[image: image1.png]P Nt 1 Cemmsne o s
e




Agreement Symbol: <insert data from PA Art. 4.2>

Goods and Property Report-Annex D

	Project title:
	<Insert project title from PA Art. 4.1>

	Budget Year:
	<Insert data from PA Art. 4.4 (a)>

	Situation(s):
	<Insert data from PA Art. 4.4 (b)>

	Operation:
	<Insert data from PA Art. 4.4 (c)>

	Population Planning Group(s):
	<Insert data from PA Art. 4.4 (d)>

	Goal(s):
	<Insert data from PA Art. 4.4 (e)>

	Cost Centre(s):
	<Insert data from PA Art. 4.4 (f)>

	Partner Code:
	<Insert data from PA Art. 4.4 (g)>

	Submitting Partner Name:
	

	Reporting Period:
	<DD-MM-YYYY – DD-MM-YYY>

	Date of Report:
	<DD-MM-YYYY)


A. PROPERTY, PLANT EQUIPMENT (PPE), SERIALLY-TRACKED ITEMS (STI), INTANGIBLE ASSETS (IA)
	No.


	Name


	Type (PPE/STI/IA)


	Source of Acquisition
	Property ID/No.
	Date of Acquisition
	Acquisition Price
	Location


	Condition



	
	
	
	Procured directly by UNHCR
	UNHCR-funded Project
	
	
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	

	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	

	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	

	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	


B. INVENTORIES
	No.


	Item
	Source of Acquisition
	Quantity  Purchased/ Provided (specify unit)
	Quantity Distributed/ Damaged (specify unit)
	Quantity on-Hand

(specify unit)
	Total Value
	Location
	Condition

	
	
	Procured directly by UNHCR
	UNHCR-funded Project
	
	
	
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	
	

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	
	

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	
	

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	
	


	
	SIGNED BY THE AUTHORIZED SIGNATORY ON BEHALF OF THE PARTNER
	
	VERIFIED BY THE AUTHORIZED SIGNATORY ON BEHALF OF UNHCR

	Signature


	
	
	


	Name


	
	
	

	Title


	
	
	

	Organization Name


	
	
	

	Date


	
	
	

	Place


	
	
	


Guidance on Completing the Goods and Property Report
This report format must be used to report on Goods and Property as defined in the article 10.20 of the Project Partnership Agreement. It is required to submit one report for each Project Partnership Agreement. The frequency of report submission should be as specified in the reporting schedule in article 5.1 of the Project Partnership Agreement.
GENERAL DEFINITIONS
Goods and Property:

Goods and Property shall be defined as any tangible or intangible item under the custody of the Partner in order to support the implementation of the project and consist of:

A. UNHCR Goods and Property – items provided in-kind by UNHCR to the partner; or

B. Project Goods and Property – items acquired by the partner with UNHCR funds provided pursuant to the Project Partnership Agreement.
Such items may consist of any or all of the following:

a) Property, Plant and Equipment;
b) Serially-Tracked Items;
c) Inventories; or
d) Intangible Assets.
Name: the description of the property including its technical characteristics. Examples: desktop computer HP Compaq LA 2205wg; KENWOOD TK-378G VHF Radio, etc.
Property, Plant and Equipment (PPE): tangible items with an original purchase price of US$ 10,000 (or equivalent in other currency) or more per unit and with a useful life of at least one year. Examples of PPE include but are not limited to vehicles, communications and IT equipment, furniture and fixtures, and physical structures such as buildings.
Serially-Tracked Items (STI): tangible items with an acquisition value less than USD 10,000 (or the equivalent in other currencies) that are used for day-to-day official business and do not fall within the definition of either PPE or Inventories. Examples of STIs include but are not limited to desktop computers, network printers, satellite transmitters, generators, etc.
Inventories: all items that are intended to be distributed to populations of concern or consumed by the operation, regardless of their value. Examples of inventories are tents, blankets and kitchen sets, etc.

Intangible Assets (IA): identifiable non-monetary assets without physical substance. Examples of intangible assets are software, licenses and rights, copyrights, intellectual property, etc.
Property ID/No.: unique identification number issued for PPEs and STIs to maintain records that allow the tracking and recording of Goods and Property.
Date of Acquisition: month/year when the Goods and Property was acquired by the partner using project funds or provided in-kind to the project by UNHCR (example: Feb/2013).
Acquisition Price: price at which the Goods and Property was purchased in the actual currency of purchase; or as specified by UNHCR. (examples: HKD 100,000; HUF 225,000)
Condition: reflects the physical state of the Goods and Property that may affect its performance at the time of the reporting.
	Condition
	Description of Condition 

	Very Good
Minor Defects Only
Maintenance Required
Unserviceable

	Only normal maintenance required
Minor maintenance required (5%)
Major maintenance required (10-20%)
Over 50% of property requires replacement 


Location: place where the Goods and Property are physically located at the time of the reporting (the exact office or the warehouse of the partner).
HOW TO COMPLETE THE REPORT
Depending on project specificities, both Parts (A and B) of the report may not be required to be completed. For example, projects that do not have Inventories will report only on Part A (PPE, STI, IA).
Part A
Column 1, 4, 5, 7, 9, 10: Self-explanatory and as per definitions above.
Column 2: Enter a detailed description of the Goods and Property including technical specifications.
Column 3: Indicate the applicable property type as per definitions above. Each Goods and Property can be attributed one type only.
Column 6: For the UNHCR Goods and Property, enter the Property ID (as listed in MSRP) assigned by UNHCR.
For the Project Goods and Property, enter the Tracking No. as assigned by the project (example: UNHCR / Business Unit / YYYY / ABC / Pillar / Agreement Number / Property0001).

Column 8: State the acquisition price of the Project Goods and Property in the actual currency of purchase. For UNHCR Property and Goods, state the acquisition price in the amount and currency specified by UNHCR.
Part B
Column 1, 3, 4, 9, 10: Self-explanatory and as per definitions above.
Column 2: Enter a detailed description for the specific item of Inventories including technical specifications.
Column 5: Enter the total quantity purchased by partner or provided by UNHCR, specifying the unit of measurement.

Colum 6 & 7: Enter the total quantity distributed or damaged and quantity on hand at the time of reporting, specifying the unit of measurement

Column 8: State the total value/price for the specific Inventories in the currency of actual purchase at the date of reporting for Project Goods and Property. 
For UNHCR Goods and Property, enter “UNHCR.”

Signatures
The report must be signed by an authorized officer of the partner organization specifying the name and title of the signing individual as well as the name of partner organization, date and place of signature.
After submission of the report by the partner, UNHCR will verify and acknowledge the information in the report. The report will be signed by the authorized person in UNHCR responsible for verification.
If you have any questions, please contact epartner@unhcr.org.
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