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Highway Safety Office 

Equipment Report Document
District of Columbia Highway Safety Office

                        Policy, Planning and Sustainability Administration
                                           55 M St, SE, 5th Floor, Washington, DC  20003
                                                         PHONE 202.671.0492/FAX 202.671.0617
This form may be used to 1) record/request new equipment purchases, 2) certify the location and current use of equipment purchased with Highway Safety funds, or 3) report the disposition of equipment no longer in use. Any major equipment ($5000 or greater) MUST be approved by the HSO and NHTSA before purchase.
	Organization: 
              
	Project Title: 
               

	Project Number/PO#: 
                               
	Address:  

	Project Manager:     

	Date:     


Ownership of equipment acquired through this funding shall be vested with the applicant agency, not the United States.  However, equipment acquired through this agreement shall be utilized and retained in highway safety operations during the useful existence of such equipment.  Costs incurred for maintenance, repairs or support of such equipment shall be borne by the applicant agency.  If the equipment ceases to be used in the District highway safety program, the applicant agency agrees to immediately notify the HSO Coordinator.  In such event, applicant agency further agrees to follow the instructions for disposition of such equipment as may be found on the reverse of this form. 

See reverse side for instructions

PART I
Equipment Report (new purchase)
	Date Acquired
	Description of Equipment
	Model #
	Serial No.
	Vendor
	Cost

	

	
	
	
	
	


	Insurance Coverage
	Equipment Location
	Title Holder
	Expected Useful Life
	Approval 

BY NHTSA/HSO

	

	

	
	

	


PART II
Equipment Certification


A physical inventory of this equipment must be taken at least once every two years.


[image: image3.emf](1) Location:  
(4) Use:  A.  FORMCHECKBOX 
 Highway Safety
B.  FORMCHECKBOX 
Other* *Explain (Must complete Part III) 


PART III 
Disposition Request/Report
The following disposition action (has been) (will be) taken on the property

 listed in part I of this report.

1)  FORMCHECKBOX 

Equipment with a current fair market value less than $5,000.




No approval required.  
Disposition Code:  

2)  FORMCHECKBOX 

Equipment with a current fair market value equal to or greater than $5,000.  

Request disposition instructions for property listed in Part I.

INSTRUCTIONS

For the purposes of this report, equipment is defined as tangible, non-expendable, personal property having a useful life of more than one year and an acquisition cost of $1000.00 or more per unit.  Nothing in this report shall exempt a sub-grantee from procurement, accountability and inventory requirements of the legal entity, which holds title to the equipment.  All District regulations and ordinances will be followed in maintaining a record of this equipment.

PART I

Equipment Report: The following information will be provided for equipment acquired

1) Date Acquired.  Date equipment was received from vendor.

2) Description of Equipment. Item description.
3)  Model #.  Brand name and model number.

4) Serial #.  Manufacturer’s serial number.

5) Vendor.  Name of vendor.

6) Cost.  Invoice cost plus applicable freight.

7) Insurance Coverage.  Name of Insurance Company; if applicable. 

8) Equipment Location.  Address of physical location of equipment, including building and room number, if appropriate.

9) Title Holder.  Person responsible for equipment and contact number.

10) Expected Useful Life.  Estimated life of equipment.

11) Approval.  To be completed by DC HSO and/or NHTSA.

PART II

Equipment Certification:  A physical inventory of this property must be taken at least once every two years and the results submitted to DC HSO be entered in this space.

1) Location.   This space is for the new address when equipment has been moved.  If the equipment has not been relocated, “No Change” should be entered in this space.

2) Condition.  Use the following codes to indicate the present condition of the equipment:  (E) Excellent  (G) Good   (F) Fair   (P) Poor   (U) Unusable

3) Date:  This space is for the date the most recent inventory was taken.

4) Use:  If the equipment is still being used for highway safety purposes (i.e., the purpose for which it was purchased), check “A”.  If the equipment has been transferred to another program, check “B” and explain the reason the equipment was transferred and the agency to which it is currently assigned.  PART III must be completed if “Other” is indicated in this space.

PART III

Disposition Request/Report: In order that DC HSO may maintain current information on equipment purchased with highway safety funds, it is necessary that notice be submitted to this office when equipment is removed from the highway safety program for which it was purchased.  Furthermore, when the equipment’s current fair market value is $5,000 or more, DC HSO approval must be obtained before disposition action is taken.

1) Equipment with a current fair market value less than $5,000.  Use the following codes to indicate the disposition action taken: (S) Sold  (T-I) Trade-in.  Replaced with similar equipment, which will be used in a highway safety program.  (T-2) Traded-in.  Replacement equipment will not be used in a highway safety program.  (F) Transferred to another agency.  (R) Retired.  Equipment was surplused according to State or local regulations.  (X) Equipment was lost, stolen or destroyed.

2) Equipment with a current fair market value equal to or greater than $5,000.  When the applicant agency wishes to dispose of equipment that falls under this category, the DC HSO must be consulted prior to disposal.  Certain regulations govern the disposition of this class of equipment.  If equipment in this category is lost, stolen or destroyed, DC HSO must be advised as soon as the loss, theft or destruction is discovered and a report must be filed.

The project director is responsible for completing this report and maintaining a record of this equipment.  His/her signature must be affixed to this report.

Send to carole.lewis@dc.gov.
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