CITY OF LOS ANGELES

LILLIAN KAWASAKI CALIFORNIA COMMUNITY DEVELOPMENT

GENERAL MANAGER

DEPARTMENT

215 W. 6TH STREET
Los ANGELES, CA 90014

JAMES K. HAHN
MAYCR

Date: JUL 12 2002 -
To: All WIA Full Service and Sgellite WogkSo enters
From: Ann Giagni, Director
Workforce Development
Subject: DIRECTIVE NO: 03-01
INVENTORY REPORT

As part of the closeout process for WIA Program Year 2001-2002, all Full Service and
Satellite WorkSource Centers are required to submit an inventory of all equipment
purchased using WIA funds from July 1, 2001 to present. In order to account for all
equipment purchases funded by WIA, the total costs of the equipment in your report
should be equal to the equipment expenditures you will be reporting in your closeout
expenditure report. Furthermore, your assigned Program Analyst will review this report
and compare it with the approvals on file and will also use it in tagging the equipment.

D LINE FOR 1 Y 21,2002.

Submit one copy of the inventory report with your closeout package to FMD and a
second copy to your Program Analyst.

Attached is the inventory form you will use in preparing the report.

If you have any questions, please contact your assigned Program Analyst.
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m Instructions and Inven Forms

Following are the line item instructions for completing the Closeout Inventory Form. These

instructions are numbered to correspond with the Closeout Inventory Form.

For your

convenience, this Excel form will be e-mailed to your agency.

“ Eter the name of the Agency.
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2. Date Enter the date the inventory is completed.

3. Contact Person Enter the name of a contact person in the event any questions
should arise conceming information on the completed form. The
contact person will, in most cases, be the individual who prepared
the report.

4, Phone Number Enter the contact person’s phone number.

5. Certification The form must be signed by the person authorized to certify that all
the property identified is present at your site.

6. Description Provide a brief description of the equipment, e.g., Dell Computer
Optiplex GX1. Dell Trinitron monitor.

7. ID Number Enter the identification number used to track the equipment for
inventory control, e.g., CDD tag number, manufacturer’s serial
number, model number, federal stock number, national stock
number, equipment tag number, or other identification number.

8. Title Holder Indicate whether title vests in the SDA or State. Enter SDA, State
or Other. If State or Other, attach a detailed explanation.

9. Acquisition Date Enter the date the equipment was acquired (or date received), if
the equipment was furnished by the Federal Government.

10. | Acquisition Unit Cost | Enter the individual unit cost of equipment at the time of
procurement.

11. | WIA Percent of Cost Enter the Percentage of WIA patrticipation in the cost of the
equipment (not applicable to equipment furnished by the Federal
Government). In most instances this percentage will be 100
percent.

12. | Location Enter the equipment location (as of the inventory date).

13. | Condition Enter the condition of equipment as of June 30, 2002. Use the
following terminology — Good, Fair, Poor, or Nonworking.

14. | Electronic equipment | This column is used for equipment that is electronic, but has a Fair

=<$5,000 Market Value (FMV) of less than $5,000. If applicable, enter an “X”
and be prepared to provide documentation on how the FMV was
determined.

15. | All equipment This column is used for items with a Fair Market Value (FMV) equal

=>$5,000 to or greater than $5,000, regardless if they are electronic or not. If
applicable, enter an “X” and be prepared to provide documentation
on how the FMV was determined.
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