FUNDING

The equipment inventory listing must include each item purchased with these funds.

The listing should be cumulative and the Assurance Section must be signed by the 

Project Director.

Equipment Description:
This should include the name brand or make, model, and year (if applicable)

Expense Report #:
This is the Expenditure Report number located on the upper right hand corner of the Subgrant Expenditure Report/Request For Funds Form.

Date of Expense Report:
This date corresponds to the expenditure period covered by the Expenditure report being submitted (for example, if the expenditure report is for the period 7/1/09-7/31/09, the date of the Expense report should be July, 2009. If expenditure report covers a quarter, record ending period of report. (6/1/09-8/31/09,the date should be August, 2009).

Serial Number:
Enter the serial number assigned by the manufacturer. If there is no serial number, mark “NA”.

Agency Inventory Tag #:
This number is assigned by the agency identifying the item was purchased with ARRA funding. The number maybe a unique number assigned by the agency or the use of the serial number with ARRA label attached. In any event, it must be clearly identified as being purchased by ARRA.

Quantity Purchased:
Needed for smaller items without serial numbers.

Purchase Date:
Enter the date on which the item was purchased.

Total Cost Reimb. 

By LCLE:
Enter the cost of the item. This should be the cost that will be reimbursed by LCLE. (if the cost is more than is allowed by LCLE, enter only the amount to be reimbursed by LCLE.

Equipment Code:
Leave Blank. This is for LCLE use only.

Location/Use within

Agency:
Enter the section or division name in which the item is located or used.

Disposition:
This column should be completed only if an item purchased under the subgrant was sold or transferred to another agency prior to the expiration of the subgrant. Otherwise, leave blank. If the item was sold, enter the date of the sale, the amount received, and the notation “sold”. If the item was transferred, enter the notation “transferred,” and the agency and division to whom the item was transferred.
