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PDF Ver. 2.0, 3/2/17 
AZDOHS PROPERTY CONTROL RECORD FORM EXAMPLE                           
Subrecipient:                 Anytown Police Department                                Date:           12/31/2015                                   Grant Number:          150100-01
 (Agency name here)                                                                                                        (e.g. 140000-00)
Add/Delete
Property ID Number (Asset Tag)
Property Description
Serial/VIN Number
Vendor (Source)
Acquisition Date
Unit Cost
% AZDOHS 
Grant funded
Location	
Condition (New, Good, Fair, Poor)
Disposition
Capital Asset
HL4000
TLO Vehicle: 2009 Chev Tahoe and Emergency Equipment
3A543EB719MEX1266	
ABC Car Dealership
12/29/15
$45,693.04
100%
Police Headquarters
Good
X
HL5510
Panasonic Toughbook
XKP62990
Anytown Equipment Supply
12/29/15
$5,000.00
100%
Installed in TLO vehicle, VIN 7352
Good
HL5511		
Panasonic Toughbook	
XKP62992
Anytown Equipment Supply
12/29/15
$5,000.00
100%
Installed in TLO vehicle, VIN 9696
Good
Total:
$55,693.04
        
Each piece of equipment/property MUST be listed on its own individual line.  For example,  If you purchased three (3) computers, list them on their own separate lines. See Toughbook example above.
                                                                                           Items to be included on the Property Control Form shall be equipment of a durable nature with an expected service life of more than one year, an acquisition cost in excess of $5,000 and does not become a fixture or lose its identity as a component of other equipment.   Please check the Capital Asset box if the property meets the following Capital Asset definition:  A Capital Asset is any tangible, nonexpendable equipment/property that has an acquisition cost of $5,000 (Five Thousand Dollars) or more per unit and a useful life of more than one year.         
                                                                                           
Equipment Management (2 C.F.R. Part 200, Subpart D, § 200.313)
 
(d) Procedures for managing equipment (including replaced equipment), whether acquired in whole or in part under a Federal award, until disposition takes place will, as a minimum, meet the following requirements:
 
1.  Property records must be maintained that include a description of the property, a serial number or other identification number, the source funding for the property (including the FAIN), who holds title, the acquisition date, and the cost of the property, percentage of Federal participation in the project costs for the Federal award under which the property was acquired, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.
 
2.  A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years. (AZDOHS highly recommends at least once a year.)
 
3.  A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property.  Any loss, damage, or theft shall be investigated.
 
4.  Adequate maintenance procedures must be developed to keep the property in good condition.
 
5.  If the non-Federal entity  is authorized or required to sell the property, proper sales procedures must be established to ensure the highest possible return.  (PRIOR APPROVAL FROM AZDOHS IS REQUIRED.)
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