Rev. 6/11
INSTRUCTIONS FOR FORM 314

 INVENTORY REPORT FOR FIXED ASSETS

General Instructions: Form 314 is an annual report that lists the description, quantity, and unit cost of furniture, equipment, computers and vehicles purchased by the Single County Authority (SCA) under the SCA Grant Agreement for services associated with the Drug and Alcohol Program.  The SCA does not need to record those purchases obtained by the subcontractors under an agreement with the SCA.  These purchases are to be recorded by the subcontractor on a separate Form 314 to be submitted to the SCA only.  The report is a cumulative list of all fixed assets acquired utilizing D&A funds.  The list must include all fixed assets purchased under previous grant agreements and the current grant agreement.  All fixed assets reported under minor objects 401 (Equipment and Furniture), 402 (Motor Vehicles), 403 (Capital Improvements) and 404 (Capital Purchases) shall be reported on this form.  Report only those fixed assets with a unit cost of $5,000 or more per item, regardless of the funding source.  Further, all fixed assets obtained via a lease purchase agreement must be reported on the form.  The form is due annually as part of the SCA’s fourth quarter fiscal report. 

SCA Name, SAP Number & Reporting Period: The SCA name, SAP number and applicable reporting period fields contain a link to the Fiscal Report Summary that automatically completes the information required in these areas.

Item Description/Model Number:  Provide a description of the item as detailed on the invoice.

Serial Number:  Enter the serial number of the item, if applicable.

Quantity:  Enter the number of identical items that have been purchased at the rate listed under the column “Unit Cost.”

Unit Cost:  Enter the amount charged per each identical item.

Total Amount Expended:  The amount expended shall be “Quantity” x “Unit Cost.”  This column contains a formula that will automatically calculate the total amount expended.  

Amount Eligible for D&A Participation:  Enter the amount expended that is eligible for Drug and Alcohol participation to include all funding sources received at the SCA level.  These funding sources may include BDAP, BHSI, Act 152, DUI, etc., as found on the Budget Form 34.

BDAP Funds Expended:  Enter the amount expended that is eligible exclusively for BDAP participation.  Only expenditures from those funds received from the Department of Health, as found on Page 1 of Form 34, should be reported here. 

NOTE: The SCA must retain and make available upon request a cost allocation plan for all shared fixed asset costs charged against SCA D&A-related and BDAP-related funds. 

Acquisition Date:  Enter the date that the fixed asset was purchased. The date must be in a month/year format so that BDAP can determine in which state fiscal year the item was purchased.  It is preferable that the acquisition dates be grouped together by state fiscal year as well.

Location:  Enter the location of the item, whether it is located in the SCA office or in some other location.  If a code is utilized for the location of an item, please ensure that a location key is clearly evident somewhere on the form.

Remarks:  Enter any special circumstances regarding the item under this column.  Enter information with regards to lending, selling, donating or disposing of an item under this column.  Any items disposed of during a particular state fiscal year need not re-appear on Form 314 the following state fiscal year.

Prepared By/Telephone/Date:  Enter the name of the individual preparing the report, along with their telephone number, and the date the report was completed.
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