State CONTROLLED PROPERTY INVENTORY

	LOCAL AGENCY
	WIC
	CITY


	PG# ____ OF ____



	NAME OF RESPONSIBLE INDIVIDUAL


	TITLE



	Report on Federal Funded, WIC Purchases and WIC Supplied Items Only
	


	State of Alaska Tag # if Applicable
	Serial

 Number
	Item Name
	Description 

(Manufacturer, Model, Size, Color, etc.)
	Location in Building
	Person Responsible for Item
	Approx.

Purchase

Price
	Service Life
	Acquisition date: Month/
Year 
	Disposal

Method
	Disposal Date if disposed within the fiscal year
	Sale price, if sold

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	State of Alaska Tag # if Applicable
	Serial

 Number
	Item Name
	Description 

(Manufacturer, Model, Size, Color, etc.)
	Location in Building
	Person Responsible for Item
	Approx.

Purchase

Price
	Service Life
	Acquisition date: Month/
Year 
	Disposal

Method
	Disposal Date if disposed within the fiscal year
	Sale price, if sold

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	I acknowledge that all controlled property items on this sheet have been physically inventoried and are accounted for, and that I am responsible for the continued control and protection of this State owned property.
	Keep one copy in your file.  Original must be signed, dated, and returned to your Department Property Officer.

	Signature of Responsible Individual
	Date

	
	


Directions:  Report on all WIC owned items purchased with WIC funds or any item provided by the State of Alaska WIC office.  Compare last year’s reported inventory to the current year’s inventory and make sure no equipment has fallen off the current year’s inventory form.  If items are missing or have been disposed, account for them on the current year’s form.  This form must be used and all columns completed to be accepted by the SOA WIC program.  Items to include on the inventory are: double electric multi-user breast pumps, computers, scanners, signature pads, check printers, printers, copiers, Hemocues, Prontos, vehicles, audio-visual equipment, iPads or tablets, and kiosks.  
Columns to be Completed:

1. State of Alaska (SOA) Tag # if Applicable:  Some WIC items such as breast pumps, Hemocue and Pronto machines may have SOA fixed on the surface of the machines.  If the item has a SOA tag # report it in this column.  If there is no SOA tag # write N/A in the column.
2. Serial Number:  Equipment such as breast pumps, hemoglobin monitors, computers and printers have serial numbers.  Identify the serial number on equipment and record it in this column.  A vehicle VIN number can be recorded here if applicable. 
3. Item Name:  Record the common name of the item such as double electric breast pump, computer or HgB Machine in this column.

4. Description:  This is the manufacturer, model, size, color.  Record items such as Symphony or Lactina Pronto, Hemocue or Dell Optiplex, or Brother in this column.

5. Location in building:  Record where the computer is located in the building.  Record which clinic it is located in if the inventory is done for all clinics that a local agency operates.  For example:  Juneau, room 501.  

6. Person responsible for Item:  Record the person’s name that is responsible for the item.  Example:  Dana Kent

7. Approximate Purchase Price:  Record the price of the purchased item.  Symphony breast pumps are $350 (during SFY 2017), Prontos are $1,000.  

8. Service Life: Report the estimated average of the life span of the item.  Life span of the Symphony pump is estimated at 8 years.  Life time of the Hemocue and Pronto machines are 5-10 years.  Computers are generally on a 4 year refresh cycle.
9. Acquisition day:  Month/Year:  Record the date the item was originally purchased or acquired.

10. Disposal Method:  If the item has been disposed, record how it was disposed of here.  Example:  Traded in through Medela, returned through a computer refresh cycle.
11. Disposal Date:  Record the date the item was disposed.

12. Sale Price, if sold:  Record the sale price of the item if it was sold.  Prior to selling any WIC funded item, contact the State Office for procedures.  
Service life:

· Computers estimated at- 4 years from date of purchase.  

· Breast pumps estimated at- 8 years from date of purchase.  
· Hemocue and Pronto Machines estimated at- 8 years from date of purchase.
