[image: image1.jpg]


Kentucky Agricultural Development Fund

Kentucky Agricultural Development Fund:
Shared-use Equipment Program Summary Sheet Instructions

Shared-use Equipment: 
Reporting Summary Instructions

Deadlines for Reports

Because of the nature of the program, Semi-annual reports for shared-use equipment are only required until the equipment has been purchased. After that, annual reports using the summary sheet are required for the time specified in the legal agreement (usually five years).

Semi-annual Reports:  Semi-annual report is defined as every 6-months after the execution of the legal agreement.
Annual Reports: After the semi-annual report showing the equipment purchase, the administrative body will only report information on the anniversary date of the legal agreement.

If an administrator is reporting on several pieces of equipment with different execution dates, then the administrator may contact this office and request a single date for reporting (e.g. the end of the calendar year).
1. General Information

a. County – County for which this project was approved.


b. ADB Application # – This number can be found on the legal agreement and the first disbursement of funds.  The number format is A200X-XXXX.

c. Administrative Entity – Organization sponsoring this program (organization on the legal agreement).
d. Reporting Contact – Person filling out this report
e. Phone – Number of the reporting contact.

f. Fax – Number of the reporting contact.
g. Address Change? – If the Administrative Entity’s address has changed, since the legal agreement was signed, then please fill out.

2. Reporting Information
Use this form for only one type of equipment.  For example, if you received funds in one agreement for two no-till drills and a lime spreader, then you will submit two reports – one for the drills and one for the spreader.
a. Type of Shared-use Equipment– List the type of equipment being reported. [One type per reporting form, please.]


b. Other (before 12/31/2004)– If you received approval for cost-share before 12/31/2004 for an item not listed in the program, then please specify in this blank. [One type per reporting form, please.]


c. Reporting Year – Year for this report

d. Semi-annual or Annual – circle one 

e. Overall Fiscal Information:
i. Cost of Equipment – List the actual cost of the equipment purchased.

ii. Amount of Program Funds Awarded – How much was the legal agreement written for this equipment?  If the equipment cost less than was awarded, then the balance of funds should be returned.

iii. Amount Budgeted for Administrative – Amount of County Funds listed in the application budget, which was approved by the County Council and the Ag. Development Board.

iv. Administrative Expenses To Date – How much has actually been expended in administrative funds.

f. Fiscal Information for Reporting Quarter
i. Total of Leasing / Usage Fees (balance forward last report) – Enter amount from last report that was the “Total Reserved Funds”; if this is your first report, then this amount should be “0.”

ii. Leasing / Usage Fees Received This Quarter – Enter the amount of regular rental received during the quarter being reported.

iii. Other Fees Received [this Quarter] – Enter the amount of other fees (e.g. late fees, cleaning fees, etc.) collected during this quarter.

iv. Total Funds Collected– Enter the sum of the above three numbers; this will be the beginning balance (i) of your next report.

g. Applicant Information
i. # Farmers Leasing This Period  - How many producers leased the equipment.

ii. # Acres/Livestock/Trees/Other Unit Serviced This Period – Enter the number of acres (or appropriate unit) serviced by the producers who leased the equipment.  Even if the equipment is rented by the day, then the Administrator should have the producer record the appropriate usage requested here.  This information is used by the Board to 
iii. Insurance Policy Holder – Enter the name of the company that insures the equipment

iv. Where is the equipment housed? – What is the physical location of the equipment when not being used by a producer?

v. Who schedules this equipment? – Enter the name of the person/organization that handles the equipment schedule.

vi. Maintenance & Cleanup? – Enter the name of the person/organization responsible for maintaining and cleaning the equipment

vii. How is the equipment advertised? – Enter the methods of advertisement and attach copies of advertisements where applicable.

3. Administrative
a. Listing of Users and Fees paid – Enter “yes” or “no”; though a listing does not need to be sent with this report, the Program Administrator should keep this information on-file in the event of an audit.
b. Signature – person filling out the report.  If e-mailing, then a typed name is sufficient.
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