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Instructions

This format can be used for property management purposes and for computing and recording depreciation.

A. Record the date the item was purchased if item was directly expensed.  If the item is to be depreciated, indicate the date the item was placed into service after the date of purchase.  This is the effective date for depreciation.

B. Indicate whether the item was directly expensed (DE), claimed as depreciation (DEP) or claimed as a use allowance (UA).

C. Self-explanatory.

D. Self-explanatory.

E. If claiming depreciation or use allowance, include the purchase price, delivery, set up charges, and any in-transit insurance.  DO NOT INCLUDE any financing or interest charges.  Identify, record, and deduct the amount and source of any Federal funds used to pay for all or any portion of the item’s cost or to meet matching of a Federal grant from the acquisition cost.  Deduct any scrap or salvage value, refunds, rebates, and prompt payment discounts received.  If the item was received as a result of a trade or a trade-in was used, deduct the amount received for the traded item from the adjusted acquisition cost of the new item, then add back the lesser of: (1) the non-federal share of the fair market value, (2) undepreciated nonfederal share of the original item or (3) non-federal share of the trade-in.

For donated equipment or when the acquisition cost is not known, use the current fair market value of the item at the time of donation.  Only the costs incurred in obtaining and placing donated equipment into service may be depreciated.

F. Provide the current book value, based on the month and year listed.

G. Indicate all sources used to purchase the item and the percentage from each funding source.

H. Record the current location of the item to include a building name and general location in the building.

I. Identify the depreciation method that will be used (i.e., SL, DDB, etc.) and the number of years that the equipment is expected to be depreciated (e.g., SL for 5 years).

J. For the annual amount using the SL method, divide column E by column I, Life Expectancy.  For a monthly depreciation amount, divide the annual amount by 12.  Record the annual depreciation amount.  For methods other than SL, make the necessary calculations, and enter the amount.  Depreciation must be recomputed each year for all depreciation methods other than SL or whenever capital improvements to equipment are made, regardless of the depreciation method used.

K. Record the condition and current use of the item, and the date this information was recorded.  Record how and when (date) the item was taken out of service, sold, disposed of, or traded.  
L. Load this form in ATLAS under the “Checklist Summary”.  Found under Budget Q/A - Equipment Costs – Equipment and Depreciation form. Ensure all information is correct prior to uploading submitted attachments.
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See back of form for instructions.

