
Initial Inventory Sheet for ___________________________ 
     (Name of Local Government) 

 

DEPARTMENT: PAGE NO: 
LOCATION: CUSTODIAN: 
PROPERTY 

ID # 
DESCRIPTION SERIAL # MANUFACTURER YEAR CONDITION COST* USEFUL 

LIFE 
REMARKS 

         
         
         
         
         
         
         
         
         
         
         

*Actual acquisition cost should always be used when available. Estimated cost, at the time of the acquisition, may be used if the actual cost is 
unknown. The method for determining estimated cost should be explained in the “Remarks” column. 

 

Note: If a local government deems it necessary, this form may be certified by the individual maintaining custody: 

 

I do hereby certify that the capital assets indicated are under my control and custody. 

     
Name  Title  Date 

  



 

REAL PROPERTY RECORD CARD 

 

Description:   Identification No.:   
      
Location:   Date Prepared:   
Remarks:      
Tax Map #:      
      
      
ORIGINAL COST:   SOURCE OF FUNDS:  
Acquisition (Construction) $ Current Appropriations $ 
Legal   Bonds   
Engineering   Notes (Specify Type)   
Other (Specify)   State Aid   
   Federal Aid   
   Gift   
   Other (Specify)   
      
TOTAL  $ TOTAL  $ 
 
 

     

CURRENT VALUE:   DISPOSITION:   
Original Cost (Total)  $ Sold To  
+ Additions (Specify)      
   Transferred to  
      
= Subtotal:  $ Other  
      
-Deductions (Specify)      
      
      
TOTAL  $    
      
Insured Value  $ Policy Number:   

 

 

  



Form No. _______________     Identification No.___________ 

Date Prepared ___________                            PROPERTY CARD 
MACHINERY, TOOLS AND EQUIPMENT 

Description:_________________________________________________________________________ 

Make: _________________________________  Model: __________________________ 

Dept: __________________________     Year: __________ Serial No.:________________________ 

Location:________________________________  Date: _______/________/___________ 

Purchased From:_____________________________________________________________________ 

Maintenance Contract With: ___________________________ Contract No:_____________________ 

 

Purchase Order No:  ____________  Cost:  $_____________   Voucher No:_____________ 
Estimated Life:  ____________  Freight: $_____________   Voucher No:_____________ 

Condition: ____________  Other:  $_____________   Voucher No:_____________ 
   Total:  $______________    

 
                                                                   Front of Card 
 
 

Source of Funds: _____________________________________________________________________  

Current Revenues: $ ___________ Bonds: $____________ Notes: $___________ Gift:$___________                              

State Aid: $__________________   Federal Aid: $__________         Other (Specify):$_______________ 

 

                       CURRENT VALUE                  DISPOSITION 
 Sold  Traded  Junked 
 

Transferred To: ___________________________  

Amount $________________ Date: ___/___/___  

Trade-in Purchase Order No: ________________ 

Approved By: ____________ Date: ___/___/___ 

 

*Remarks: _________________________________________________________________ 

_________________________________________________________________________ 

 

                                                                  Back of Card 

Original Cost $ 

*Appreciation $ 

Subtotal $ 

*Depreciation $ 

Depreciated Value $ 

Insured Value $ 



 

REGISTER OF INVENTORY IDENTIFICATION NUMBERS 
FOR: _________________________________________ 

NUMBER DEPARTMENT DESCRIPTION DATE 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

 

  



PROPERTY ACQUISITIONS 

For Period____/____/____ - ____/____/____ 
 

Department: 

 
Property 

ID# 
Description 

(Including Serial #) Location 
Acquired 

From 
Purchase 

No. Claim No. Cost* 
Salvage 
Value 

Useful 
Life 

Depreciation 
Method 

          

          

          

          

          

          

          

          

          

          

          

          

 

*Use actual acquisition cost, if available. 

 

Prepared By: _______________________________________________________________________________ 

(Name and Title)



PROPERTY DISPOSITIONS 

For Period____/____/____ - ____/____/____ 
 

Department: 

Property ID# 
(1) 

Description (Incl. Serial #) 
(2) 

Location 
(3) 

Cost 
(4) 

Disposition 
(5) 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

Columns 1 – 3: From Property Record Card 
Column 4: Original cost as reflected in the accounting records 
Column 5: Indicate: Transferred to (x); Trade-in for (x); Sold to (x); or any other. 
 
Prepared By: _______________________________________________________________________ 

(Name and Title) 

  



PHYSICAL INVENTORY WORKSHEET 
Department: 

 

Identification 
No. 
(1) 

Description 
(2) 

Per Records 
(3) 

Physical 
Inventory 

(4) 
Remarks 

(5) 
     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

INSTRUCTIONS: 
Columns 1 – 3: Complete from property records prior to beginning the physical inventory. 
Column 4: Complete when taking the physical inventory. 
Column 5: Include additional information obtained when taking the physical inventory (e.g., transaction 
occurred recently but has not yet been reflected in property records) or shortly thereafter (when 
determining reasons for discrepancies). Also condition of asset should be noted.  

 
 

 




