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MEMORANDUM FOR: Gay Shrum
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FROM: Nicholas Kornegay
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This memorandum provides clearance for the attached update to the Department of Commerce
Personal Property Management Manual (PPMM). Our office coordinated the review of the
PPMM among all divisions within the Office of General Counsel as well as with the Office of
the Inspector General (OIG). The draft manual was revised by your office to address the
comments provided by out office and OIG.

Once published, this update to the PPMM will supersede the current version dated October 2007.
This version updates Departmental policies to comply with current rules and regulations, and to
remove references to the obsolete provisions. Notably this update of the PPMM provides greater
detail on Departmental, bureau, and employee level responsibilities for management of
Department property; more clearly defines property and assets subject to the policy; provides
greater detail on reporting and control requirements to better prevent loss, waste, theft, misuse, or
unwarranted accumulation of property; updates training requirements; adds policy on property
managers’ role in the acquisition process; increases details on reporting and tracking
requirements; accounts for the increased use in mobile technology and applicability to the
Department’s telework program; includes new provisions for contract and federal assistance
awardees; updates procedures and reporting requirements for lost, missing, or stolen property;
includes revised appendices that include detailed definitions or terms used throughout the manual
and templates for appointment of property officials; and updates the critical elements for
property officers’ performance.

In accordance with Section 2.04 of Department Administrative Order 200-0, once the PPMM is
issued, a link to where the PPMM has been made available on-line, or to an electronic version of
the document should be provided to the Office of Privacy and Open Government.

If you have any questions regarding this matter, please contact Britt Carlson of my staff at
202-482-8155.

Attachment
cc: Anna Houston

Tahira Murphy
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1.0 GENERAL
1.0.1 Scope of Chapter

This chapter sets ferth inreductory matenal concerning the Personal Propenty Management
Manual (PPMM). The PPMM is a supplementation of the Federal Management Regulation
(FMR) that provides policy guidance and procedures for the overall management of personal

property
1.1  Purpose

The PPMM or Manual sets forth policy for an effective and efficient management program
regarding the accountability of the personal property assets of the United States (U S)
Depanment of Commerce (DOC or the Department). In addition, the PPMM provides guidance
to prevent Joss, waste, thefl, misuse, or unwarranted sccumulation of personal property assets

1.2 Goals and Objectives

The key goal of the PPMM is to ensure that DOC personal property assels are used and managed
in accordance with the laws, regulations, and DOC policy, and that personal property assets
management decisions ere based on reutilization and redistnibution in the best interests of the
Government.

1.3 Executive Summary
1.3.1 [Introduction

The PPMM 15 the single authontative reference (or the Department’s management of personal
property nssets. The PPMM should be consulied to detenmine Departmental policies and
procedures poverming personal property assets

The PPMM contains Depantmental policy and procedures for the management of personal
property assets that are owned by, leased to, loaned to, or otherwise are the assets of the
Department. The PPMM implements and supplements those portions of the FMR that pentain to
the acquisition, management, wiilization, and disposal of persenal property assets. It incorporates
relevant regulations of control agencies such as the Office of Management and Budget (OMB),
General Services Administrtion {GSA), and the Government Accountability Office (GAO).
Matenal is based on existing laws, Executive Orders (E.O ). and mandatory regulations of
control agencies.

DOC employees must adhere to the referenced policies and procedures set forth in this Manual

when using personal property assets or when executing personal propenty managemen: functions
on behalf of the Depanment.

13

DOC U.S. & Foreign Commercial Service (USFCS) and other overseas Depaniment employees
are subject 10 the State Depariment's policies and procedures contained in 14 Foreign Affairs
Manual {FAM} 300, “Asset Management,” Section 410, “Personal Property Management for
Posis Abroad" which supersedes the PPMM. However, USFCS and other overseas Depariment
employees are required to follow PPMM policies and procedures not covered in the FAM

1.32 Authority for Manual

The Authority for the PPMM 15 Depanmem Admintstratve Order (DAO) 200-0, “Depaament of
Commerce Handbooks and Manuals.” The PPMM has the status and effect of a DAO.

1.3.3 The PPMDM and the FMR

The FMR as it relates to personal property is issued by the Administrator of the GSA, and is
defined in title 4) of the Code of Federal Regulations (C.F R ) Chapier 102 — FMR, Subchapter
B Personal Property. The PPMM implements and supplements the FMR by providing basic
policies and procedures governing the personal property management operations of the
Department. The PPMM is regulatory it nature and covers personal property management
activities. [n order to facilitate cross-referencing between the FMR and the PPMM, references 10
the FMR sections are included in the PPMM.

1.3.4 Publication and Distribution

The Office of Financial Management (OFM) publishes the PPMM. Any suggested revisions
should be addressed to the Depanmental Property Management Officer {DPMO), Personal
Property and Transportation Division (PPTD); Reom D100, Herbert C. Hoover Building
(HCHB), Washington, D.C., 20230. The PPMM is published electronically and can be found at:
hitp Vwww.osec doc poviofm/OAP/PPMTD. Significant updates, such as changes in regulation
or significant DOC policy will be processed in accordance with

DAD 200-0. Chief Financial Officers (CFOs), Chielf Admimstrative Officers (CAOs), or
equivalent level will be notified of the availability of publication revisions to the PPMM for
dissemination within thetr organization

1.4 Applicability

Thus Manual applies throughout DOC. Use and management of Govemment property by
contractors is povemned by the Federal Acquisition Regulauon (FAR) (48 C.F.R. § 45), the terms
of the parucular centract, and PPMM Chapter 7 01, “Contmct Personal Propery Assets,”

This policy applies 1o DOC personal property assets under the stewandship of Government
owned and leased facifitics and temporary or permanent facilies dunng both disaster and non-
disaster peneds. The palicies within this Manual will apply to DOC personal property assets.
For a listing of types of persanal property assets, reference PPMM Section 2.4, “Types of
Personal Property Assels,”



The provisions apply 10 accountable personal propenty assets regardless of the means of their
acquisition.

1.5  Authorities and References
L51 Authorities and Responsibilities

Pursuant 1o Depantment Orgamizanon Order { DOO) 20-27 , OFM acts as the liaison with the

General Services Adminisiration (GSA) and other agencies on personal property imanagement
issues and pamicipales 1n the planming, development, implementation, inventory, and
management of such systems. PPMTD oversces the Depanment’s motor vehicle flee
management information system {FMIS) and serves as linison to GSA on the operational
programs relating to federal fleel management, including the developmen of DOC’s vehicle
allocation methodology (VAM}) and associated Depantmental fleet management plan. PPMTD
contrels, repons on, and authonzes, in consuhiation with the Office of General Counsel, disposal
of gifts 10 Department employees by foreign governments.

1.5.2  Basis for Delegation of Autharity and Assignment of Responsibilities

The authonty 1o establish Deparimemal policies, regulations, and procedures for personal
property management remans solely within the junsdiction of the Director for Financial
Management and Deputy Chief Financial Officer (CFO). However. o climinale excessive delay
and to reduce unnecessary involvement of multiple management levels in property management
aclions, 11 1s necessary to delegate specific authorities and reasstgn certain responsibilines. The
DPMO has been delegated the responsibility to administer the functions of the Director for
Financial Management and Deputy CFO, described in PPMM Section £.5 1, *Awthonities and
Responsibilities” and elsewhere in this Manual,

To ensure that the personal property managemend responsibilities are performed, specific
authonty is delegated to the CFOs, CAOs, or equivalent level to ensure personnel property
management responsibilities are performed for those offices under their respective authority as
issued in PPMM Section 1.5 3, “Ixciceation of Authority

153 Delegation of Authority
The following authorities are delegated 1o the CFOs, CAOs, or equivalent level
a. Designating the Burcau Propenty Management Officer (PMOY}, Bureau Fleet Manager
(BFM), Bureau Gift Manager (BGM), and Burcau National Utilization Officer (BNUQ).
Only one pnmary PMO 15 10 be designated al the Bureau level,

b. Authonzing exceptions to replacement standards for office machines, furniture,
furmishangs, and other related equipment;
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¢ Authonzing addinonal sysicms or cquipment for the procurement of motor vehicles or
already- owned Governmend vehicles as sct forth in Federa) Vehicle Standards No. 122
and FMR 102-34, “Motor Vehicle Management,”

d. Authonzing for official use the retention of abandoned or other unclaimed personal
property assets, including voluntarily abandoned or forfeited propeny;

e Determining and reporting excess personal propenty assets lo the GSA,

f  Assignsng or wransferring excess personal property assets within the Department, to other
Federal agencies, to wholly-owned or mixed-ownership Government corporations, o
cosi-reimbursable 1ype contractors, or to suthorized financial award programs; and

g Auwthonzing transfer of ntle to Government furnished personal property assets o
contractors or financial assestance recipient in accordance with Public Law (PL) 102-245,
{Amencan Technolopy Preeminence Act of 19913, PL 95-224 Section 7(b) (the Federal
Financial Award Program and Cooperative Agreement Act of 1977), and FAR 52 245
“Govemment Property.” Delegation of authontics made in accordance with this sechon
will be 10 writsng and made avaitable for audits, surveys, or as athenwise approprate.

1.5.4 Refercnces

The management of Govemment personal property assets is governed by the FMR. This Manual
provides text directly from FMR 102

1.6  Supplemeniary Persenal Property Manuals
Developed in coordination with DOC Bureaus, the PPMM serves as the foundation for Bureau
personal property management programs, manuals, standard operating procedures, and puidance.
Bureaus may augment this gusdance with more stringent internal instructions 10 meet mission
essential funchions provided such instructions are consistent with the policies and proceduses
prescribed 1n regulation or this Manual.
DOC Bureaus must use the formal processes and controls provided by 1his Manual and may
establish additional formal processes and contsols as necessary, 1o provide stafT with the proper
gwidance and instruction to perform personal property asset management duties in accardance
with the laws, regulations, and DOC policy.
Minimum Subject Areas,

a. Uselul Lifecycle (e.g., Planming, Acquinng, Receiving, Use, and Disposal)

b. Roles and Responsibilines

c. Types of Personal Propenty
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d. Records Management

€. Inventory Management

f. Lost, Missing, Stelen, Damaged, or Destroyed (LMSDD)

g. Traiming
Where a Bureau’s mission does not involve one or more of the types of personal property assets
listed, the formal processes and controls will stale so to ensure the minimum requirements have
been met. Where a Bureau's mission sncludes addinonal types of persanal property assets, their
formal process and cantrols wilt include them.
Supplemental Bureau mstructions, guidance, or manuals developed to meet these requirements
must be coordinated with the DPMO for review and approval prior 1o issuance. Bureau personal
property management program guidance will be reviewed and updated as required, or every iwo

years, whichever s earlier, 1o €nsurc accuracy and apphcability

Support organization, as identified and advised by the DPMO, will also comply with the
requrements of this section.

1.7  Changes, Updates, and Devistions
1.7.1 Changes and Updates to the PPMM
This Manual 1s a living document and will be updated as conditions warmrant. PPTD is
responsible for developing and maintaiming this Menual. Minor changes to the PPMM will be
incorporated into the PPMM and become effective immediately  Bureau PMOs will be duly
notified as minor changes are made and will be responsible for keeping any convenience copies
of the PPMM in their possession up-to-date.
Bureau PMOs are encouraged to provide penodic feedback, supgestions, and recommendations
an the content of this Manual 10 ensure continued applicability and ensure that opportunities to
employ best practices are considered and shared across the Department.
1.7.2  Deviations
To obtain awthority to deviate from the PPMM, a Bureau PMO must.

a. Submit a waiver request memorandum to the DPMO for approval.

b. Specify the justification and imeframe for the request. This justification must

desenbe specifically why the DOC PPMM does not satisfy the Bureau's personal
propenty function.
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1.8 Inherently Governmental Functions

“Inherently govermmental function™ as defined in Scction 3 of the Federa)] Activitres Inveniory
Reform Act of 1998, PL 105-270, means a function that is so inimately related 10 the public
interest as to require performance by Federal Government employees

Additional guidance on determiming whether a specific duty or position is inherently
governmental can be obtained on the website for the OMB at: hup:/www whitchoyse, gov/omb/

Though not an all-inclusive list and for purposes of DOC property management, the following
duties have been identified as inherenily governmental

., To exert ultimate control over the acquisition, use, or disposition of the propesty, real or
personal, tangible or intangsble, of the Uinited States, including the collection, control, or
disbursement of appropriated and other Federal funds,

b. The determinatien of Depanment policy such as the application of property regulations;

¢. Determining what propenty is to be acquired by the Department (although an agency may
give contractors authority to acquire property within specified gudelines and under other
reasonable conditions deemed appropnate by the agency),

d. The control of adjudicatory functions, such as representation en a Property Board of
Review (PBR), and

e. Determining what Depariment property is 1o be disposed of and on what teoms (although
an agency may give contractors authority to dispose of property within specified
guidetines and under other reasonable conditions deemed appropnate by the agency).

Functions that involve setting policy, overseeing Govemnment employees, or providing final
approval on an action, are inherently governmental. Coniractors may not scrve in a position such
as a PMO, Property Accountebility Officer (PAQ), Propenty Custodian (PC), or National
Utilization Officer (NUQ), or any pestiion that requires them to account or be responsible for
Government property outside the scope of their contract. Contractors are only responsible for
Government propesty assigned 1o them as necessary 1o perform their duties outhined in the
appheable Government contracts.

This guidance does not restrict a contractor from performing property related functions and
activities such as maintaining propeny records and performing physical inventories of personal
preperty; however, a Govemment employee (e g, Property Official) must provide oversight with
respective functions and activities. Furthermore, access to a personal property management
systemn (PPMS) 15 limited to Governmen personnel and will be restricted from contractors,
excluding asset management helpdesk and inventory support personnel governed by contractual
requirements,



Contractors requinng data and information direetly related to PPMS access for official business
purposes are advised 1o collaborate wath a Government employee (e g., Propenty Official) for
suppont in performing properly management related activities and 1asks.

2.0 PERSONAL PROPERTY MANAGEMENT PORTFOLIO
2.0.1 Scope of Chapter

This chapter establishes Departmental policies for the accountability and control of personat
property asscts and gencral requirements in establishing and maintaining programs for personal
property assels.

The Personal Propesty Management Ponfolio encompasses the acuvities that provide a
consisient application of policy and oversight for personal property assets. Personal propeny
management is a broad overview of the personal property asset foolpnint and how it can best be
managed from a macro-level. Personal property assets, inventory dala, and performance metrics
are used to achieve the nght size, nght cost, and nght condition of the portfolio 10 meet the
mission of DOC

Coordinating 1his overall personal propenty management portfolio strategy with planning,
acquisition, and operational functions of an asset useful lifecyele is critical to reducing nisk,
improving fiscal accoumability, and enhancing the agility of the portfolio. The personal property
management portfolio tes together DOC personal propenty assels through performance-based
management

For the purposes of this Manual, the personal property asset (“propeny” or “asset”) will be
defined as all propeny that 1s not real propenty, is owned by or under the stewardship of DOC,
and is used, but not consumed, i suppon of the DOC mission.

The pnmary objectives for managing the persanal propenty management porifolio are 10:

a. Estabhsh effective planning and scheduling of requircments to ensure that sufficient
personal property ts available to support the stmategic needs of DOC operatiens;,

b. Maxitmze the uuhizanon of and retum on personal property tnvesiments,
¢. Ensure thal personal propeny 1s used for its imended purpose only;

d. Effecuvely manage the inventory by providing for proper storage, maintenance,
preservation, and accountability of personal property, and

¢. Define the preparation and wtihzation of personal properly managemeni records.

2.1  Property Management and Personal Property Organizations

G3A sponsors several inleragency commaitees 1o facilitate agency collaboration on the
management of personal property assets. Working through these committees, the GSA provides
policy solutions for the comprehensive management of Federal personal property assels.
Addinonally, there are non-govermnment orgamizations that promote international and national
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standards and share best business practices, which may be of interest to career-minded personal
property professionals.

The ability of DOC 1o manage its personal property assets depends on a capable workforce.
Professional development is one took in maintaining and matunng that workforce, DOC
encourages Burcaus to incerporate professional developmen for their key personal propeny
management personnel.

DOC personal property professionals seeking addiional information on GSA-sponsored or other
non-governmental committee memberships should work through their Bureaw PMO.

2.1.1 Property Management Executive Council (PMEC)

‘The purpose of the PMEC is to establish a long-term strmegic vision for Govemment-wide
personal property asset management. The PMEC 1s engaged in collaborative effort with
commercial industry 10 develop best practices in the area of personal property asset management
from an asset’s inception through disposal. The Associzie Administrator for Government-wide
Policy at GSA serves as chair of the PMEC and the DPMO represents DOC on this Council.

2.1.2 [Interagency Committee on Property Management (ICPM)

The ICPM conducts appropriate studies, revieswvs, and project recommendations for
improvements in Govemment-wide personal property asset management policies and practices
and submits them to the Associate Administrator for Government-wide Policy ot GSA  The
commuties consists of one representative designated by each Executive agency interested in
personal property assets

2.1.3 Property Management Officer’s Meeting

The PMO Meeting is sponsored by DOC and 15 chasted by the DPMQ. [ts mission is to provide
a forum for DOC Bureaus and offices to collaborate on policy. discuss requirements, address
inquires and concerns, coordinate 1asks, synthesize activities, facilitate data collecuion, and
develop recommendations for presentation to senior leadership

Chief Financial Officers, Chiel Admimistrative Officers, or equivalent level will require the
Bureay PMO represent the Bureau at the PMO Meeting and may assign additiona) altemate
representation as deemed necessary

2.1.4 National Property Management Association (NPMA)
NPMA Is a non-govemnmental, professional membership association for property professionals

who seek educational resources, centification, and networking opportunities on the management
of personal property operations within an organization

2.1.5 American Society for Testing and Materials (ASTM) International

The ASTM Intemational 15 a non-governmental, globally recogmized leader in the development
and delivery of interational volumary consensus standarnds. Membership includes top technicat
experts and business professionals around the world, and together they develop and deliver
standards, specifications, and best pracuices that are used by pnivate industry and govemments
worldwide

GSA Bulletin FMR B-18 Personal Property, “Procedures Covenag the Use of Voluntary
Consensus Standards in Personal Propenty Management,” suggests that Government agencies
may utilize voluntary consensus standards (excepl when inconsistent with applicable law) when
managing their personal preperty assets. i further states, “Agencies are strongly encouraged to
review all voluntary consensus standards to consider which standards may add value to their
personal property asset management activities.”

DOC recognizes the contributions ASTM [ntemational has made to standardization practices and
has incorporated vanous ASTM standards in its policies and procedures presented throughout
this Manual. DOC will continue 1o evaluate the application of incorporating additional
standards.

2.2 Personal Property Management Grade Levels, Roles, and Responsibilities

The Federal Propeny and Admmstrative Services Act of 1949 states, “Each executive agency
shall { 1) maintain adequate inventory controls and accountability systems for the property under
its control, {2) continuously survey propesty under its control to determine which is excess
property, and promptly report such property 1o the Adminisirator, {3) perform the care and
handling of such excess property, and (4] transfer or dsspose of such property as promptly as
possible in accordance with authority delegated and regufatians prescribed by the
Administrator”

The principal role of a Property Official (PO) is 1o provide for the overzll management,
oversight, and technical direction for property management jointly with the CFO, CAO, or
cquivalent Jevel, of an organization, office, division, or branch. A PO fumishes techaical
direction and monitors the acquisition, maintenance, and disposal of personal property. POs
camy oul their role by performing the property management duties assigned to them by their
respective arganization

A PO may serve in a full-time or part-time capacity. In addition, 2 pnmary or aliernate PAQ or
PC may serve in an equal or lower tier role within the property network when assigned to a
separate office, division, or unit.

2.2.1 Grade Level Recommendations for Property Officials (POs)

Bureaus will establish a personal propenty support structure commensurale with the size of the
organization, number of personal property assets, complexity of assets, geographical location of
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assets and offices, and other factors as identified by the Bureau, to ensure sufficient resources to
manage their assels

Although a Bureau will only designate one pnmary PMO and one primary NUO, the number of
PAOs, PCs, and other Bureau approved POs determined necessary by the Burcau may be in any
quantity deemned appropnate for the effective management of the personal propenty assets. Chher
PO titles must be approved by the DPMO.

The grade level of these positions should be established based on the responsibility level that an
employee holds and the complexity and value of the personal propenty assets to which they are
assigned. POs may serve tn a full-lime or pan-time capacity, however, due to the size and
complexity of personal property assets within some of the larger Bureaus, serving (n a full-time
capacity may be necessary to provide adequate management, oversight, and direction to that
Burcau's property management network.

For the purposes of these recommendanons, histed below are Bureau size considerations and
grade suggestions for the DOC Bureaus:

a. Large Bureaus: (NOAA, USPTO, NIST, ITA, Census, and OS)

s  PMO - G5-15 or Pay Band V or FS-]

¢+ NUQ - GS5-13/14 or Pay Band 1V or FS5-3/2
e PAOs—GS-13/14 or Pay Band IV or F§-3/2
=  PCs—GS-9/12 or Pay Band 11111 or F5-7/4

b.  MediumySmall Bureaus: (NT15, NTIA, MBDA, ESA, EDA, BIS, BEA, and OIG)

PMO - GS-13/14 or Pay Band IV
NUQ - G5-13/14 or Pay Band IV
PAOs - GS-9/12 or Pay Band INITI
PCs — GS-5/7 or Pay Band /11

222 General Departmental Responsibilities

a. CFOs, CAGs, or equivalent level are responsible for managing their personal property
network compnised of PMOs, PAGs, and PCs. The DPMO, PMOs, PAOs, and PCs are
commonly referred 10 as POs. A pnmary or altiernate PAO or PC may serve 1n an equal
or lower ticr role within the property network when assigned 1o a separate office,
division, or unit. An employee’s role as a PMO, PAQ, or PC may not be reflecied in tus
or her job title, however, a propenty specific performance cntical element must be
incarporated inte their performance plan. Addinonally, POs (including alternate POs)
must complele the mandatory training and refresher training requirements outhined in the
PPMM Chapter 3.0, “Personal Property Official’s Traintng.™ Only pnmary POs must
adbere 1o the property specific performance guidelines outlined in Appendix C, “Property
Official Performance Cntical Elements,” before being certified as a PO.
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b. Employees of the Depaniment are authonized 10 use Government property for its intended
purpose and hmated personal use, in accordance wath the ROC Intemet Lise Policy and
DOC Telgcommunications Management Policy. Each Bureau will maintaim effective
personal propenty accountability control systems that are in accordance with the
requirements of this Manual,

¢. The penalty for misuse of Government propenty 1s as follows: “Whoever embezzles,
steals, purloins, or knowingly converis to his use or the use of ancther, or without
authonity, sells, conveys or disposes of any record, voucher, money, or thing of value of
the Umited States or of any depaniment or agency thercof, or any property made or being
made under contract for the Umited States or any department or agency thereof; or
[wlhoever recesves, conceals, or retains the same with intent to conven it 1o his use or
gain, knowing it to have been embezzled, stolen, purloined or converted — shall be fined
under this title or imprisoned not more than 1en years, or both; but if the value of such
property in the aggregate, combining amounts from all the counts for which the defendant
15 convicied in a single case, does not exceed the sum of $1.,000, he shall be fined under
this title or smprisoncd not more than one year, or both,” (18 US.C § 641, “Public

Monex, Property, or Records™)

2.2.3 Departmental Property Management Officer (DIPMO)

The DPMO 1s responsible for establishing and administering a personal property management
program within their respective Department or Agency

The DPMO is responsible for:

a. Manaping the overall coordinanion, administration, and control of the Depariment’s
personal property management program,

b. Developing and ensuning Deparimental personal property management policies and
procedures are compliant with Federal and Departmental regulations, and are up-1o-date;

¢ Ensunng the submiession of Depantmenial personal propenty reports to the GSA and other
extemnal Federal agencies;

d. Representing the Depanment when conducting sppropnate studies, reviews, and project
recommendations for improvements in Government-wide personal property assel
management policies and practices with exiernal agencics,

e. Providing a forum for DOC Bureaus and offices 1o collaborate on policy, discuss
requirements, address inquires and concems, coordinate tasks, synthesize activities,
facilitate data collection, and develop recommendations for preseniation 10 senior
leadership;

{. Ensuring a Bureau PMO s designated by the CFO, CAQ, or equivalent level,
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Ensuring a complete and accurate Deparimental inventory is conducted each fiscal year
and submitted to the Director for Financial Management and Deputy CFO;

Submitting required Depattmental personal property asset management reports; and
Ensuning that accountable personal property 1s maintained in the PPMS.

Deparimental National Utilization Officer (DNUOQ)

The DNUQ is responsible for establishing and administering access to the GSAXcess system
withun their respective Department or Agency.

The DNUQ 1s responsible for:

a.
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Managing the overall coordination, administration, and control of the Depanimant’s re-
utilization program with GSA's GSAXcess® program; and

Ensunng that the Bureau level NUOs are compliant with the GSAXcess® program
policies.

Property Management Officer (PMO)

A Bureau PMO ts generally not involved in the day-to-day operational activities of
personal property assets, supply, moltor vehicle, and transportation management staff,
Their actions and those of their POs are to support the execution of the responsibilities
assigned to the Bureau. They work with other members of the activity to coordinate the

planning and utilization of property to assure effective and economical service in meeting

operational needs.

PMOs are responsible for:

a.

Ensuning compliance with DOC’s internal policics and Government-wide regulations
regarding the useful lifecycle of personal property assets;

Providing leadership and guidance in the proper accounting, utilization, care, and
disposal of property,

Establishing and maintaining Bureau regulations and procedures, satisfying the
requirements of the Department’s PPMM and the vanous laws, E.O., and regulations
referenced therein;

Providing assistance assigning the condition of personal property related 10 its
serviceabibity and reparability;

Ensunng that LMSDD personal property is investigated in accordance with the PPMM,
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Ensuring guidelines are established for the development and management of a chain of
custody within their Bureau;

. Assuring that personal property accountability records are reconciled by penodic

inventories of personal property;

. Reporting inventory results 1o the DPMO by a signed inventory certification

memorandum;

Developing and implementing a corrective action plan to address inventory results of
more thah a 5% variance in quantity for the entire Bureau;

Providing administration and maintenance of an effective propeny accountability and
control $ysiem within the accountable area for which they have been designated PMO
(refer to PPMM Section 6 3, “Maintaining Personal Property” for clarification);

. Managing a propetty management network comprised of trmined and cerufied PAOs,

PCs, and NUOQs;

Ensuring review, study, evaluation, and improvement of the logistics program functions,
operations, and procedures are execuled,

Serving as the point of comact within the Bureau on iniemal legistics and property
management matters,

. Developing and implementing inventory schedules for Bureaus, monitonng inventory

pregress, and providing assistance (o support headquarters activities;

. Ensuring that required reports are provided 10 the Depaniment in a timely manner,

Designating PAQs to account for and conlrol personal propecty assigned within their
accountable area, in wrniting,

. Designating PCs to assist their appotnted PAO in accounting and controlling personal

property within their custodial area, 1n wnting,

Functioning as the coordination point for reutilizaton and disposal of excess personal
property, which includes providing property staff with dispesition instructions in
accordance with the FMR _|02-36, “Disposttion of Excess Personal Propeny” and FMR
102-37_“Donation of Surplus Personal Propeny.”

Ensuning that excess personal property is retired from the PPMS5;

Assisting Bureau management in the development and operation, of internal control
systems and ensuring their compatibility with Depanmental programs and policies;
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. Coordinating with the propenty management staff members in the regional offices on

matters pertaimng to effective management and control of personal propeny located 1n
the regional offices;

Ensuning that personal property assets that have reached the end of their useful hifecycle

are disposed of in accordance with EQ_13423_ “Strengthening Federal Environmental,
Energy, and Transporiation Management,” and its instructions;

Designating authonized POs or other individuals 10 1ssue and sign Optional Form (OF}-7,
“Property Pass,” and

Receiving, reviewing, examiming, and investigaing claims for toss or damage 10
employecs’ personal property; determining what amount, if any, shall be paid in
setilement of such claims, prepanng a bnef memorandum commenting on the ments of
the claims and their adjudications

Property Accountability Officer (PAQ)
The PAOQ is responsible for the effective sdministration and maintenance of a personal

propenty control and accountability system within the accountability area for, which he or
she has been designated.

PAOs are responsible for:

Accountability and control of assets within their designated accountable area;

Determiming the definstion of custodial areas within the accountable arca and
recommending the designation of a PC for each custodial area;

Ensuring that PCs have current records of the personal property for which they are
responsible;

Marntaining current custodial records for accountable personal property assets by
physically signing personal propenty assets down to PCs on hand receipts (refer 10 PPMM

Section 3.2 4.1, "Assiomng Personal Propenty Assets to Organizahions and End Users,”
and PPMM Section 6.3 4, “Hand Receipt,” for clanfication);

Working with supervisors, as needed, 1o conduct physical inventones, reconciling
records, and ensuning discrepancies are resolved;

Ensuring that Form Commerce Department {CD}-52, “Repont of Review of Property,” for
LMSDD personal property assets are promptly and accurately prepared and processed;

Ensuring that personal property is fully wilized and safeguarded from misuse or thefi,
and that unneeded personal property assets are promptly reporied for reutilization,
redistribution, or disposal,
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2.2.7

Coordinating actions required by PBR;
Ensunng that barcode labels are affixed on accountable propesty,

Ensunng that additions, transfers and request for retirement of an asset are entered 1nto
the PPMS 10 a umely manner;

Asststing with exit clearance procedures to ensure the accountabthity for assigned
personal property; and

tssuang and signing OF-7
Property Custodian (PC)

The PC for a respective PAO is responsible for the immediate physical custody of the
personal praperty under his or her control.

PCs are responsible for

Accountability and controls of assets wathin their custodial area;

Mamtaimeng current custodial records for accountable personal property assets by
physicalky signing a hand receipt;

Physically signing personal property down 10 an end user using an End User Hand
Receipt (refer 1o PPMM Secwon 5.2.4 | and PPMM Section 6 3 4 for clanification).

Initiating or processing documents affecting the accountability or custody of personal
propenty assels, which includes the movement or transfer of asseis from one lecation to
another,

Ensunng personal propenty asscis are used only for their intended purmpose;

Identifying and reporting to the PAO any excess personal property of the accountable
area; and coordinating cxcess personal property for reutilizanon or disposal purposes
upon determination that assets are deemed unneeded;

Prompily submitting CD-52s for LMSDD); and submitting a separate CD-52 for each
circumstance;

Affixing barcode labels on accountable property and records acquisition data, including
supporting documentation into PPMS,

Conducting physical inventories and seconciling inventory records;,
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j.  Assisting with exit clearance procedures 1o cnsure accountability for the assigned
property; and

k. Issuing and signing OF-7
2.2.8 National Utilization Officer (NUQO)

The NUOs are property officials within each Federal agency who coordinate with GSA to
provide user accessibility 1o the GSAXcess® federal disposal and screening system.

NUGO:s are responsible for:

a. Promoting the use of available excess assets, and interact as necessary with the GSA
the administeation of the Federal excess asset disposition program;,

b. Coordinating with GSA 10 provide user accessibility 10 the GSAXcess® federal disposal
and screening system;

Allocating, assigning, and approving excess personal propenty for transfer from holding
agency to transferring agency,

L1}

d. Coordinating with receiving and transfemng persennel to ensure the transfer of a
personal propeny asset record within the PPMS and the physical transfer of the asset to
its designated location, and

Serving as the point of contact for 1raining and functionality of the GSAXcess® federal
disposal and screening system for authorized users.

P

The NUOQ or designated PO is responsible for:

a, Entering excess personal property into GSAXcess® for federal disposal and screening.
and

b. Monitoring the screening period for excess personal property entered into GSAXcess®,
219 End User
Each employee of the Depanment who uses, supervises the use of, or has contrel over
Govemment property, is responsible for the accountability of that property. The end user may be

held financially liable if ssmple or gross negligence is determined when propenty is deemed as
LMSDD

2

This responsibility may take either or both of the following forms:

a. Supervisory responsibility obligates a superviser to establish and enforce administrative
and secunty measures necessary to ensure proper protection and use of Govemment
property under their junsdiction. Supervisors are also responsible for:

(1) Ensunng that accountability methods are in place for personal property assets thas fall
under the $5.000 accountability threshold,

(2) Assigming staff 1o assist the PAQs and PCs in conducting physical inventones; and

(3) Ensuning that personal propeny assels, including excess and surplus property, are
only acquired for Government purposes and limited personal use, in accordance with
the DOC Internet Use Policy and DOC Telecommumcanons Management Pohicy

b. Employee responsibility obligates each employee of the Depaniment to properly care for,
handle, use, and protect Government property issued to or assigned for employee use at
or away from the office or station. Employees are also responsible for

(1) Ensuring the proper use, care, and protection of personal property assets in their
possession, custody, or control,

{2) Ensunng thai personal property assets in their passession, custody, or control are used
for Govemment purpese and limited personal use, in accordance with the DOC

Intemet Use Policy and DOC Telecommunications Management Policy,

(3) Notifying the PC when new personal property assets are acquired and received, or
shipped direct;

(4} Noufying the PC when personal property assets become excess or are transferred
from one locarion to another,

(5) Reporting immediately 1o Office of Security (OSY) or the relevant security
organization, thetr supervisor, and their PC about any personal property that is
LMSDD; and

(6) Physically signing for personal propenty assets in possession by an End User Hand
Receipt (refer to PPMM Section 6 3.4 for clanfication).

2.2.10 Government Contractors
Governmen Contractors are responsible for-
a. Complying with polices and responsibilities for Govemment property in their possession

in accordance with FAR 435, “Govemment Property,”
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b. Making available records of Government property as directed by the PC, Contracting
Officer Representative (COR), and Contracung Officer (COY);

¢ Prowviding support to the PC, COR, and CO with agency physical inventory activities of
Government propertty i their possession, custody, or control;

d. Ensuring that Government property 1n their possession, custody, or control 1s used for
Government purposes and limited personal use, in accordance with the DOC Intemel 1ise

Policy and DOC Teleconumumeabions Management Policy

e. Ensunng that Govemment-owned property 1n their possession 15 identified as
Government property and controls exist to ensure it is nol co-mingled with contractor
owned property, and

f. Reporting LMSDD and excess personal property to the PC, COR, and CO.

For guidance on contractoss and subcontraciors using Government fleet vehicles, please refer 1o

PPMM Section 13.1.2 (m), “Bureau Fleet Managers ™

Coniraci personal property assets are managed 1n accordance with PPMM Chapter 7.0, “Coniract
Personal Propeniy Assels.”

For guidance on Contractors serving in a propesty accountability pesition, please refer to PPMM
Section 1.8, “Inherently Governmental Functions.”

2.3  Change Management
23.1 Entering and Separating on Duty
2.3.1.1 Entering on Duty

An entering employee is defined as an employee assigned 10 the DOC. When DOC employees
enter on duty, they will receive a personal property briefing or reference documentation or
material from an authorized PO or supervisor. The briefing will include their roles and
responsibilities and a hand receipt for personal property assets issued to them.

The absence of a dedicated bniefing does not relicve the individual from the responsibilitics
outhned in PPMM Section 2.2 9, “End User,” Supervisors who need 10 discipline employees for
failure to follow respensibilitics oulined tn this Manual, must provide evidence the employee
was on notice of the requirements

2.3.1.2 Separating from Duty

A separating employee 15 defined as an employee reassigned to another Bureau withan the
Department, transferred to another Federal agency, or leaving Federal service. DAQ 202-299

“Cleacance of Separating Emplovees,” covers the clearance of an employee separating from a
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BDOC Bureau utilizing Form CD-126, “Separanon Clearance Centificate,” to document these
clearances

Addimionally, in accordance with DAO 302299 each Operating Unit must supplement this
Qrder by 1ssuing intemnal aperating procedures for s employees to clear their accountability for
property, records, funds, and other matters, Employees should consuh with the Bureau PMO for
such internal operating procedures.

Separation process for POs is outlined 1n PPMM Section 3 6.1, “Separation.™

2.4 Types of Personal Property Assets

Accountable personal property assets will be recorded in the system of record and physically
tagged with a DOC barcode number, as designated by the DOC Bureau. At a minimum, the data
clement standards as defined in PPMM Section 2.6.3, “Data Element Standardization,” and any
data elements specific to the system of record, as revised, will be reponed for each asset

24.1 General

Personal property assets are classified by acquisition cost and sensitivity gudehines. Personal
property assets with an acqusition cost that exceeds an establsshed dollar thresheld must be
defined as accountable, which requires its value to be recorded in the PPMS. Assets that also
exceed a lugher established acqusition cost threshold are defined as capitahized, which requires
that 115 value be recorded in the organizasion’s general ledger and depreciated over its useful
lifecycle. In addition, some assets, regardless of acquisition cosl, are decmed sensitsve and

cansidered accountable, See Section 2.4 1 3, “Accountable Personal Propenty,” for the
established dollar threshold.

Non-accountable personal property is personal property that does not meet any of the previously
mentioned standards, and thus, 15 not subject 1o the same accountability requirements, but may
need to be controlled and maintained in a way suitable for Government personal property assets.
Responsibility for control of accountable personal property will be formally assigned to an
individual and official personal property records must be maintained as set forth in this chapier

For accounting purposes, personal property will be classified and treated, as descnbed in the
following subparagraphs

2.4.1.1 Capital Assets

“Capstal assets are land (including park tands), structures, equipment (including motor and
aircrafl fleets), and intelleciual property (including software), which ase used by the Federl
Government and that have an estimated useful life of two years or more. Capital assets may or
may not be capitalized (r.e., recorded on an enhity’s balance sheet) under Federml accounting
standards.” For the complete definition and exnmples of a capital asset, please refer 10 OMB
Circular A-11, “Preparmtion, Submission, and Execution of the Budget, Appendix |.
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Public Law (PL} §14-113, Consolidated Approprianons Act, 2016, Division B-Commerce,
Justice, Science, and Relaled Agencies Appropriations Act, 2016, Totte I-Department of
Commerce mandates Federal agencies to repon the acquisition and disposal of capital asseis to
Congress. PL 114-113 includes the {ollowing provision. “The Secretary of Commerce shall
notify the Committees on Appropnations at least 15 days in advance of the acquisition or
disposal of any capital asset {including land, structures, and equipment) not specifically provided
for in this Act or any other law appropriating funds for the Depanment of Commerce ™

The Office of Budge: has the responsibility to prepare Congressional notifications on behalf of
the Department. Bureau PMOs should collaborate with the Office of Budget with regards to
Congressional notifications ar inquines related to the acquizition or disposal of a capital asset

2.4.1.2 Non-Expendable Personal Property

Personal propesty that has a normal usefu! lifecycle expectancy of more than one year; has
continuing use as a self-contained unit; is not consutned 1n use; does not lose its identity when
put 10 use; or does not ordinarily become 2 non-severable asset of other personal property
2.4.1.3 Capitalized Personal Property

Non-expendable personal property that has a value, which (s charged to an asset’s account (e.g.,

general ledper control account) and 1s accounted for during us useful hfecycle. The
Department’s capitahization pnnciples are set forth in PPMM Section 2 5, “Caputalized

Property.”
2.4.1.4 Non-Capitalized Personal Property

Non-expendable personal property thzt has a value, which is charged to an expense account,
when either issued for use or a1 tirne of receipt, and is accounted for during its useful lifecycle

2.4.1.5 Expendable Personal Property

Personal propenty that may be consumed in use or loses its identity in use and may be removed
from formal accounting records when it is issued or used

2.4.1.6 Accountable Personal Property

It is the policy of the Depariment that accountability 1s masntained for the following types of
propeny

a. Accountable propesty, which is defined as;

(1) Capstahized personal property,
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(2) Office furniture and equipment having a unit cost of $5,000 or more ';

{3) Sensitive items, as described in PPMM Section 2.4 4, “Sensitive Propesty and
Equipment Contyol Classes,”

{4) Borrowed or leased persenal property;

{5) Government fumnished property (GFP)n the hands of a contractor, financial award
programs, accountable, or sensitive personal property ¥, and

(6) Software with an acguisition cost of $25 004 or more
b. Matenal propeny where the value 1s controlled by general ledger account
242 Heritage Assets
Heritage assets are managed in accordance with PPMM Chapler 12.0, "Hentage Assets ™
2.4.3 Firearms

Burcaus will be guided by 41 C.F.R. §101-42 i102-10, “Fircarms * Additionally, Bureaus may
contact the GSA office established specifically for the disposal of fireanms.

244 Sensitive Property

Sensitive assels are defined as personal propenty, regardless of acquisition value, which require
special processes and accounting to ensure accountability and safeguarding.

Sensitive assets must be formally accounted for in a PPMS record, and include, but are not
limited to, assets in the following categories:

a. Communscation davices
b. Dangerous and hazardous assets

¢. Law Enforcement equipment

' Accountable personal propenty with an acquisition cost of $5 000 represents the minimurmn dolfar levet for
accourtabality  Supervisors are responsible for the securty of personal property below this level and should use a
responsible method to ensure us 2ccountablny

! Comtractor Acquired Propeny (CAP) 13 not classified as ble G propesty until the lermunation of
the contract and/or the Govemment has retained ile. At that nme, CAFP will be physically tagged with a DOC
barcode andior entered wia the DOC system of record, of it mects the accountable property requirement.
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d. Assets authonzed for stonng and/or processing classified information
e, Assets with retainable memory

f.  Inherently porable assets and assets that can easily be converied to private use or have a
high potential for thefi

DOC will idenufy sensitive assets and define specific equipment accountability levels 1o be
applied m connection to the assets PPMS record keeping. ASTM Intemational E2608-08,
“Standard Practice for Equipment Control Matnx,” provides the guiding principles for this
methodology.
To address Bureau-specific needs and upon the approval of the Bureay Chief Infonmation Officer
and Burcau PMO, a Bureau may classify an item as “sensitive” if the recommended item s not
outlined in accordance with the Deparimental siandardized sensitive items listing below.
2.4.4.1 Sensitive Items List

a. Firearms

b. Desktop and tower computers

c. Monitors

d. Laptop, tablet, notebook, and other portable computers

¢. Smart phone devices (1.e, Android, Blackberry, and (Phone)

. Color, laser, and neiwork pnnters

g. Desktop plotiers

h. Extemal small computer system interface disk dnves

i. External “firewire” disk drives

j. Removable hard drives

k. Desktop and hand-held scanness

1. Digital and video cameras

m. Video, audio, and digital players

n. Fax machines and muli-purpose fax, printer, and photocopy machines
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o. Global positioning system devices
p. Ballistic bullet proof body armor

q. Network servers
24.5 Flcet
2.4.5.1 Motor Vehicles
Vehicles are managed in accordance with PPMM Chapler 13.0, “Fleet Management.” As with
accountable personal property, updales 10 the status of owned, commercial leased, and GSA
leased vehicles will be reflected in the PPMS. Similarly, it is important to establish clear and

effective communication channels with flect managers to cnsure that the property records are up-
to-date.

2.4.5.2 Vessels

Vessel refers to every description of watercrafi or other contnivance used or capable of being
used as a means of transportation on water but does not snclude aircraft that can float on water.

GSA divides vessels into 1wo categones, those under 50 feet in length and those over 50 feet in
length, each category baving different excess reporting requirements. The Federl Boat
Executive Committee defines vessels as watercrafl 65 feet or longer, and their Federal Boat
Management Gnde specifically focuses on watercrafi that 1s less than 65 feet in length, which
are refemed to as “Boats.”

The recommended reference that suppons this definition and policy 1s the “Federl Boat
Management Gude.” which 1s sponsored by the GSA Federal Boat Executive Committee, This
Guide is available on the GSA website, Keyword: Federal Boat Policy. Addinonally, GSA
offers a Fact Sheet on Excess Vessels which s also available on their website, Keywond: Excess
Vessels

Bureaus may contact the GSA office established specifically for the disposal of vessels. Contact
information ts available on the GSA websile, Keyword: Vessels Disposal,

2.4.5.3 Aireraft

Bureaus may contact the GSA office established specifically for the disposal of aircrafi. Contact
information ts available on the GSA website, Keyword: Aircraft Disposal.

The recommended references that support this definition and palicy are govemed by FMR 102-
33, “Management of Government Aircraft,” OMB Circular A-126 Revised, “Improving the
Management and Usc of Government Aircrafl,” and OMB Circular A-76 Revised, "Pesformance
ol Commercial Activitics.”
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2.4.6 Gilis and Decorations

Gifls and decomations are managed in accordance with PPM# Chapter 11.0, “Gifis and
Decorations.™ A gift may be a monetary or non-monetary present (other than a decoration). A
monetary gift includes anything that may commonly be used in a financial transaction, such as
cash or currency, checks, money orders, bonds, shares of stock, and other secunties and
negotiable financial instrumenis. A gift may be received from a foreign government or the
public

Mon-monetary gifis are personal property and will be accounted for 1 the DOC system of
record. Decorations may be personal property depending on the determinations made at the
Burezu level

2.4.7 Classified Personal Property

Classified personal propenty is defined as property contaimag informanion or matenal designited
and clearly marked or clearly represented, pursuant to the provisions of a statute or E.O
requining a specific degree of protection against unauthonzed disclosure for reasons of national
secunty

For guidance regarding excessing or handling of classified personal property, please consult with
the Bureau Chief Information Office and/or the OSY

248 Property Owned by Personnel

It is the employee’s responsibility to inform theie respective PO when they bring personally
owned items (e g. smartphones, laptops, iPads, etc.) into Govemmeni-owned or leased premises,
as these items could be nusidentified as DOC property

For puidance regarding damage to an employee's personal property, please view
htips:'oge.commerce gov/page personal-propeny-claims, consult with the PAO, or seck counsel
from the General Litigation Division or General Law Division of the Office of General Counsel
(0GO).!

249 Contractor-Owned Property

Contractors are advised to take precautions when bringing contracior or persenally owned itlems
into Govermiment-owned or leased premises, especially if the items could be misidentified as
DOC property. liems owned by contractors must be declared 1o the COR. Contractor
declaration will include the following: Descnption of nem, date item was brought into the

! For the Offlice of Insp General, refi within this ) that require consuliation with the Office of
General Counsel do not apply to OIG employees, who should consult the Office of Inspector General’s Office of
General Counsel
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office, serial number, model number, and manufacturer. The COR should ensure that a
contractor label is affixed 10 each piece of declared accountable equipment. The COR and PC
will facilitate its removal from Government-owned or leased premises.

Please refer to PPMM Section 7.2 9, “Commactor-Owned Assets,” for additional guidance.

2.4.10 Other Personal Property
Bureaus may have persanal propenty assets specific 10 their mission, and as such, should account

for this property in the PPMS and provide policies and procedures for any asset specific handling
requlremenls.

1.5 Capitalized Property
2.5.1 Integration of Personal Property Records and Financial Accounts

Effective persenal property 2ecounting requires an integration of personal property records and
financial accounts. Guidance for accounting of assets, including personal property, is set forth in
the Depanment’s Accounting Prnciples and Standards Handbook, Chapier 8, “Assets ™

2.5.1.1 Capitalization Thresholds

The Department’s general property, plant, and equipment acquisition capitalization thresholds
are in accordance with the Depantment s Accounting Principles and Standards Ham!hook

Chapter 8, “Assels.”

2.5.1.1 Personal Property Bulk Purchase

Personal property bulk purchase 15 an acquisition of a large quantity of similar personal property
items, where each item individually costs less than the single-asset personal propeny
capitalization threshold (detertmined by each Bureau). Personal property bulk purchase
acquisitions are normally determened based upon the total amount of a purchase order or delivery
order

2.5.2 Capitalization
2.5.2.1 Standards for Capitalization

This section sets forth policies for personal praperty that are 10 be capitalized and non-
capitalized. The Depanment’s Accounhing Ponciples and Standards Handbook, Chapler 8,

“

Assets,” contains the capitalization policy

2,5.2.2 Personal Property Capitalized Based on Cost
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Excepi for the types of items specified in PPMM Section 2.5.2.3, “Personal Propeny Not
Regwinog Capstalizavoen,” inems of non-expendable personal property having an acquisition cost
of $25,000 or more will be capitalized.

2.5.2.3 Personal Property Not Requiring Capitalization

The following types of propenty should not be capitahzed regardless of cost:
a. General purpose office furmiture
b. Individual rugs
c. Panels and office partitions
d. Free standing storage shelving
2.5.2.4 Pricing of Personal Property for Accounting Purposes

An essential element of personal property accounting is the determination of 1he cost 10 be used
in recording personal property in the accounts. Establishment of the standards and methods 1o be
used in delermining personal property cost is a function of the Department’s financial accounting
activities. To the extent that personal property management activiites are required 1o reflect cost
oh personal propeny records and 1nsaction documents, these activities should use pricing
instructions provided by their servicing financial accounting activity. Guidance for accounting
of assets, mcluding personal property, 15 set forth in the Department’s Accounting Panciples and
Standards Handbook, Chapter 8, “Assets ™

2,53 Depreciation

The pnmary purpose of depreciation ts 10 distribute the cost of capitalized property over the
useful hfecycle 1o activities benefiting from their use. Each accounting system within the
Department 1s required to recognize and record depreciation on capitalized propeny and 1o give
full recognition to the end of useful life when establishing useful hifecycle of caprtalized
property. Each accounting system s also required to record the location and use of capitalized
property n sufficient detail to permit distribution of depreciation charges to the cost cemters
where the related personal property is assigned

2.5.3.1 Standards and Methods

Establishment of standards and methods for depreciation is a funcuon of the Department’s
financial accounting activities. Personal propery management activities will ensure that
personat propenty records contaim such mformation as ts required for depreciation purposes. This
information must include the acquisition date and onginal purchase price of a piece of
equipment.

2.5.4 Reconciliation of Property Accountability Records and Financial Accounts
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Bureaus will maintain control and accountability of capitalized personal propeny within the
PPMS

2.5.4.1 Reconciliation of Property Records

Personal propeny accountability records for capitalized assets will be reconciled at least
quanerly with the financial control accounts in accordance with procedures established by
servicing financial accounting activities. Adjustments required as a result of such reconcaliation
will be documented and must be posted pramptly 1o the records and accounts.

2.6 Records Management and Reporting Requircments
2.6.1 Records of Accountable Personal Property

Accountable personal property will be recorded on an item-level basis (i.e , each individual atem
15 a separate record). However, when considered advantageous 1o do so, records for some items
may be maintained on a sysiem-fevel basis

a  The system-level method may be used when:
(1) There are 1wo or more individual items or components of a system; and

(2) The system 1s considered incomplete or inoperable in the absence of any one of its
component cquipment itlems. Under the system-tevel method, the entire system may
be recorded as a single record unit.

b. Records of accountable property may include the data clements listed in PPMM Section
2.63, “Data Element Standardization.”

1.6.2 Maintaining Property Records

Adequate and accurate supporting documentation for personal property assets entered into the
PPMBS 15 necessary for proper pricing, depreciation, cost determination, and accounttng purposes
at the Department. Thus, acquisihion docimentation for accountable personal propenty must be
recorded and attached to an asset record in the PPMS. Department POs should work closely
with the acquisiion commumty to obtain the necessary acquisition documentation required to
comply with this policy

Department POs are required to keep properly records in accordance with the Depanment of
Commerce records management policies and procedures and the federal laws and

regulations. Destruction must be 1n coordination with the proper authonzetions of 1he Records
Officer

Records of the Property, Plant, and Equipment are required 1o be retained 1n accordance with the
Nationat Archives Gencral Records Schedule 1.1, item 030, These records are required (o be
destroyed two years after the asset is disposed of or removed from the Department’s PPMS, but
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longer retention is suthorized 1f required for business use or if needed for huganon. In cases
where liugation ts pending, it may not be that lenger retention is authonzed, but it may be
required. POs should consult with their records officer and OGC pnor to destroying any record
that 15 relevant 10 pending or anticipated litigation.

In addition te the Department’s records management policies and procedures, financral
management records must be maintained in accordance with the Depariment’s Accounting
Principles and Siandards Handbeok, Chapler 8, “Assets.” POs should consult with their Bureau
Records Management Officer concerming any questions about proper retention.

For Financial Award program Assets record retention, please refer to PPMM Section 8.3 1,
“Record Accountability ”

2.63 Data Element Standardization
A data element 15 an individual piece of descriptive information collected about an assel to
populate the asset record. Standardization of data elemnents allows greater efficiencies in the

identification of assets Depastment-wide.

Personal property record data elements are driven by the system of record and the type of
personal property

Data elemenis include, but are not limited to, the following:
a. Acquisition cost
b. Acqusition date
€. Acquisition document number
d. Authonzed asset user (¢.g., PAO, PC, End Liser)
e. Barcode or umque identifying number
. Condition
. Condition code
h. Date of receipt
1. Disposition data
). Federal Supply Code

k. History

4]

I. Identfication

m. [nitial event

n. Lease information (e g., lease rate, expiration date, buy-out cost)

o. Location

p. Manufacturer

q- Model number

. Official name

5. Organization code

1. Ownership title

u, Physical inventory date

v. Property type

w. Room number/Cube number

x. Senral number/VIN number

y. Sie

z. Steward code

aa. Unit of measure
1.6.4 Reinstating Asset Records
The Bureaw PMO 15 the only authorized person who can reinsiate at asset within the PPMS
2,6.5 Reporting Requirements
DOC 1s required to repont the Department’s personal property managemeni activities 10 2 number
of Government agencies. Reporting requirements specific to a type of property, such as aircrafl,
foreign pifis, and motor vehicles, will be provided in those specific sections of this Manval.

2.6.5.1 GSA Reporting



In accordance with FMR Bulleun B-27, “Annual Executive Agency Repons on Excess and
Exchange/Sale Personal Property,” DOC has an annual requirement to submit to the GSA, the
following reports:

a. Annual Repont of Personal Property Fumished 1o Non-Federal Recipients (Non-Federa)
Recipients Report; and

b. Annual Repon of Exchange/Sale Transactions (Exchange/Sale Report).
The Director for Financial Management and Deputy CFO 15 responsible for submitting these
reports 1o the GSA on behalf of the Department. Bureaus should be prepared to report in a
format provided by the GSA.

2,6.5.2 State Department Reporting for Foreign Gifts

In accordance with DAQO 202-739, Gifis and Decorations From Foreign Governmenis and To
Foreign Indwiduals,” DXOC has an anaual requirement to submit to the Depaniment of State
(DOS), the following reports

a. Submussion to the DOS of Listing of Foreign Giits of More than
Minimal Value Reported to Employing Agencies; and

b. Submission to the DOS of Listings of Gifis of More than Mimimal Value Given 10
Foreign Individuals.

The Director for Financial Management and Deputy CFO is responsible for submatiing these

reports to the DOS on behalf of the Depantiment. Bureaus should be prepared to report ina
format provided by the DOS.

2.7  Monitering and Oversight Functions
2.7.1 Metrics (Scorecards)
2.7.1.1 Controls Alfecting Persenal Property Bubble Chart

The Controls Affecting Personal Property Bubble Chart 1s managed by the DOC PPTD and
reponted to the Director, Office of Admimstruive Programs (OAP) on a monthly basis.

The Controls Affecting Personal Property Bubble Chart serves as a contrel measure to track and
report the Department’s compliance in meeting reporting requirements for mandated property
management policies and procedures on a fiscal year basis,

The Bureau PMO is responsible for reporting the Bureau’s staus or the progress of each

reporting requisement to ensure compliance of mandated ¢lements on a monthly basis to the
DOC PPID.

43

2.7.1.2 DOC Mabile Computing Device Accountability Matrix

The DOC Mobile Computing Device Accountabulity Matnx 15 managed by the DOC PPTD and
reporied to Director, OAP on a monthly basis.

The DOC Maobile Computing Device Accountatslity Matnx serves as a control measure 10 track
and report last, missing, or stolen laptops and tablels, including laptop and tablet recoveries

AL mimmum, the Bureau PMO 1s responsible for reporiang the following critenia when
reporting laptops and/or 1ablets as lost, missing, er siolen

a. Provide the barcode;
b. Indicate the circumstances transpiring from the loss,

¢ Indicate whether the laptop and/or tablet contained personatly identifiable informatton
(P

d. Indicate whether the laptop and/or 1ablet was reported to the DOC Computer Incident
Response Team,

e. Indicate whether a police repont was filed,

. Indicate the lecation of loss; and
g Indicate the person responsible for the loss.

At a mimmum, the Bureau PMO 15 responsible for reporting the following criteria when
reporting laptop and/ot fablet recovenes:

a. Provide the barcode:

b. Indicate the circumstiances that assisted 1n this recovery,
¢. Indicate the location of recovery;

d. Indicate the actual date of recovery, and

¢. Indicate of the recovered lapiop or tablet was previously reporied as lost, missing, or
stolen.

2.7.2 TPhysical Inventory Verification
The DPMO ts responsible for ensuring that a complete and accurate Depanmental inventory 15

conducted each fiscal year. The DPMO will sign an inventory certification memorandum upon
completion of the annual physical inventory requirement.
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Physical inventory verification of accoumable persenal property 15 scheduled by the Bureau
PMO and must be completed at regular intervals, ot least once o fiscal year by June 30% or a
cycle commensurate with the value of the persenal property assets and the complexity of
operations of the Burcau.

Bureau PMOs are responsible for the following physical inventery activitics:
a, Determining the type of inventory;
b. Establishing inventory schedules;
¢. Monnoting inventory progress,
d. Providing assistance 10 both headquaniers and feld office POs: and

e Reporung inventory results to the DPMO by a signed inventory certificanen
memorandum.

Inventory results must meet the ASTM Intemational E2131-16, “Standard Practice for
Addressing and Reporting Losses of Tangible Property,” of less than a 2% vanance in quantity
for reporting the loss of accountable personal property. Physical inventory results will be
certified in writing by the DPMO on a fiscal year basis upon completion of the Department’s
physical inventory requirements. As a result, Bureau PMOs will be responsible for developing
and implementing a corrective action plan 10 address inventory results of more than a 5%
vanance in quantity {{or the entire Bureau) for reporting the Joss of accountable personal

property

Propeny management and financial accounting activities should coordinate the establishment of
schedules and procedures for taking such inventones. lnventory determinations should be made
for all classes of property and applied on a consistent basis from one fiscal year to another.
Adjustments required must be documented and posted promptly to the records and accounts.

It s the responsibility of the PAO or PC 10 wark with Supervisors in eblaining personnel to
assist in conducting physical inventones. When conducting a physical inventory, the recording
of 2 “barcode scan” resolution for accountable personal property walidates the physical existence
of an asset and mitigates the nsk of mnaccurate inventory results A barcode scan should be the
primary means of obtaining a positive resolution for accountable personal propenty. In the case
where accountable personal prapesty cannot reasonably be scanned with a barcode scenner {e g,
satellites), it is the responsibility of the Bureau PMO to document and implement procedures to
ensure that controls are in place to adequately account for the exisience of the personal property
1n question

3.0 PERSONAL PROPERTY OFFICIAL TRAINING
3.0.1 Scope of Chapter

This chapter establishes a comprehensive curnculum to systemnatically develep skills at
performing delegated property management duties (excluding NUO, End User, and Govemnment
Contractors), 10 define competency based traiming standards for propenty management, and to
prescribe the procedures for PO certification, appoiniment, and cancellation of PO delegations.
Traiming and professional development are key elements in supporting a successful personal
preperty management program. DOC encourages Bureaus to promote training and development
among their personal property professionats, including employees that perform property
functions as a collateral duty. Pnmary and alternate POs must satisfy the minimum training
requirements of a centificd PO. To perform this duty, the appointment must be in wniting. Only
primary POs must adhere 1o the propeny specific perfonmance gurdelines, outlined in Appendix
C, “Propenty Official Performance Critical Elements,” beflore being centified as a PO

3.02 Policy

It is the policy of the DOC to develop and employ a property management workforce focused on
collaboration, performance, quahty, and accountability that will ensure entrusted resources are
used and managed wisely throughout each phase of the propeny lifecycle. At a minimum, POs
must meet the mandatory trining requirements, perfonmance evaluation cntena, and
appointment procedures in order 1o serve in a propeny capacity role, PO centification is
evidenced by the Certificate of Elipibility issued by the DPMO or appointment certification
memorandum (refer to Appendix G, “Sample Psoperty Official Appointment Certification
Memorandum,™) issued by the respective Approving Official histed in PPMM Sectipn 3.4.3
“Appointment with Certification * The appointment centification memorandum has superseded
the Certificate of Eligibility. A Centificate of Eligibility document 1ssued prior to the release of
thts Manuai is valid.

3.1 Goals
3.1.1 Professional Development

The goals of an effecuive professional development program are 1o maintain a knowledgeable
property management workforce, 10 retain that workforce, and to (nstill professional esteem in
the members of the Depanment’s personal propenty stalf.

The DOC will promote relevant tmining oppontunities for Departmental participation. Bureaus
are encouraged 10 toke advaniage of internal DOC offenngs and include centifications into their

programs
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Applicability

The requirements set forth in this chapler apply to individuals nominated for assignment as POs
or altemate POs, individuals currently serving as POs or ahemate POs, and any individual
delegated a property management role,

33

33.1

Property Official Knowledge, Skills, and Abilities

Property Official Knowledge, Skills, and Abilities

Designated employees selected for a PO role must complete the mandatory trmming imually for
the cenification and annual refresher training requirements 10 ensure that they arc competent to

ful fill the duties of a PO Annual refresher trzining 15 meant as a refresher for a trained PQ. The

three competency areas are outlined below:

3.3.1.1 Property Management Knowledge

Knowledge, skills, and abilities related 1o logistics management include the following:

Familianty with basic property management roles, responsibilities, and an erganizational
struciure of a property management network;

Understanding of applicable laws and regulations governing personal property,

Understanding of the propenty lifecycle including acquisiuion, receipt,
wtilization/maintenancefiransfer, and disposal;

Understanding of and ability to define the types and classification of propenty,

Understanding of effective inventory management concepls, pnnciples, and practices;
and

Understanding of the importance of propeny accountability including management of
effective cham of custody and effective record-keeping practices.

3.3.1.2 Information Technology Knowledge

Knowledge, skills, and abilities related to IT include the following;

a.

Effective use and operation of, and familianity with, PPMS features and functionality to
track and manage a property inventory; and

Performance of PPMS lifecycle transactions related 10 acquisition, receipt, use, and
maintenance.
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33.1.3

Ethics Knowledge

Knowledge, skills, and abilinies related 10 ethics include the following:

aQ

3.4
34.1
Elgibil

Understanding of the authonzed use of Government resoucces including Government
property,

Understanding of the unauthonzed use of Government resources including Government
property and how 1o repont misuse, abuse, o fraud to the OIG,

Understanding of the legal ramifications of engaging in unethical, unauthonzed use and
misuse of Government propesty,;

Understanding of role in the preservation and protection of Government property,

Understanding of the Depaniment’s policy conceming the acceptance or loaning of gifis
including property, which will support the agency mission,

Understanding of financial and non-financial conflicts of iterest; and

Understanding of conflicts of interest with respect 1o outside activities and post-
employment activitics.

Eligibility, Designation, and Appointment with Certification Procedures
Eligibility and Performance Criteria
ity requirements for a PO appointmemt with cerfication include the following:
In order for a PO 1o be cligible to serve in a propeny capacity role, he or she must meet
the mandatory training requirements outlined in PPMM Secuon 3 51, “Mandatory
Traiming Requirements,” and have the required performance evaluation criternia outhined
in Appendix C inscrted into the PO's individual performance plan. The smmediate
supervisor of a PO 15 responsible for ensuring the property management performance
element is included in hus or her employee's annual performance plan.
Please see below for performance evaluation validation authonty

(1) The respective Bureau PMO ts respensible for validating the specific propernty

management performance element 15 included in tus or her POs’ annual
performance plans.
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(2) Validation of the performance cntical element requrement provided by the

Bureau PMO will be verified by DPMO each fiscal year in accordance with the

Controls Affecting Personal Property Bubble Chan.
(3} The Director for Financial Management and Deputy CFO is responsible for
validating the property management performance element is included in the
DPMO annual performance plan
3.4.2 Designation
Designating a PO to serve in a property capacity encludes the following:

a. The respective Approving Official must designate a PO

Approving Official authonity:

(1) A DPMO is desighated by the Director for Financial Management and Deputy CFO

or equivalent level or higher authonty, in writing.
{2} A Bureau PMO is designated by the CFO, CAO, or equivalent level, in writing.

{3) A PAO and/or PC is designated by the respective Office Director/supervisor, in
wriling.

b. Once the respective Approving Official has designated a PO, the PO must satisfy the
mandatory training requirements outlined in FEMM Sechion 3.5 1, “Mandatory Traning

3.4.3 Appoiniment with Certification

PO appointment with cenification includes the following:

a. PO cenification is evidenced by the Certificate of Eligibility 1ssued by the DPMO or
appointment certification memorandum issued by the respective Approving Official
listed below. A Cenificate of Eligibility document issued prior to the release of this

Manual 1s vahid.

b. Appotntment certification memorandums will not be issued until the performance plan
has been updated including the POs cnitical element and training requirements are met.
Refer 10 Appendix C for performance cnitenia, evaluation, and PPMM Section 3.5.1,

“Mandatory Traming Requirements” for iraining requirements.

c. Respective approving officials must officially record and 1ssue a signed appointment
ceriification memorandum within 30 business days of a POs completion of the mandatory

training and performance plan requirements are in the signed performance plan
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3.5.1

Approving Official authority:

(1) The Approving Official for a DPMO appointment certification 1s the Director for
Financial Management and Deputy CFO or equivalent level or higher authonity

(2) The Approving Official for a Bureau PMO appointment certification is the CFQ,
CAQ, or equivalent level.

(3) The Approving Official for a PAO and/or PC appointment certification is the
respective Bureau PMO.

The appoeintmen of a PO is valid as long as the individual 1s performing property
management duties.

The designated PO and/or the respective Burcau PMO office or DPMO office for
reference will maintain PO appoiniment cenification memorandums.

Inspection of appoiniment with ceritfication files may be conducted by the DPMO
periodically with or without notice

Property Training and Refresher Training Requirements

Mandatory Training Requirements

Mandatory trasning requirements for a PO include the following:

a. A PO must be nonfied of his/her mandatory training and refresher training requirements

by the appropriate authority listed below

(1) The Director for Financial Management and Deputy CFO is responsible for notifying
the DPMO of his or her mandatory and refresher traiming requirements.

(2) The DPMQ s responsible for notfying a Bureau PMO of his or her mandatory and
refresher traming reguirements.

{3) The Bureau PMO is responsible for notifying a PAQ of is or her mandatory and
refresher training requirements

(4) The PAO is responsible for noufying a PC of his or her mandatory and refresher
training requirements.

Training requirements must be met prior 1o tssuance of an appointment cerlification
memorandum m order for an individual 10 serve in a property official role. No
exceptions will be made unless a waiver has been granted by the DPMO

Inspection of such training certificates may be conducted by the DPMO periodically with
or without notice

50



The chart below depicts the mandalory traiming requirements for a DPMO, PMO, PAQ, and/or

PC

Training Course

Method of Enrollment

NryMo. PMQo,
PAOQ or PC

Property Management

hups “doc ¢sod com

NOTE: Sece Bureau PMQO or refer 10 DOC PPTD
website for access instructions

Government Ethics DOC OGC Property Managers Ethics - Required
hup. /www commerce govios/ogc/etngs-law-and-
programs-division

Concepts of Personal | HOC Commerce Learning Center ~ Required

Sunflower PPMS or

DOC Commerce Learning Center -

Required for

approved Sunflower | https doc csod com Buraus on

train-the-trminer NOTE: See Buteau PMOQ or refer 10 DOC PPTD Sunflower

courses website for access instructions

Bureau-specific NOTE: Approval of training format and course content Required for

PPMS must be approved by DPMO pnor to qualification as a Bureaus not on
1RININE COurse. Sunflower

3.52 Refresher Training Requirements for Certified Property Officials

Refresher training requirements for a PO include the following:

a. A cenified PO is responsible for completing refiesher inining and providing the
certificate of completion 10 their appropnate authonity hsied i PPMM Section 3.5 1a by
no later than September 30 each fiscal year in order to mamtain his or her cerufication.
The PO will become decertified 1f refresher tmining requirements are not met by
September 30 If a PO becomes decertified, he or she must complete the requirements

outlined in PPMM Section 3.4, “Eligibelity, Designation, and Appotntment with
Cenification Procedures.”

b. Bureau PMO and DPMO will verify completion of the refresher imining requirement

each fiscal year,

A centified PO must complete one course annually to satisfy his or her refresher training

requirements.
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The chan below depicts a listing of qualified and approved property refresher tratning courses:

Training Course Method of Enrollment

Concepis of Personal Propeny
Management Concepls

DOC Commerce Learning Center —
htips.//doc.csod.com

Sunflower PPMS or approved train-the-
irainer course

DOC Commerce Learning Center —

hups #/doc.csod.com

NOTE: Only onc module is required for refresher
cerification; users may take any module except for
the introductory and conclusion modules

Burcau-specific PPMS

NOTE: Only apphes to Census, NIST, and PTO
Approval of trmming format and course content
must be approved by DPMO pnior to qualification
as a refresher course.

Basics of Property Management - #1017

Management Concepts —

http fiwww. managemeniconcepts.com
1-888-545-8571

Administration of Contractor-Held
Property - #1004

Management Concepts —

http://www managementconcepts.com
1-888-545-8571

Applications in Personal Property
Accountability - PROP7210D

Graduate School —

hitp:iwww . gpraduateschool.edu
I-888-744-4723

Property Accountability: The Life Cycle
-~ PROPTLIZD

Graduate School -

hup ffwww praduateschool. edu
1-888-744-4723

Property Management for Custodial
Officers - PROP7103D

Graduate School -

htip /iwww graduateschool edu
1-888-744-4723

Warehousing, Operanions, and Disposal

PROFPT7001D

Graduate School —

hop/fwww smduateschool.edu
1-888-744-4723

Any GSA approved propery course

General Services Administration -
hup/fiwww gsa goy

Any NPMA approved propesty course

National Property Management Association —

hup://www.npma.org
727-736-3788

Any Sunflower-led course

Sunflower Systems

huip:fiwww sunflowersysiems com
703-835-9395




3.6  Separation, Extended Leave of Absence, Cancellation, and Waiver Guidelines
3.6.1 Separation

In instances when a certified PO 1s separating from the Department, he or she must follow his or
her Bureau's inlernal operating procedures for separation, in accordance with the CD-126 form,
“Separation Clearance Cerificate,” Section Il (1), “Personal Propeny,” and PPMM 231 2
“Separating from Duty ” Under no circumstances should a separating PO depant service without
ensunng that property accountability has been transferred to a certified PO.

If an appropnate replacement is not available pror to the separation date of the PO, it 15 their
supervisor’s respensibility to temporarily delegate the duty 10 the respective role below:

a. Separating DPMO responsibiliuies will be temporarily delegated to the Director, OAP.

b. Separating PMO responsibilities cannot be temporanly delegated to another individual
until designated by the CFO, CAQ, or equivalent level.

¢. Separating PAQ responsibilities will be temporarily defegated to another cerufied PAO
within the orpanization until a replacement is designated, trained, appointed, and
certified.

d. Separating PC responsibilities will be temporarily delegated 10 another certified PC
within the organization until a replacement 15 designated, trained, appointed, and
cerufied.

Temporary delegations should not exceed 90 calendar days. Exemptions may be granted by the
PMO or DPMO on a case-by-case basis.

3.6.2 Extended Leave of Absence and Vacant Property Official Roles

In instances when a certified PO is on an extended leave of absence and/or a PO role 15 vacani,
for mare than 30 calendar days, the respective Office Directer/'supervisor of the PO should
designate the appointment of a replacement PO. Refer to PPMM Section 3 4, “Eligibility,
Designation, and Appmntment with Certification Procedures™ for additional guidance.

3.6.3 Cancellation
Cancellation of a PO cerufication includes the following
a. The DPMO may provide a recommendation to cancel a Bureau PMO’s appointment
certification, in wnting, to the Office Director/supervisor for individuals who are not
fulfilling their property management duties satisfactorily as stated i their performance

cnucal element.
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b. The respective Bureau PMO may provide a recommendation to cancel a PO's
appointment certification, in wniting, to the respective Office Director/supervisor for
individuals who are not fulfilling his or her property management duties satisfactorily as
stated in their performance cntical element.

c. Cancellation of any PO roles will be evidenced through supporting documentation pror
to cancellation and/or documented as such within the respective PO's performance plan.
Attempts should be made by the Director/Supervisor 1o address deficiencies prior to
cancellation.

d. Cancellation records will be maintained by the respective DPMO/Bureau PMO office.

3.6.4  Waivers for Training
Watvers for PO iraining include the following:

a. Waivers of mandatory or refresher irmning requirements due to unforeseen or special
circumsiances must be granted by the Bureau PMO with a signed formal memorandum
outlining the circumstances and requested waiver date from the Direclor/Supervisor. A
waiver for Iining requirements is not to exceed 90 calendar days.

b Ethics truning and performance evaluation cnteria may not be waived.

c. Approval and denial of waiver requests will be maintained by the respective Bureau
PMO office
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4.0 ACQUISITION OF PERSONAL PROPERTY ASSETS
4.0.1 Scope of Chapter

DOC personnel acquire personal property assets through several methods, including but not
limited 1o transfer, purchase order, purchase cards, leasing, forfenures, donation, and irade-n,
When acquining personal property assets, personnel will consider the method most advaniageous
to DOC and the 1axpayer

Government regulations mandate that Federal agencies consider acquinng excess personal
propenty firs1, before purchasing new items, and GSA 1s the agency with the regulatory
responsibility 10 manage thss process

4.1  Property Management Role in Acquisition

Ofien the role of property management personnel 1s percerved to begin upon receipt of the
propeny and that they have very hittle role in the acquisition process. To meet the Department’s
mandales and goals of assel sustainability, thes perception must be dispelled across all offices
that procure personal property.

In accordance with the Commerce Acqeusition Manual (CAM), BOC Policy requires bureaus, to
fill requirements for personal property by using existing cxcess agency propery or by obtaining
excess property from other Federal agencies as the first source of supply in lieu of new
procurements,

Burcaus will ensure that there is proper communication and coordination between purchasing
officials and property managers to determine if a current need can be met by using idle, inactive,
or existing personal propenty available within DOC or other Federal agencies. 1T intesnal
personal property is available, an intemal transfer will be initiated, I the need cannot be filled
intemally, then a search through the GSA s inventory of excess property system (GSA Xcess®)
can be conducted to sce iFanother agency has excess personal propeny available thar will meet
the organization's need

4.1.1  Acquisition Planning

When possible, the Bureauw PMO will panticipate in acquisition planning, including reviewing of
high-level plans for personal propenty acquisition. The planning process identifies the gap
between existing personal propenty and the property required 1o deliver programs and services,
The process also wdentifies personal property requinng replacement, refurbishment, or upgrading
to meet program delivery needs

4.1.2  ldentilying the Need for Personal Property Assets

Bureau POs may plan, organize, direct, promote, control, and manage activities associated with
identifying the need 1o acquire personal propenty assets, Burcau PMOs may provide assistance
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on the acquisition of personal property assets to ensure that all requirements (e.g., environmental,
cconomical, energy } are weighed before acquisiion decistons are made.

The Bureau will have a process, which ensures that personal property acquisitions:
a. Have sound justification;
b. Are made only as required;
¢. Areiatended for Government purposes only,

d. Are drawn from available programs and resources 1o ensure the best acquisiion method
15 used;

¢. Have appropniate funding; and
f.  Provide notification to appropriate POs of impending acquisition.
4.1.3 Sustainable Acquisition

Sustamnable acquisition ss the first step m an overall sustamable personal property management
program. DOC s required 10 maximize the use of existing personal property inventory before
making a new purchase. However, the use of excess property to fill a need ts not the only
requirement for sustainability  Sustamable acquisition ensures that the acquisition, whether one
of repurposing or new purchase, meets envirenmental performance requirements, as described in
PPMM Section 4.2 5 1, “Electrome Product Environmental Assessement Tool.™

42 Acquiring Assets

The most beneficial method of acquisition wall most likely be determined duning the planring
and evaluation phases. However, 1115 incumbent upon those involved in the acquisition process
1o work with the Bureau PMO who can provide altcmative methods of acquinng the assets
duning the acquisition.

4.2.1 Reutilization

Each Bureau's first source for supply 15 excess personal property available within the
Department and nex1 is excess personal property available from other Federal agencies.

4.2.2 National Utilization Qfficer (NUO)
NUGOs play a direct role in the procurement process, supporting reutilization and sustainability in

their agency and the Depanment. Refer to PPMM Section 2.2 8. “Nanonal Uilization Officer,”
fer NUO reles and responsibilities.
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4.2.3 GSAXcess® and Transfers from Other Departments or Agencies

In accordance with 4§ C F.R. § 102-36, DOC may acquire property through transfer from other
depariments or agencies. Acquinng excess personal property will be considered the preferred
method as 1t allows the Government to obtain the best return on invesiment. Other sustanability
provisiens apply.

If suitable excess persanal property 15 not available within DOC, the Bureau will mitiate a search
for excess personal property available from other Federal agencies by searching GSAXcess® at

http /' www gsaxcess moy.

GSAXcess® is the GSA electronic information system that can be accessed by customers 24
hours aday. It offers an online inquiry capability into GSA’s nationwide inventory of excess
and surplus property by natsonal stock number or Federal Supply Class (FSC) to determine
availability of specific 1lems of personal propenty.

Generally, the following will occur for acquisition of property by iransfer:

a. [fanacceptable personal property asset is found, the receiving office must gain approval
for the transaenion from its PO. Personal property will remain at helding agency until
actual iransfer of property to receiving personnel has occurred;

b. Afier approval of the transfer by the PO, a signed Standard Form (SF)-122, “Transfer
Order Excess Personal Propenty,” will be submitted by the holding agency, following the
nstructions on the form;

¢. The receiving personnel must contact the transferming personnel to coordinate the transfer
of the personal propenty asset records as well as the asset itself.

d. The transfemnng personnel must ensute the receiving personnel phyzically receive the
asset no later than 14 days from signing the SF-122, “Transfer Order Excess Personal
Property,” which documents acceptance of the asset. Upon receipt, the assel iz entered
into the PPMS by respective PC responsible for the asset and transfer documentation is
atiached to record in the PPMS;

e Durect costs incurred incidental to transfer will be borne by the recipient if billed by the
holding agency. Overhead or administrative costs or charges wall not be included; and

f. Only costs incurted in the actual packing, preparation for shipment, loading, and
shipment may be recovered by the holding agency Where such costs are incurred, the
recipient upon appropnate billing will reimburse the holding agency unless the holding
agency waives the amount involved.

For access to the GSAXcess® system, POs should contact the Bureau NUO for authorization
within their Bureau.
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4.2.4 Exchange, Sale, or Replacement Property

The exchange or sale authority is a staiutory provision, { 40 115 C_§ 503, “Exchangg or Sale of
Similar ltems,”) which states in part, “In acquiring personal property, an execulive agency may
exchange or sell similar items and may apply the exchange aflowance or proceeds of sale in
whole or in part payment for the propenty acquized.” Pnor to the exchange, trade-in, or sale of
excess personal property, Bureaus must comply with the media sanitization guidelines cutlined
in PPMM Section 10 1, “Media Sannization™ to prevent the unauthenzed disclosure of
information to extemal entitics.

Dunng the acquisition planning process, new acquisitions that are planned to replace existing
assets will be identified. Existing assets that are identified for replacemem due to the end of
useful life, cost of repair, or other valid reasons, will be traded in, exchanged, or sold and the
proceeds will be used to offset the cost of the new acquisition, Bureaus will be cautious in
declaning assets as “excess” or “surplus” ensunng that replacement asseis better meeting mission
requirements have not atready been purchased, or planned for purchase, to replace them, so as to
take full advantage of the exchange or sale authonity

Some assels are, by regulation, prohibited in the use of the exchange or sale authonity, however,
GSA offers a waiver process for many of the “prohibited” assets. Bureaus unsure if the
exchange or sale authonity applies to their particular situation will szek the guidance of DOC
and/or GSA pnor to dismissing it as an acquisilion Process.

4.2.5 Acquiring Through Procurement

Genenally, the precurement process starts with a requisition and ends with the issuance of a
purchase order or simitar contracting document. Vanous approvals are required prior to the
issuance of a purchase order, encluding the jusufication, funds cerufication, and other validation
procedures.

Bureaus will ensure that the provisions tn the preceding sections regarding property
management's participation 1n the planming process are followed.

4.2.5.1 Electronic Product Environmental Assessment Tool (EPEAT®)
EPEATE is a system in which manufaciurers declare their products’ conformance toa
comprchensive set of environmental critena in gight environmenial performance categones. Itis
2 tool for checking a product’s performance, which are ranked 10 three tiers of environmental
performance:

a. Bronze - meets all 23 required criteria

b Silver - meets all 23 required criteria plus at least 50% of the optional cotena

¢. Gald - meets all 23 required criteria plus at least 75% of the optional critena
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DOC policy 15 10 strive for products that meet the Silver level of environmental performance.
£.0._13423, “Sirengtheming Federl Environmental, Lnergy, und Transportation Management,”
sets goals in the areas of energy efficiency, acquisiien, renewable energy, toxics reduction,
recycling, renewable enetgy, sustmnable buildings, clecironics siewardship, fleets, and water
conservation. In addinon, the order establishes a goal for the use of EPEAT®-registered
products.

4.2.5.2 DOC Procurement

Refer to the DOC CAM for the procurement policies and procedures for standard acquisition
guidance.

4.2.5.3 Bulk Purchases

Bulk purchases will be accomplished in accordance with DOC OFM Bulk Purchasc Policy as

outlined in the Department’s Accounting Pnnciples and Standards Handbook, Chapter §
“Assets,” Section 6 08, “General Property, Plani, and Equipment.”

4.2.6 Acquiring Asscts Using a Purchase Card (PCard)

The Government-wide commercial PCard is authorized for use n purchasing of personal
propenty below a specified cost threshold. For tnformation on PCard purchase limiuts, review the
DOC CAM. PCard purchases must comply with DOC regutations. policies, and procedures
govermning PCard use

PCardholders arc responsible for forwarding 1he respective acquisition documentation approved
for procurement to the respective PO {c g, PMO, PAQ, and/or PC) for inclusion into the asset
record in the PPMS. The acquisition documentation may be an approved internal manual
method or an approved intemal automated format. A copy of the scquisition documentation
musl be included in the cardholder's transaction file and POs must atlach supporting acquisition
documenis (c.g., purchase order, requisitions, etc.) 1o the asset record in the PPMS. When
aftaching acquisition documentation, within the PPMS, POs must ensure that P11 1s redacted.

The purchaser will meet the following requirements for the purchase of accountable personal
propenty through a PCard:

a. When possible, coondinate accountable personal propeny purchases with the appropriate
PQs (PMO, PAQ, and PC) pnor to placing the order,

b. Provide any special secunty screening instructions to the vendor; and

¢ Provide the proper delivery address 1o the vendor 10 ensure the assets arrive at the
propenty receiving point for inspection, identification, and 1agging.
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4.2.7 Leasing Assels

There are instances when renting or leasing property or cquipment is more advantageous to DOC
than purchasing. Effective planmng considers altemate delivery options, including those that
reduce the need for DOC ownership of personal property

Qwnersiip may not always be the opumal selution, and advantages to an aliemative method may
include

a. Increased flexibiliy
b. Reduction for large capital expenditures; and
¢. Decreased nsk

Guidelines for evaluating lease agreements for personal property in heu of purchases are
provided in the FAR 7.4, “Equipmem Lease, or Purchase ™

4.2.8 Borrowing Property

Personal propeny assets may be borowed on a temporary basis within the Depaniment and from
other Federal agencies when approved by the Bureau PMO or his or her designee. Personal
property may be boowed from other Federal agencies provided a loan agreement is approved
by the OGC, 1ssued by the loaning agency, and signed by the Bureau PMQ

a. Government personal property may be borrowed from other Federal agencies when the
following conditions apply:

(1) It is pracncal and economicat;

(2) The personal propenty is required for short periods of time (typically one year or less;
longer penods when justified by program offictals),

(3) The terms of the borrowing arrangement are included in a waitlen agreement; and
{4) Contsols are established to ensure the prompt return of the property 1o the lender.

DOC can borrow persenal property through the same process that it goes through to loan
personal property.

b. The following should be included in 2 memorandum 10 accompany a personal property
loan agreement.

(1) Lender’s complete name, address, and phone number;



(2) Full desctiption of each item to be loaned, including manufaciurer's name, senal
number, and model number,

(3) Current market value of the propenty,
{4) Duration of the loan;

(5) Panty responsible for necessary repairs and mainienance for continued use of the
property during the loan period;

(6) Confinnation as ta, which panty {lender or DOC) 15 responsible for delivery of the
property;

{7} Appropnate signature authonizing the release or acceptance of the loaned property,

{8) Steward organization and responsible property management office where the personal
propenty 15 to be located; and

(9) Damaged personal property liability clause

{10)  Applicable legal authority as determined by OGC
Bureaus will track borrowed personal property in the system of record and the stem will be
marked as belonging to the lending organization. The PO will maintain a file of borrowed

propenty that includes she supporting documentation. Any loan of personal property to DOC
from a non-Federal source is accomplished in accordance with the GSA Interagency Committee

for Property Management Loan Policy Gwde.

For guidance on the loaning of hentage assets, please refer to PPMM Section 12.9, “Loans.”
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5.0 RECEIVING PERSONAL PROPERTY ASSETS

5.0.1 Scope of Chapter

This chapter establishes guidelines for receiving personal propenty assets, Control and
accountability of accountable personal property will be established upen receiving such property
and will be mamtained until disposal of the property, Actions affecting the control and
accountability of accountable property will be supported by appropriaie authorized transaction
documents as prescribed in PPMM Section 2.6 2, “Maintaimng Propeny Records ™

Depending on the organizational structure of the Bureau, receiving may be centralized,
decemmlized, or a combination of both, The standard supporting this policy s referenced in
ASTM International E2605-13, “Standard Practice for Receiving Assets,” and ASTM
International E2631-09, “Standard Practice for Physical Placement of an Entity-Controlled
Supplemental [dentification Label,™

5.1  Receiving Roles and Responsibilities

The Bureau PMO will ensure that the Bureau®s personal property management program
incorporales teceiving procedures that document the receipt of personal property assets
regardless of the method of acquisition or source, and regardless of where the personal property
assets were received. Acquisition sources include, but are not limited to, personal property
assets acquired from commercial sources, construction, exchange, fabneation, donation,
recovery, forfeiture, or obtained by transfer from another agency

Because of the aforementioned vanables affecting the receiving process, the Bureau PMO will
coordinate with the authonzed purchasing agents to put in place a process for the designated
receiving official (RO) to have advance notice of property upon arival. The Bureau PMO will
also ensure purchasing agents provide the proper shipping address and nstructions duning the
method of acquisition to ensure the property will reach the designated recerving area.

It is not authonzed that the designated RO for accountable property assets be the authonzed
purchasing agent for the propesty

52  Standard Receiving

Receipts of personal property will be documented, whether such personal property ts acquired
from Government or commetcial sources, donated, recovered, or obtained by transfer from
another agency. Personal propenty received should be recorded on a receiving report to provide a
data entry document to the accounts and records and to substantiate the disbursement voucher.
POs will establish prescnbed accountability records for accountable property acquired upon
receipt of documents evidencing the receipt of such propenty

In general, fleet personal property assets {e g., aircrafi, motor vehicles, and boats), and scnsitive
assets (e.g . firearms, law enforcement cquipment) will be received according to the same
requirements as descnbed for standard recerving, however, they may vary at times.
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The standard receiving procedures are as follows:
5.2.1 [Inspection

Upon receipt, the designated RO must inspect the matenals, equipment, and supplies upon
amival for damage and compares the shipment againsi the accompanying procurement
documentation. The inspection must be made 1n accordance with the particular terms of the
contract, purchase arder, or ather procurement documentation. Discrepancies will be brought to
the attention of the purchaser, CO, or purchasing entity by the designated RO
5.2.1.1 Technical Inspection
Burcaus will include resources for technical inspection and venfication of personal propeny
assels of a unique, complicated, or mechanical nature. If the personal property assel is technical
in nature, a quahfied person with the necessary expertise must inspecs the personal property; for
example, IT personnel must inspect laptops and [T equipment. Other examples of personal
propeny that require a technical inspection are radiological measunng equipment, x-ray
equipment, and ctecironic radio frequency devices.
5.2.1.2 Inspection Determinations
Duting inspection, the designated RO may discover that

2. The shipment s incomplete;

b. llems are shipped separately;

c. There is damage to the outer package;

d. There is damage to the personal property,

e. The wrong item shipped; or

f. Other shipment irregulantes

In all cases, the designated RO will report the discrepancies to the purchaser and the purchaser
will sesolve the situation in the best interest of the Government

5.2.2 ldentification and Barcode Tagging

Accountable Government property must be barcoded 10 identify it as U.S. Government property
DOC non-expendable accountable personal property assets will be marked 10 identify them as
Government-owned  1dentification wil be such that 1the tracking numbers can be recorded in the
PPMS and will be capable of being identified by an electronic means, such as barcode readers

and/or radio frequency identification
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ldennfication must be affixed to the personal property assels at the point of establishing initial
accountability. For the case of conducting inveniory verification, identification should be affixed
consistently on personal property assels and 1n an area that makes it easily identifiable andfor
readable by electronic means. Bureaus will provide specific procedures for identification and
barcode 1agging of personal property that may require additional identification by law or
regulation, such as areraft, motor vehicles, boats, and vessels

Exceptions to idenuificabion will be noted in the sysiem of record. When practical, excepted
personal property assets will be assigned an identification label. In liev of physically affixing it
10 the personal property assets, 11 will be maintatned 10 supporting documentation.

General exceptions include the following:

a. Very small or delicate apparatus, which cannot be marked without damage 1o the
persanal property,;

b. Firearms;
c. Animats,

d  Museum collecuens or DOC heniage assets when such identification 1ags have the
potential to damage or devalue the asset;

€. Propeny used for undercover operations;
f. Leased, borrowed, or rented assets; and
g Capitahized sofiware

DOC idennfication labels, barcode tags, and markings are 1o be removed pnor to dispesal of the
personal property outside of DOC. 1€ removal 15 impracucal, additional permanent markings are
10 be added to indicate such disposal. 1fa barcode becomes unreadable, it must be removed,
reissued, and a new barcode affixed. A reissued barcede refers to using the same unique
rdentification number that was origshally affixed to the personal property. In all other cases, a
previously used number will not be assigned or reassigned to anather picce of personal property
Any changes in identification will be properly noted and cross-referenced in the PPMS

DOC policy supports the pre-labeling of personal property st the manufacturer when such pre-
labeling 15 cost effectuve and properly controlled. Bureaus enpaging in such a practice will
ensure approprate precautions are taken for the activily and the personal propeny

The standard supporting this policy is referenced in ASTM International E2631-09, “Standard
Practice for Physical Placement of an Entity-Controlled Supplemental Ideatification Label.”



523 Recording

The POs will ensure that personal property is recorded in the PPMS of record within 45 days off
formal receiving. The personal property record will include the acquisition cost, which includes
any addiiona! costs requited Lo bnng the personal propenty into use. Personal property assets
acquired by inter-governmental transfer, forfeiture, gifis, or by methods other than new
purchases will be recorded at the net book value. The fair market value may be substituted when
net book value cannot be determined. The lesser of the fair market value of the leased personal
property of the present value of the minimum lease payments should be the acquisition costs for
a capital [ease,

5.2.3.1 Data Element Standards

When creating an inthal DOC persanz] property record, it will include, at a rmnimum, the data
standards found in PPMM Section 2 6,3, *Data Element Standardization.”

Data element names may differ from one approved PPMS of record to another; however, the
minimum requirements remain, Bureaus will contact the PPTD for any assistance in cross
matching their descriptions with the DOC mimmums.

Additional data efements may be required by personal propenty type, such as for aircraft, motor
vehicles, boats, vessels, and firearms, Additional requirernens will be described in those areas
of this manual periaining 1o the specific personal propenty type

5.2.4 Title vs. Stewardship

Understanding the difference from holding a utle versus having stewardship of the personal
property 1% very important when determining the accountable and responsible parties.

The title 15 held by the purchastng entity (e g. Agency, Bureau, Office, etc_) and the titleholder
maintains formal accountability for the asset until it 1s formally transfered and accepted by
another entity. When the titleholder transfers personal property assets to an accountable area for
use, usually the title 15 not transferred; however, the designated PAO or PC has stewardship of
the personal property assets and is now accountable for the personal property assets, The PAO
or PC can assign persenal property assets to an end user who has physical possession, thus
transferming property accountability and stewardship to the end user.

Stewardship refers to the pany in possessien of the personal property assets. The party which is
not necessarily officially accountable for the personal propesty assets untif the Property Offictal
who is responsible for maintaiming the official personal property record, mainiainsng accurate
information in the PPMS of record, and venfying inventory has established the chain of custody
down 10 the end user. The receiving process will document title and accountability when
updating the official asset record and recording the information in the PPMS.

Transfer of the title and accountability may be handled differently depending on the type of
personal property asset, its location, organization structure of the entity, and other factors.
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However, it is important that the system of record clearly distinguish between the two because i
determines what authority each party has over the personal property asset.

5.2.4.1 Assigning Personal Property Assets to Organizations and End Users

A Bureas's PMO is ultimately responsible for ensurnng the accountability of personal property
within his or her Bureau's custodial areas through the establishment of a chain of custody. A
chain of custody provides records that illustraie the location of accountable personal propenty
and the end user responsible for 11s care and safekeeping. This accounting must be continuous,
from the time of ordenng and acquisition, until the ulimate consumption or dispesal of the
personal property assets. The chain of custody process is initiated when the personal property is
received by the designee or by an individual who has been designated to receive the property
The PMO then physically assigns the personal propesty to the PAOs on a hand receipt. The PAO
then distributes the personal property to the PCs on hand receipts. PCs finalize the process by
distributing the personal property to the end users on hand receipls.

The number of PCs appropriate for any given accountability area is lefl 10 the discretion of the
PAOs. PAOs will maintain, for each PC, a signed hand receipt and responsibality statement that
shows the assumption of custodial responsibility by PCs

52,5 Security and Storage

Personal property assets that have been formally received must be safeguarded ot the site of
receiving until assigned or transferred to an accountable area. Personal property assels may only
be transferred from the receiving location to an accountable area of that area has the proper
secunty and storage available 1o safeguard the assets.

DOC personal property assets will be safeguarded against damaging elements and theft, Storage
areas will be kept in order, withouwt hazards to persenal propeny or personnel. Access to storage
areas will be controlled to the lcast number of authorized perzonnel as pracnical by the office
manager, supervisor, or office Director.

The standard supporting this policy 1s referenced 10 ASTM Intemationat E2715-09, “Standard
Practice for Moveable Property Storage.”

52.6 Delivery of Personal Property Assets after Receipt

Personal property assets acquired by DOC will be delivered to and received at a designated
receiving area. The purchaser will coordinate deliveries to ensure the PAQ and PC 15 available
prior to attempting delivery of DOC personal property assets. The PAC may make, when
operationally necessary, delivery to an aliemnate authonzed individual or site; however, the PAO
will formally document any deviations

Once personal propeny assets are received by the designee, and delivery of personal property
assels are made to an accouniable area, the Property Official must clearly communicate to all
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partics the transfer of responsibilitics. The transfer of responsibiliies could include identifying
title holder, accountability, and stewardship of the transferred assetr.

5.2.7 Documcniation

The purchaser and the destgnated RO will maintain complete and accurate decumentation for
personal propenly reccived including any techmcal inspections performed, and records
documenting the resolution of any discrepancies. The documentation will be provided to the
party responsible for maintaining the official personal property record.

528 [Issuing and lnstallation

Generally, personal property assets transferred to an accountable area are delivered to the
designated receiving locanon and placed into storage prior 10 being installed or 1ssued.
However, the respective pomnt of contact will assist the end user in coordinating any techmical
assistance required for the installation of personal propeny asseis upon delivery, 1f required.
5.2.9 Resolving Discrepancies

5.2.9.1 Resolving Discrepancies during Delivery

Discrepancies identified dunng delivery should be noted on carrier delivery documents and
resolved immedately, if possible.

5.2.9.2 Resolving Discrepancies subsequent 1o Delivery

Discrepancies not apparent dusing imuial receipt but that are discovered subsequently should be
repored to the purchaser when discovered.
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6.0 PERFORMANCE OF PERSONAL PROPERTY ASSETS
6.0.1 Scope of Chapter
This chapter implemens FMR _102-35, “Dispasition of Personat Propenty,” and FMR 0236,

“Disposition of Excess Pessonal Property,” which govem the economic and efficient utilization
of petsonal property assets

6.0.2 Policy

DOC will develop and promote an economical and efficient program for the maximum
utilization of personal property asseis.

The program will include:

a. Proper masmienance, repair, and rehabilitation of personal propeny, in order 10 extend its
useful lifecycle,

b. Reassignment and reuse of personal propesty, thus avoiding unjustifiable new
procurcment;

¢. Establishment and ymplemeniation of policies to extend the useful hiecycle of
accountable personal property 1o four years or more;

d. Eswablishment and implementation of policies to promoie the growth of the market and
infrastructure for the reuse, donation, transfer, sale, de-manufaciunng, and recycling of
obsolete accountable personal propenty; and

e. Establishment and implementation of policies 1o ensure that accountable personal
property that has reached the end of its useful Jifecycle is dispesed in accordance with

EO 13423 “Suencthening Federal Environmemal, Energy, and Transportation
Management,” and ils instructions.

6.1  Authorized End User
An employee has a duly to protect and conserve Government property and will not use such

propeny, or allow 1ts use, for other than authonzed purmposes. (3 C.F R. § 2635 704 “Use of
Government Property”}

An end user for accountable personal property assets s the responsible party and hand receipt
holder of a particular asset, which has been issued by a PO for the holder’s business use.
However, there are some types of stationary shared personal propeny employees and contractors
may be authonzed to use without formal documentation, such as office copsers, fax machines,
and pninters.
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The designated PC must enter the appropnate End User (Depanment Employee) name in the
respective “User” field in the PPMS. [n the event that an individual end user is not assigned to
an asset, the designated PC’s name will be recorded into the respective “User” field of the
PPMS. Examples in which an individual end user may not be assigned 1o an asset include
community assets such as office copiers, fax machines, and any vacant property within the area
of responsibility

6.2  Sustainable Asset Management Use

Thoughtiul reutilization, loaning, iransfernng. and repurposing of persenal property throughout
DOC will contribute 10 the sustainability of the Depanimental personal property management

program
6.3 Movement and Accountability

Actions that remove accountable personal property aszets from the records of an accountability
area or cuslodial area will be documented. Removal actions include transfers between PAOs and
PCs, transfers io other Federal agencies, physical losses, and disposal. Transfers must be
documented on Form CD-50, “Propesty Control Form” (or sts electronic equivatent), CD-509,
“Property Transaction Request,” or other forms approved for this purpose by the DPMO
Transfers of excess property to another Federal agency will be documented on a SF-122,
“Transfer Order Excess Personal Property,” or any other transfer order form approved by GSA.
Transfers to Non-Federal Recipients will be documented on a 5F-123, “Transfer Order Surplus
Personal Property.” Transfers to other Federal agencies that are not the resuli of an excess action
and loans of property will be documented as stated above and approved by both PMOs. Physical
losses will be documented on a CD-52, “Repont of Review of Propeny” (ot its electronic
cquivalent).

For guidance on movement and accountability of hemiage assets please refer to PPMM Section
12, 'Hantage Assets”

63.1 Recording

Recording s the act or process of writing down or making electronic entries 1o document &
sequence of events, transaclions, or circumstances.

Every transaction involving personal property assets will be documented on the official personal
propenty record, and the PPMS, Recording personal property transactions and events is the
responsibility of the designated PO. Generally, personal propenty records will consist of hard
copy documents, the personal property data elements in the PPMS, electronic copies of the hard
copy documenis, and other supporting material, [n those cases, where electronic signatures
and/or electronic records are deemed the “official” record, they will serve as the official personal
property record.

DOC pubhshed or electronic forms will be used in recording movement and accountability of
DOC personal property assets within and between Burcaus. Bureaus that have specific form
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requirements may submut a request for consideration to the DPMO. The accountability recording
timeline details the mintmum recording requirements for updating the official personal property
record and the PPMS when assets are moved.
The following are examples of documentation included in property records:

a. PPMS reports,

b. Hand receipts;

c. Acquisition documentation;

d. Receiving documentation;

e. Surplus documentation;

f. Transfer documentation,

g. Exchange or sale documentation;

h. inventory records,

1. Report of Survey records (i 2., Josi, missing, stolen, damaged, or destroyed),

j.  Financial documentation;

k. Loan documentation, and

|, OF-7 Property Pass

DOC Accountability Recordation Timeline

Transaction/Event Recordation Timeline
Receiving Process 435 calendar days from receipt
Issuance to End User 45 calendar days from receiving process
Loaning and Borrowing — Internal 45 calendar days from allocation® date
Intemnal Transfer' 45 calendar days from allocation® date

| Other Intemal movement not described | 45 calendar days from allocation® date

! Transfer refers to the action taken by the holding and receiving entily as utle and/or aceountability changes
stewardship.

? The allocation date refers (o the date that the fer 15 d, esther Ily or in wniting, for intemal
transfers, and the date GSA sends the all nonce for | fers
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Loaning and Bormowing — External 45 calendar days from allocation® date
Extemnal Transfer* 45 catendar days from allocation® date
Other External movement not described 45 calendar days from allocation® date
Other disposition actions 45 calendar days from allocation® date

6.3.1.1 Adjustments 1o Records and Accounts

When discrepancies exist between personal propeny accountability records and personal
property financial accounts, prompt action must be taken to comrect record balances. Adjustment
actions may be used only when transaction documents have not been processed or discrepancies
occur in which personal property assets cannot be located. Adjustments must be documented.
The Head of Qperating Umit must designate in wnning those individuals authonzed 1o approve
adjustment actions. When designating such duties, intemal control principles must be followed
1o avoid potential conflicts of mterest. [t is recommended that there be a clear separation of
duties between the management of personal property accountability records and personal
property financial records. 1t is also recommended that individuals who are directly responsible
for personal property control or storage functions are not delegated authority over persanal
property financial records

6.3.2 Issuing
[ssuing refers to the action of assigning siewardshup of specific propenty 10 an end user, to be

used in the perfonmance of the end user’s duties. The official personal property record and the
PPMS will be updated smmed:ately upon any 1ssuance transaction.

When issuing personal property assels and updating the PPMS, the update will include, at a
minimum, the following data ¢lements:

Minimum Tssuing Dita Elements Description/Eanmple
ORGANIZATION CODE (E.G , NOAA, CEN5US)
CUSTODIAL AREA (SELF EXPLANATORY)
AUTHORIZED ASSET USER (SELF EXPLANATORY)
PROPERTY ACCOUNTABLE QFFICE (SELF EXPLANATORY)
LOCATION STREET ADDRESS

SITE AND RCOM NUMBER/CUBE

NUMBER {E.G . HCHB, CUBE, OFFICE)
ACQUISTION DATE {SELF EXPLANATORY)
ACQUISTION COST {SELF EXPLANATORY)

Additional clements may be required when electronically uploading daia to the PPMS 10 maich
the data elements 1o a specific prece of personal property
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6.3.3 Transferring

Personal property assets classified as excess by a Burcau will be made available to other Bureaus
by circulation of a SF-120, "Repon of Excess Property,” or other appropriate means (¢.g.,
automaied reporting systems) as provided in this section  The excess personal property will be in
usable condition and require minimum cost 1o be repaired

Personal propenty assets reported as excess by bureaus for transfer or disposal wall be screened
for 15 calendar days pnor to reporting 10 GSA. Excess personal praperty will be reported to
GSA in accordance with the requirements of FMR 102-36

If another Bureau needs the personal property assei(s), a request for transfer using Form CD-50,
or other appropnalte means (e g, automated reporting systems) will be submitted directly 1o the
receiving PO from the requestung PO. Transfers of excess personal property within the
Department will be without reimbursement.

Direct costs incurved for a transfer (¢.g, packing, preparation for shipmen, loading, and
transportation) will be borne by the requesting entity. Bureaus will make such personal property
available for Federal utilizalion 1n eccordance with the requirements of FMR 102-35 and FMR
102-36.

Transferring personal property assets will always transfer personal property accountability, but
not necessarily title. Intemal transfers may transfer title; external transfers always require
transferning of the ttle.

The documentation required depends on the type of transfer taking place; however, the enginal
document 15 always placed n the official personal property record and a copy goes with the
personal property to the new recipient. When transferring personal property and updauing the
PPMS, the update wall include, at a munimum, the same data elements as listed 1n PPMM Section

632 “lssuing ™

When title 1s transfesred to an external unit that is not using the same PPMS, the personal
property record will be updated with a final event stalus, removing the personal property from
the PPMS.

For examples of documentation that can be used foc trrrsfemng refer to PPMM Section 6.3.1

"Recording.”

6.3.3.1 Transfers Internal (o DOC

An intemnal transfer will be any movement of personal propeny assets between accountable areas
within a Bureay, as well as between DOC bureaus

The following conditions apply 10 intemal transfers:
a. The receiving pany becomes nccountable for the transferred personal propeny;
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b. Tule to the personal property assets will transfer when the tmnsaction is between
bureaus;

¢, Transfers wall be without reimbursement, and

d. The receiving party may incur any direct costs incumed for a transfer unless otherwise
agreed to by the parties

For tniemal transfers, the official property asset record and the PPMS will be updated within 43
calendar days from transfer date.

6.3.3.2 External Transfer to a Federal Recipient

An external transfer will be any movement of any personal propenty assets outside DOC and will
be executed using a 5F-122 and any other forms required pertaining to the particular transfer

The following conditions apply to external transfers:
a. The receiving party becomes accountable for the transferred personal property assels,
b. Title to the personal propenty assets will transfer to the receiving party;
c. Transfer resmbursements will be considered if prudent 1o do =o; and

d. The recerving party will incur any direct costs incurred for a transfer unless otherwise
agreed 1o by the partics

For external transfers to a Federal recipiem, the official propeny asset record and PPMS will be
updated within 45 calendar days of the “notice of allocation™ from GSA.

6.3.3.3 External Transfer to a Non-Federal Recipient
GSA facilitates transfers to non-Federal tecipients. Such wransfers, are executed using a SF-123,
for transactions using the disposal process, unless & deviation has been granted. Bureaus wishing
to donate property that they plan 1o otherwise abandon or destroy, in accordance with EMR 102-
37.570, will document the transfer on a SF-123; however, copies or elecironic documents are
only kept for intemal purposes and not provided to GSA,
The followang conditions apply 1o external transfers:

a. The receiving party becomes accountable for the transferred personal property;

b. Title to the personal propenty will transfer 1o the receiving party,

¢. The personal property assets are transferred in “as is™ condition; and
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d. The receiving party will incur any direct costs incurred for a trensfer unless otherwise
agreed to by the panties.

For external transfers to a non-Federal recipient, the official property asset record and the PPMS
will be updated within 45 calendar days of the “notice of allocation” from GSA.

6.3.4 Hand Receipt

A hand recept is a signed or otherwise formally acknowledged document in paper or electronic
format that documents the transfer of stewardship for items from a PAO or PC 1o an end user.
This document 1s sometimes refemred to as a hand receipt or end user hand receipt. End users
wil] acknowledge the accuracy of the hand receipt with a signature, electronic signature, or
iniials, which will validate the end user acknowledges the accuracy of the hand receipt. The PC
is responsible for maintaining and providing the end user with a hand receipt. At a mimmum,
the accuracy of the hand receipt will be validaied with the end user’s signature, electronic
signature, or initials normally during the inventory period or when conducting a joint inventory
to ransfer responsibility from the outgoing PC to the incoming PC

Each end user will have a copy of the hand receipt for the personal property they have been
assigned. The hand receipt will be maimtained as the end user's record of authonzation to use the
personal property. The PO for the accountable area will maintain the hand receipts for his or her
end users n an organized fashion 10 support audit inquines, inventories, and other personal
propenty venfications.

A contractor 15 not intended to be a hand receipt holder. Contract personal propeny 15 governed
by the terms and conditions of the contract, and personal propeny may be furnished to, or
acquired by, contractors under the provisions of a contract, However, POs will mantain
personal property records on contracl personal property and maintain proper records in
accounting for the personal property

Upon issuance of a hand receipt, the official property asset record and the PPMS wili be updated
within 45 calendar days from receiving process

6.3.5 Property Pass

GSA regulations require that property leaving Federal facilitics be accompanied by proof of
authenzed possession or ownership. The form presently in use nationwide for this purpose is the
OF-7, “Property Pass.”

OF-7, “Property Pass,” 15 an authonization form that allows an end user to rtemove DOC personal
property and/or an employee's personally owned property from DOC buildings and satellite
offices. An authonized PO or other individual designated by the Bureau PMO 1s the only
authonizing official who may sigh and 1ssue a property pass 10 DOC employees. When the PO
issues a propetty pass for DOC personal property, they should include the barcode, senal
number, make, and model of the asset(s). Upon issuance of a property pass, the location of the
DOC personal property will be updated in the PPMS.
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A property pass can be valid for up 1o one calendar year from the date of 1ssue. 1t 1s within the
PO’s discretion 1o determane if the DOC personal propenty will be physically retumed 1o the
Federl facility for venficanion prior to the issuance of a new property pass. The PO in
collaboration with the end user will monitor existing property passes for expiration and renewal
every 30 calendar days. The PO and end user will maintain a copy (or clectronic equivalent) of
the property pass.

Upon depanure from a Federal Government facility, contract guard force members will request a
copy of the propenty pass. The OSY individual who controls the facility entrances and contract
guard force will mantain a listing of authonzed POs and other tndividuals designated by the
Bureau PMO that have authonty 1o stgn a propenty pass. This listing will be updated every 60
calendar days. Updates will be submitied, in writing, by the Bureau PMO to the sndividual who
controls the facility entrances and contract guard force.

DOC policy 15 10 utilize property passes when 11 1s operationally necessary to place additional
controls on moveable personal property. Bureaus will include those procedures in their
supplemental personal propeny management gmdance. When used, properly passes will be
retained in accordance with records management gwdelines.

Addinonal infermation on property passes and property controls can be found a1 U.S
Depanment of Commerce, Manual of Secunty, Policies and Procedures, Section 3017,

ot

Property Control.”

6.3.6 tlome Use

In accordance with the DOC Telework Program policy, DOC employees who participate in a
DOC approved telework program are not required to, but may be authorized 10 use Government
furmshed equipment (GFE) such as computer equipment (e g , deskiop, lapiop), associated
penpheral equspment (e.g., printer, copier, scanner, facsimile), telecommumications, and
associated techmical support, as home usc equipment solely for the purpose of implementing and
expanding telework in the Government.

Home use property is not intended to be transported back and forth between work locations and
15 intended to remain for home use until the amhorization exprres or 1s rescinded. Exemptions to
this policy include portable equspment such as laplops, tablets, smart phone devices, and
personal property transported from home 10 work for applying required secunty paiches,
installing software, and/or troubleshooting or repainng personal property. However, a property
pass 15 still required to transport personal property from home 10 work.

Home use property is still subject to the physical annual inventory and may be required 10 be
physicatly brought into the office for inventory venfication purposes.

POs must ensure home use personal property is accompanied by an approved property pass and

masntained wath the PO records. Additionally, POs must ensure home use personal propenty 15
returned to DOC by the end user when the personal propenty is no longer needed for the use that
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it was authenzed. Refer to PPMM Section 2.3.1.2. “Separating from Duty,” for additional
mformation.

6.3.7 Loaning Property

Personal property may be loaned using Form CD-346, “Personal Propeny Division Loan
Aereement/Receipl,” on a icmporary basis within the Department and 10 other Federal apencies

when approved by the Bureau PMO or his or her designee.  Personal property may be placed on
a Loan Agreement for up to one year including optional penods of performance. The Loan
Agreement may require input or approval frem the OGC to determine the applicable legal
authonty. A property pass will accompany the Loan Agreement when the personal propeny is
transported from DOC Federal buildings.

For puidance on loaming hentage assets please refer to PPMM Section 129 “Loans™

6.3,7.1 Loan Arrangements with Federal Agencies

Personal property may be loaned to other Federal agencies provided:
2. A loan agreement is 1ssued;
b The personal property 1s not excess 1o the Department; and

c. The loan penod will not exceed one year; optional periods of perfermance may be
included in the loan agrecement.

4.3.7.2 Loan Arrangemenis with Non-Federal Agencics

The Bureau PMC can make loans to non-profit educational institutions and state agencies for
collaborative rescarch wark, survey, inspection, and measurement assurance efforis

Loans can be made 1o local non-Federal institutions only in emergencies involving threat 1o
hurman life or prevention of suffenng, until instituticns have a reasonable opportunity 10 obtain
replacement personal property

6.4  Safety and Physical Security

DOC personal property will be safely secured and physically protecied, as necessary, 1o prevent
loss, theit, unauthonzed movement, fire, detenoration, weather, and other preventable
conditions. Bureau PMOs will ensure appropriate procedures are in place to secure DOC
personal property assels by coordinating with facility management and secunty. Supervisors are
ultimately responsible for the safety and physical secunity of personal property within their area
of responsibility

The standand supporting this pohicy 1s referenced 1n ASTM Intemational E2715-09, “Standard
Practice for Moveable Property Storage.”
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For guidance on the physical secunty of heritage assets, please refer to PPMM Scction 12.6
“Phvsical Secunitv.”

6.4.1 Warehousing and Local Storage

There are imes when 1t is appropnate to store idle assets for futore use. Instances include assets
1n 2 non-use status that a Bureau or office will need again tn a shoni time, when emergency
supplies must be staged, or for the storage of parts. Whatever the reason, and regardless of
whether the asseis are warehoused, stored locally, or stored remotely, they must be cared for,
inventoned, and examined for routine maintenance. The official personal property records and
the PPMS will accurately reflect persenal property assets that are warehoused or otherwise
stored.

DOC personal propeny temporarily 1n a non-use status cannot be comingled with excess
personal property, or personal property awaiting disposal or repair.

Warehouse Managers, at a mimsmum, will ensure the following:

a. Establish storage space and warehousing services, as required, for the receipt, storage,
1ssue, safekeeping, and protecuon of DOC personal propeny,;

b. Provide storage space and warehousing services in the most efficient manner consistent
with program FEqUITEMENLS,

¢. Operate warehouses in accordance with generally accepted industnal management
practices and principles;

d. Ensure local storage areas are adequate, including storage, housekeeping, accessibility,
security, and protection of DOC personal property; and

¢. Additional safeguards and procedures are in place for high value, sensitive, dangerous,
and other persenal property that requires special handling.

DOC personnel will make every effort to use DOC assets to the fullest extent possible. When
idle assets are not cligible for exchange, sale, or repurposing. and are determuned no longer
required for use, they will be removed from storage, declared excess, and redistributed in
accordance with this policy

For gwidance on henitage assets warehousing and storage please refer to PPMM Section 12 3
~Storage of Artifacts.”

6.4.2 Sensilive Assels
DOC sensitive personal propeny {refer 10 PPMM Section 2.4.4 1, “Sensitive ltems List™) will

receive a higher level of safety and physical security due to the nature of the persenal property
Warchouse Managers will estabhish procedures to idenufy assets that need special storage
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arrangements. The PC will ensure the official property asset record and PPMS are noted with
any special instructions or requirements. Some special requirements may include specific
mmospheric conditions, sterile environments, regulated containment, and rodent mitigation.

6.4.3 Hazardous Personal Property or Material

DOC POs will comply with applicable Federal, state, and local environmental laws and
regulations in the performance of theit mission, Personnel who handle hazardous matenals will
be proficient and responsible tn eperations involving such materials. This involves the handling,
temporary storage, transportation, and disposal of hazardous personal property while ensuning
timely and cost effective action. More information on the managing of hazardous personal
propenty is provided in 41 C.F.R_§ 1011-42, “Unilization and Disposal of Hazardous Matenals

and Cenain Catepones of Propeny.”

Hazardous personal property or matenal will be sdentified in the official personal property record
and the PPMS using the FSC groups and classes. DOC policy is to reduce dependence on
hazardous personal property and matenals. Bureau PMOs will seek out safer and less hazardous
aliematives when replenishing stock or acquiring new assets.

PCs will ensure that hazardous personal preperty and matenal are properly packaged, fabeled,
stored, wtilized, moved, and disposed of in accordance with packaging instructions,
environmental laws, regulations, and DOC policy

6.4.3,1 Fedleral Supply Classes Composed Predominantly of Hazardous Hems

| 6810 Chemicals )

|' 6820 Dyes & o

[ 6830 Gases: compressed and [lque_l:’md
[ 6840 Pest control agents and disinfectants

i

| 6850 Misceflaneous chemical specialties )
1 | 7930 Cleaning and pollshmg compounds and prepamtlons

(8010 Paints, dopes, varmishes, and related products
8030 Preservative and sealing compounds
| 8040 Adhesives

9110 Fuels, salid

| 9130 Liquid propeilants and fuels, pell‘oleum base

9135 Liquid propellant fuels and oxidizers, chemical base
9140 Fuel oils *
_9'?6'!.?. and greases. cutung, lubneating, and hydraulic
9160 Miscellancous waxes, oils, and fas
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6.5  Maintaining Personal Property

Bureau PMOs will estabhish a maintenance program 10 ensure the safe and efficient utibzation of
personal property

Al a minimum, under this program:

a. A PPMS will be established to schedule and recard the inspection, preventive
mainienance, and repair of personal property;

b Bureau PMOs will designate appropriate personnel who are responsible for these
mainienance aclivities,

¢. Bureaus and contractors must ensure that personal property ttems that require periodic
calibration or mainienance are calibrated or mamtained at the imervals specified in the
manulfacturer’s standards,

d. Bureaus will ensure that repurs and other unscheduled maintenance activities are
performed in an expedited manner,

e. Records of mantenance activities will be prepared, updated, and penodically reviewed
by the program office management; and

f.  The official personal property record and the PPMS will be updated with maintenance
achivity

Dunng penods of scheduled and unscheduled maintenance, atiention will be given 1o personal
propenty requinng excessive repair, which may indicate a need for replacement.

6.5.1 Useful Lifecycle

Uselul lifecycle refers to the estimated number of years that personal property assets are
expecied 10 be useful. The useful lifecycle of personal propenty assets s affected by factors such
as physical wear, tear, and changes in technology (e.g.. end of useful life). This is used 10
depreciate a capitalized asset; however, it 1s alse used when planning for future acquisitions.
The useful lifecycle of personal property assets will also be considered during the PBR process
when holding an employee financially hiable fos LMSDD personal propeny that was assigned 1o
him or her.

For cataloging purposes, the useful life and salvage values are associated and categorized by an
itemn’s Federal Supply Group (FSG) and may be funther subdivided to an itemn’s FSC. Such
standards are ihenited from the catalog entry assigned in the PPMS and/for agency financial
system.
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For example, the coding siructure 1s as follows

2-digat FSG

4-digu FSC

The Depaniment will refer to the minimum useful life and salvage values classified by FSG as its
respective standard, with the exception of electronie assets, which are classified by FSC in the
table listed below. Pursuant to E.O. 13423, Sirengthentng the Federal Environmental, Energy,
and Transportation Management, Section X1, Electromcs Stewardship (B} (in) (a), an agency
should “sirive to extend the useful hife of eleciromc equipment to four (4) or more years.™ To
comply with thes E.O , the Department, in collaboration with the Officc of Sustainable Energy
and Environmental Programs and the Office of the Chief Information Officer, has defined the
FSCs listed in the char below as “clectrome equipment™ As a result, the useful life and salvage
values deviate from the Depariment’s respective standard for electronic assets only

For electronic assets, please refer to the chart listed below for the Department’s hsting of usefisl
life and salvape values in accordance with E.C. 13423 and the Instilute of Elecincal and
Electronics Engincers (IEEE) standards:

Minimum Useful Life and Salvage Values Based on E.O. 13423, IEEE 1608.2 and
IEEE 1608.3

Category Useful  Salvage Federal Supply

Life Value Class (FSOs)
(vrs.)

Automatic Data Processing Equipment including Software, Supplies, and Support —
FSG 70

Digital Duplicator 4 0 7025

Monitor 4 0 7025

Multi-Fuaction Device 4 0 7025

(Fax/Printer/Scanner)

Panter 4 0 7025

Scanner 4 0 7025

Deskiop Computer 4 0 7010

Laptop Computer or Tablet 4 0 7010

Equipment (Other) 4 0 7020, 7021, 7022, 7025, 7035,

7040, 7042, 7045, 7050

Special Industry Machinery - FSG 36
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Capier Ao _ [ 3610 ] ]

Communication, Detection, and Coherent Radiation Equipment— FSG 58 |

Fax Machine [4 |0 | 5815 1
| Office Machines, Text Process Synems.nnd Visible Record Equipment -FSG74__|

| Mail Machine ] 0 | 7460 |
Musical Instruments, Phnnngnphs. and Home—T_m: Radios — FSG 77

Television [ 4 [0 | 7730

“ Only the FSCs listed in the table above supersede the FSG standards listed in
Appendix D.

For personal property assets, please refer 1o Appendix D, Minimum Useful Lafe and Salvage
Values for Deparimenial Personal Property Assets, for a stendardized histing of useful life and
salvage values.

6.5.2 Replacement of Personal Property

Caonsidetation should be given to the use of replacement standards when the cost of any single
repair or rehabilitation job exceeds 80% of the replacement cost of a comparable new model.

6,53 Warranty

DOC personal property assets may come with a manufacturer’s warranty, if purchased. Same
purchasing contracts may require special conditions and/or extended warranties, so it is
impontant for POs to keep accurate records so warmanties can be applied correctly. Ofien special
warranty conditions are included in the purchase order minisnutn requirements, such as a three-
year extended warranty beyond manufaciurer’s wasranty. POs, along wath the Office of
Acquisition Management, wili review histoncal information and discuss warranty requirements
with the DOC customer and the CO handling the procurement,

Personal property assets purchased directly through a PCard will be covered by the general
manufacturer's warranty, Purchasers will ensure product waranty information is provided to the
PO to attach to the official personal property record in the PPMS. Effective use of warmanties
can ensure the Government is receivang full use of the personal property assets.

6.6  Disaster Preparedness and Response

Bureaus may have specific authorities provided under law, which authonizes them to use DOC
personal property assets in the case of emergencies Lo assist in disaster relief. Agencies may
transfer excess personal property assels to other Federal agencies hat are authonzed to provide
emergency services. Autharized DOC offices may also be the recipient of personal praperty to
provide mussion suppor. Additionally, DOC may loan personal property assets 10 state and local
governments with or without compensation for an emergency or disaster sitvation.

For loaning propeny refer to PPMM Secuon 6 3 7, “Loaning Property” and FPMM Section
6.3 7.2, “Loan Arrangements with Non-Federal Agencies ™

6.6.1 Preparedness

Bureaus authonzed 10 store resources for national disaster or emergency deployment will ensure
personal property assets are stored in accordance with laws and regulations goverming personal
property assets and their authorization 10 do so. Refer 1o PPMM Section 6.4, “Safety and
Physical Security,” for safety and physical security puidelines




7.0 CONTRACT PERSONAL PROPERTY ASSETS
7.0.1 Scope of Chapter

This chapter establishes policies, responsibilities, and requirements for maintaimng contrel and
accountability of Depariment-owned personal propenty that 15 used for personal propenty that has
been provided under contracts. Refer 10 PEMM Chapter 8 0. “Financial Award program Assets,”
for policies, responsibilities, and requirements for mamntarming control and accountability of
Department-owned property that are used or have been provided under financial sward
programs. For addiuonal gmdance on policies, responsibilities, and requirements for Cantractor-
Owned Propeny, please refer 1o PPMM Scecuon 2 4 9, “Contractor-Owned Property.”

702 Policy

Effective control and accountability must be maintained for personal property furished by the
Department or acquired with Deparimental funds as an integral pant of DOC's comracts and
financiat award programs, in accordance with 48 C F R_Chapier 1, FAR 43, “Govemment
Property,” PPMM, and the DOC CAM,

The PPMM provides general guidance and should not be relied on 1o the exclusion of the more
detailed guidance provided in the apphcable regulations and guidance cited above.

7.1  Personal Property in the Posscssion of Contractors

Contract personal properiy 1s personal property owned or leased by the Government that is used
in the performance of a contract. Contract personal property includes both GFP and Contractor
Acquired Property (CAP). Contract personal property includes matenal, equipment, special
tooling, and speeral test eqmpment. Contract persenal property does not include intellectual
personal property and software. Contract personal property refers to bath GFP and CAP in the
possession of contractors.

7.1.1 Responsibilities for Contract Personal Property

a. Contracting officers’ (CO) responsibilities as they relate to conlract personal property
are;

(1)  Ensunng ihat contracis are awarded and adrmimistered n accordance with
applicable statutes, rules, regulations, pohaies, requirements of law, and E.O's;

(2)  Ensunng that the procurement requirements have been met for the acquisition of
personal property;

(3)  Prowiding the COR with a copy of the contract and subsequent modifications;

(4)  Ensunng that GFP is included in the contract schedule,
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(5}

{6}
N

(8)

(9)

Monitonng disposition of Government-owned property by providing the COR
with a list of the contractor’s excess or residual govemment personal property and
providing the dispositson instructions to the contractor;

Amending the contract to add or remove GFP,
Ensunng that 1ssues raised by Office of the [nspector General (OIG) inspectrons
and audit reports are resolved properly and in accordance with established

procedures;

Making final decisions when there are discrepancies between the Property
Administrator and contractor; and

Masntaining the official centract files through closeout.

Contracting Officer Representatives (COR ) are responsible for

M

)
)

(3)
(6)
Q)
8

®
10)

(1}

Provading such guidance and assistance 1o the CO and the procurement staff as
needed duning contract performance;,

Working with the CO to evaluate the cffect on the contract price of furnishing
property 10 the contractor;

Providing assistance in ensuning that GFP 15 listed 1n the contract;

Ensuning that the GFP? 15 sent 1o the contractor in the proper condition when
needed,

Reviewing the contractor’s personal property inventory for accuracy,
Working with the contractor to provide disposition instructions 1o the CO;
Adwising the CO of any inventory discrepancy,

[nferming contractor management of property adminisiration matters at the
discretion of the CO;

Assisting the contractor with penodic physical inventenes; and

Providing the CO wath instructions for disposinion of the contractor’s excess
personal property.

. Contractors are responsible for:

Accounting for contract personal property in their possession;
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(2)  Establishing and mainaining an inventory control system to control, protect,
preserve, and maintain contract personal property;

(3)  Maintining and making available the records of contract personal property until
relieved of such responsibilities by the CO;

(4)  Conducting penodic physical inveniones as agreed upon by the COR and CO;
and

(5)  Reporting excess, lost, or damaged contract propesty to the COR and CO,
7.1.2  Providing Government Furnished Personal Property
In aceordance with FAR 45, it is the policy of the Government that personal property required
for use within o contract is to be fumished by the contractor. However, when it becomes
necessary or desirable for the Government to provide personal property or when the contractor
will be authorized to acquire it 2t the Government’s expense, procedures fnust be implemented 1o
ensure adequate contract provisions are established 10 protect, account for, and maintain such
personal property
Personal prapesty requited for performance of the contract will be clearly identified in the
contract. A determination will be made by the CO esther to provide the personal propesty to the
contractor as GFP or to amhonze the contractor 1o acquire property for the performance of the
contracl.
Contracting Officers will provide property to contrzctors onfy when it 15 clearly demonstrated:

a. Toben the Government's best interest;

b. That the overall benefit to the acquisition sighificantly outweighs the increased cost of
admimstration, including ulumate personal property disposal:

¢. That providing the personal property does not substanually increase the Govemment's
assumption of nzk; and

d. That Government requirement cannot otherwise be met.
When contractors are furmished with Government-owned personal propeny. the Gevernment
retains nitle to the personal praperty and the personal property will be maintained and controlled
as any other accountable persenal propesty held by the Department within the PPMS
7.13 Contractor Acquired Government-Owned Personal Property
Once personal property requirements have been contracinally authorized, action must be 1aken

by the contracting officer 10 zcquire the personal property.
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Methods of acquisition include the following:
a. Through GFP govemment excess and govemment supply sources;
b. CAP, which is purchased by the contractor for the performance of the contract; or
c. Leasing.

CAP and GFP differ in practices of accountability. Refer 1o PPMM Section 2 4, “Tvpes of

Persongl Property Assets.” and PPMM Secuon 24 § 5, "*Accoumable Personal Propenty,” for
guidance on these practices,

7.1.4 Contractor Receipt of Government Personal Property

When Government personal property 15 initially ptaced in the control or custody of the
contractor, the contractor becomes accountable and responsible for that personal property. The
COR must ensure that the contractor’s procedures provide for proper documentation of receipt,
actions taken 10 resolve inventory discrepancies, inspection, identification, calibrauon,
movement to storage or using areas, and control of misdirected shipments.

7.2 Personal Property Accountability and Management
7.2.1 Personal Property Accountability

The CO, when providing GFP 10 a contractor, will ensure that the personal propenty is properly
identified tn the contract and that a copy of the contract is avaifable to the COR. The COR and
contractor are responsible for accomplishing physical inventories of the personal property and
reconciling any discrepancies revealed by such physical inventory venfication.

7.2.2  Maintaining Inventory

The contractor will maintain current inventory histings on each contract administered. The CO
will modify contracts as needed 10 identify property furmshed by the Government. The CO will
provide for the disposition of property with assistance from the COR.

The COR will monitor and review results of physical inventories conducted by the comractor for
contractor-held personal property. A copy of each physical inventory will be furished 10 the
appropriate CO.

The contractor will modify and mainain current records of government personal property and

provide the COR with physical inventory venfication results for each contract. This includes
subcontractor inventory. The contractor will identify and report excess personal propeny
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7.2.3 Personal Property Management

Bureau PMOs will provide assistance, if needed, in establishing a control system to ensure
adequate safeguards 10 prevent loss, damage, or theft of Govemment-owned personal propeny
assigned to contractors. Any less, damage, or thefi of propeny will be investigated and fulty
documented by the contracior who will prompily noufy the PC, COR, and CO.

7.2.4  Responsibility and Liability for Government Property

The responsibilny and liabihity for Government property by government contractors 15 addressed
by FAR 45 104, “Responsibility and Lisbility for Government Property ™ A CO should
incorporale the contract clause found at FAR 52,245-1, “Govemment Property™ into most types
of contracts that invelve furmishing contractors with Government property.  'When incorporated
into a contract, this clause will govem the responsibilitics and liabilities of the pasties for this
property. Refer 1o FAR 45.107 for more detailed instructions on the applicability of FAR
52.245-1, and related contract clauses invoiving Government propenty, for a particular contract,
Addivonally, Commerce Acqusition Regulation {CAR) 1345 107-70 nstnucts a CO to list the
Government property that will be provided to a government contractor through the inclusion of a
contract clause found at CAR 1332.245-70, “Government Fumished Property ™

7.2.5 Unauthorizeil Use of Government Personal Property

It 15 the respeonsibility of the COR to advise the CO of any known unauthonzed use of
Government personal property  In the cvent the contractor uses any Government personal
property without authonzation, the contractor may be liable for remial fees, without credst, for
such iems for cach month or part of a month in which such unauthonized use occurs. The only
exception 15 that the concerned CO may waive, in writing, the contractor's liability for such
unauthonzed use 1f the CO determines that without such a waiver a gross inequity would result

7.2.6 Dispesal of Government Personal Property Ield by Contractors

In general, the disposal of contractor-held personal property 1s the responsibility of the contractor
pursuant to Govemment direction from the PC, COR, and CO.

Disposal of Government personal propenty held by the contractor can occur
a. At the ime of the completion of the work under the contract;
b. Upon temunation of the contract for default or convenience of the Depariment; or
c. Atany time during the course of the contract when it is no longer serviceable or needed
for the purpose for which it was intended, or for other use under the contract. When
personal property is reporied as excess or excessed by a contractor, i1 15 necessary that the

interest of the Government is protected by ensunng that personal property ts physically
allocable 10 the contract and not used for unauthorized purposas.
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7.2.7 Transfer of Personal Property through Contract Modification

Contractor acquired propenty may be transfemed to another contractor when suthonzed in the
schedule or specificatsons within the contract. Transfers should be aceamplished according to
instructions in the contract. ia the absence of complete instructions in the contract,
documentation pertaiming to the transfer should be forwarded 10 the CO for equitable adjusiment
of the gmming contract and any other required action. Transfers should not be accomplished
unless authonzed in the receiving contract and no langer required on the closing contrct.
Transfers must be signed by both the losing and gaining CO,

Serviceable or usable personal propeny included in the contract’s inventory schedules that 1s no
longer needed by the contractor or retumed to suppliets must be disposed of 1n accordance with
PPMM Chapter 10.0, "Redistnbuton of Personal Property Assets ™ Bureau personal property
management is respensible for disseminanng information concerning the availability of excess
contract personal propeny {1 e., contractor inventosy). Transfer costs (may inciude packing,
preparation for shipment, loading, and transportation) are the responsibility of the transferee.

7.2.8 Rceporting Requirements

The DPMO 15 responsible for annually reporting, 1o the GSA, the acquisition value of the
personal property purchased with DOC funds for contracis or personal property furnished 10
contraciors. Personal propenty acquired with DOC funds or furmished by DOC will be reported
i a memarandum te GSA, no later than 90 calendar days afier the close of each fiscal year, in

accordance with FMR 102-35_“Disposition of Personal Property,” and FMR 1(12-36,
“Dhisposition of Excess Personal Propeny.”

Bureaus are required to annually report the value of the personal property held by or wransfered
out of the DOC. The Bureau's report will include the acquisition costs, categones of equipment,
and the recipients of personal property in a memorandum format to the DPMO.

The DPMO 15 responsible for providing annual reports to the Departmental Environment
Manager (DEM), including the following information required by E.0. 13433 “Strenpthening
Federal Enviromnental. Energy. and Trnsportabon Managemen,” and its instructions:

a. The efforts 1aken in the fiscal year to promote the growth of the market and infrastructure
for the reuse, donation, 1ransfer, sale, de-manufactunng, and recycling of obsalete
accountable personal property;

b. ‘The efforts 1aken in the fiscal year to extend the useful lifecycle of personal property 1o
four years or more;

¢ The average age, in years, of personal propeny;
d. The total amount of pessonal property acquired duning the fiscal year,
e. The total amount of personal propeny acquired during the fiscal year that ts Energy Star;



. The total amount of personal property acquired dunng the fiscal year that 1s EPEAT®-
registered;

g- The total amount of personal property acquired duning the fiscal year that is EPEAT®-
registered at the Silver ranking; and

h. Other information as determined by the DEM.
729 Contractor-Owned Assets
For gueidance related 10 contractor-owned property, refer to contractor’s established procedures,

practices, and systems used to account for and manage contraclor-owned property, in accordance

with FAR 45.103 {B}.

B9

8.0 FINANCIAL ASSISTANCE AWARD ASSETS
8.0.1 Scope of Chapter

This chapier establishes policies, responsibilities, and requirements for maintaimng control and
accountability of Depariment-owned property that is in use or purchased by financial assistance
recipients.

Grants or cooperalive agreements are legal instrumenis reflecting a relationship between the
Federal Government and a recipient whenever:

a. The principal purpose of the relationship is to provide linancial assistance 1o the
recipient, to accomplish a public purpose of support or stisnulanon authorized by Federal
statue,

b. The term “financial assistance award” as used 1n this Manual refers 1o both grants and
cooperative agreements, unless specifically stated othenwise.

Refer to PPMM Chapter 7 0, “Contract Personal Propertv Assets.” for policies, responsibilities,
and requirements for maintaining control and accountability of GFP that has been provided
under a contract.

8.0.2 Policy
Effective control and accountability must be maintained for personal property fumished by the
Department or acquired with Departmental funds as an integrat pan of DOC’s financial award
programs in accordance with the following regulations:

a. DO Gronts and Cooperative Agreement Manual,

b. DOC Financial Assistance Standard Terms and Conditions, and

¢. DOC PPMM.

The PPMM provides general pusdance and should not be relied on 10 the exclusion of the more
detailed guidance provided in the apphicable regulations cited above.

8.1  Responsibilities
8.1.1 Granats Officer
Grant officer’s responsibibities, as they relate to financial award program property, are:
a. Ensunng that the terms and conditions of awards pertaining 10 procurement requirements

have been met for acquisutions of property in accordance with the applicable cost
pnrciples,
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8.1.2

Monitoning the existence, nature, value, and locatson of financral award program property
available for disposition;

Maintaining the official financial award program propenty files until close-out;

Coordinating with the OIG and the Program Officer 10 ensure audit issucs relaling to
property management are resolved 1n accordance with established procedures;

Ensunng that the financia! award program complies with property related provisions of
the financial nward program and relevant authorities, including 2 C F.R. Pan 200;

Establishing and maintaining acconntabulity records,

Providing guidance 10 financial assistance recipient in establishing and maintaining a
properly accountability system;

Monitoring financial award program recipient’s purchase and use of property purchased
with financial award program funds or furmshed by the Government under the financial
award program,

Assisiing the financial assistance recipient with penodic physical inventonies,

Advising the Program Officer of requests by financial assistance recipient involving
personal property;

Prowiding inventory information to the appropniate Property Official in the DOC personal
property network for property furnished to financial assistance recipient where the title1s
retmned by the Government; and

Providing the financial assistance recipient with instructions for disposition of property
and forwarding a copy to the Program Officer.

Program Officer

Program Officer’s responsibilities, as they relate 10 financial award program property, are,

a,

Reviewing and prepaning wnitien evaluations of quanterly and final performance and
preperty reports submitied by financial assistance recipient;

Providing programmatic guidance and assistance to financial assistance recipient,
officers, admimstrators, and other officials, as necessary,

Evaluating financial award program recipients’ propeny control system;

Resolving prepeny adminisiration matters with financial assistance recipient at the
discretion of the Financial Award Program Officer:
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Monitoning the use of propenty purchascd or furmished by the Federal Govemment under
the financial assistance award and ensusing thai the relevant provisions in PPMM Secuon
8 02 "Policy™ are mel,

Forwarding recommendations to the appropnate COR for disposal of financial award
program-related propeny no longer necded, and

Evaluating the final performance and praperty repons

Financial Assistance Recipicnt

Financial assistance recipients are responsible for;

a

8.2

8.2.1

Managing property in accordance with the provisions of Department’s rules and
procedures, Federl regulatiens, and OMB circitlars, as applicable,

Accounting for Government-owned property in their possession;
Maintaining and making available an inventory listing of property acquired under a
financial award program. A final inventory listing will be submmisted to the Program

Officer with the final financial reports;

Conducting and submitting to the Program QfTicer penodic physical mventones
{annually for leased and Government-owned propeny )

Exercising adequate control and maintasning property to prevent loss, damage and theft;
and

Requesting instructions and obtaining approval for disposition of property unless
instructions have been identified in the award.

Departmental Financial Assistance Award Assets

Property Management Standards for Financial Assistance Awards (o State or Local
Governments, Universitics, Non-profit Organizations, and For-Profit Organizations

Under a financial assistance award, Depariment-owned properiy should be managed in
accordance with the standards and procedures in the “Depanment of Commerce Grants and
Cooperative Agreement Manual,” and 2C.FR §200312.313.

The financial assistance recipient may be authorized 1o use their own asset management
standards and procedures as long as the recipients adhere to the requirements set forth in the
policies listed in PPMM Section 8.0.2, “Policy,” as applicable.
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8.2.2 Title of Finauncial Assistance Award Assels

When financial assistance recipients are provided with Govemnment-owned property, the title
remains vested in the Department and the property will be maintained and controlled as with any
other accountable property held by the Department.

8.3  Asset Accountability and Management
8.3.1 Record Accountability

Propeny records are the means by which the location and status of property are recorded from
acquision through utihization and disposal. Financial assistance recipient must have an
cffective property control sysiem, which wall provide consistent records. Property records must
identify all Government-owned property and provide complete, current, auditable records of
transactions. The recipients will safeguard records from tampering or destruction. Records will
be accessible 10 authonzed personnel.

Bureaus will rely on the financial award program recipients’ property control records and
designate such records as the official financial award program records. There are exceptions 1o
this policy when special circumstances exist and when specifically authonzed. Some Bureaus
may maintasn the official financial award program property record. However, in general, the
financial award program recipient maintains the majority of official financial award program
records for property

Records will be maintained that differentiate between expendable and non-expendable personal
property within the custodial arca. Property must be categonzed as supplies or matenals, or
cquipment. Inventory records must be maintained that reflect the type, location, and dollar value
of accountable property. In addition, records must be maintained that accurately sndicate the
type and location of sensitive or controlled items.

Financial records, supparting documents, statistical records, and other records pentinent 1o the
financ:al award program agreement will be retained for a period of three years from submission
of the final financial repon {SF-269, Financial Stats Report). If liugation, a clmim, or an audit
involving the records has started before the expiration of the three-year penod, the records must
be retained until completion of the action and resolution of 155ues or until the end of the regular
three-year penod, whichever 1s later

When financial award program property records are transferred 10 or maintatned by the
Department, records will be retained for three years after final disposition. There 15 no retention
requirement by the financial award program recipient if records are transferred to or maintained
by the Depanment. Refer1o 2 C F.R.§ 200.333 “Retention Requirements for Records™ for the
starung date of the retention penod.
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8.3.2 Disposition of Financial Assistance Award Assets

Disposition is the last phase of the financial assistance award assets property control cycle, This
phase involves the identification, classification, and condition coding of items and equipment for
possible reuse under other financial award programs upon retum ta Government stock, or
disposition in accordance with the Department’s standard procedures.

Upon completion of the financial assistance award, or prior 1o completion if required by the
Program Officer, the financial assistance award recipient must inventory Government propeny to
determine whether or not retention can be justified based upon the financial assistance award
recipient’s utilization,

When applicable, the Grants Officer will provide the recipient with instructions for disposition of
property loaned to the recipient by the Federal Government or purchased by the recipient with
grant funds.

Altematively, the property may be transferred fo the onginal sponsonng Bureau and the Bureau

will determine if the property can be used 10 meet the Department’s needs. 1£ there is no further
requirement within the Department, the propenty will be reported 10 GSA in accordance with 2

. F.R. § 200.213ib] and PPMM Chapter 10.0, “Redisiribution of Personal Propeny Assets,” and
FMR |02-36, “Disposition of Excess Personal Property,” on reporling excess personal property
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9.0 LOST, MISSING, STOLEN, DAMAGED, AND DESTROYED
PERSONAL PROPERTY

9.0.1 Scope of Chapter

This chapter establishes the authonnes and responsibilities of cach Bureau PMO regarding
circumstances surrounding LMSDD property, or other circumstances adversely affecting
personal property. [t authorizes the appoiniment of a PBR. also known as a Board, which
examines facts to detenmine and establish the extent of personal and financial liability based
upon its findings
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Any incident of LMSDD personal propeny will be reported 1o the respective Bureau PMO for
action. Based on the type of accountable persenal property, a determination as to whether PII
was contained in the personal propenty, and the circumstances conceming the LMSDD personal
property, the Burcau PMO will determine whether a PBR 1s warmranied for further investigation.
If warranted, investigating facts will be referred 10 the Bureau PMO who will establish a PBR,

The Bureay PMO will establish a PBR under the following circumstances:

a. The incident is known or suspecied to be the result of willfu! intent or gross negligence,
regardless of the property value; or

b. The item of property tnvolved has an aniginal acquisition cost of $5,000 or more, and/ar
may be considered sensitive, unless the Bureau PMO cemmifies in wnting that the
particular circumstances clearly indicate that a PBR is unwarranted. This would be the
case when there 15 no reason Lo suspect neglect, misuse, or thefl, such as cases of
apparent inventory precessing discrepancies. The review action must include a finding of
the extent of the affected employee’s responsibility Recurring irregulariuies in a single
location or property account will be referred to a PBR.

9.1 Property Board of Review (PBR) Reporting Requirements

‘The PC assigned responsibility for propenty that is LMSDD will complete the appropnate
portion of CD-52, “Repont of Review of Propenty,” (or electronic equivalent) and forward it
through his or her PAO 10 the Bureau PMO. The PBR members will review the circumstances
surrounding the LMSDD propenty and forward the CD-52 with results of the Board's findings
and recommendations to the Bureau PMO.

At a mimmum, the following information should be considered by the PBR and included as
appropriate in the Findings and Recommendations report:

&. The barcode number of the property and description of the circumstances surrounding the
LMSDD property;
b. The date(s) that the property went lost, missing, was stolen or destroyed;
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c. The name, phone numbes, title, and office of individuals involved in the circumsiances,

d  The date an investigation by OSY was requested and status of the investigation (sf
applicable),

€. Pertinent information to the circumstances such as where the persenal property was
stored, how the personal property was used, how often the personal property was used,
and who typically used the personal propeny;

{.  The details of the efforts 1o find or repair the personal propeny;
g The acquisition cosi and current depreciated value of the personal property, repair costs,
and replacement cost;

h. The PMO's mtionate for establishing the PBR;

1. Copies of investigations, police reponts, or other such information, as provided by the
PMO to the PBR; and

i Determination of financial habiliy.
2.1.1  Lost, Missing, Stelen, Damaged, or Destroyed Reporting Process

Fonn CD-52 or other appropniale forms approved by the DPMO, will be used for reporting
personat propeny to the PBR for action. Copies of these reports must be fumished to the PAO
from the PC for proper recording in the financial accounts and personal propeny records.
Accountable personal property 1hat 15 LMSDD will be removed from the PPMS only when
documented on an approved and completed CD-52 repon

9.2 Property Board of Review (PBR)
9.2.1 PBR Roles and Respansibilitics

The Burean PMO will appoint Board members as necessary. A PBR consists of thiee or more
members, one of whom s destgnated as a chairperson. In the absence of a justifiable
detenmination made by the PMO 1o the contrary, PMOs, PAOs, and PCs will not serve on a PBR.
The Bureaw PMO or PAO may act only in an advisory capacity.

It is the responsibility of each member of the PBR (o exercise independent judgment, free from
influence by recommendations or suggestions of other board members, employees, or
supervisors. Board members should take extreme caution 1n rendenng recommendations
concerning the disposition of Government-owned personal property, since actions are always
subject 1o review by the PMO, Auditors, CFO CAO, or equivalent, or any requesting entity
Findings should be based on facts, results of investigations, review of pertinent documents, and
consideration of available evidence.
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9.2.2 Investigations
Board members may conduct investigations in person, by telephone, or in wnting.
9.2.2,1 Findings of Property Boards of Review
The Board Chairperson and members document the findings of the Board, which include the
finz] dispesition of persenal property, on a CD-52 andfor a PBR Findings and Recommendations
report by n memorandum which is signed by all PBR members. The Board Chairperson and its
members must approve the findings prior to submissien to a Bureau PMO,
At a minimum, this repont should include the following:

a. Listing of personal property surveyed, including barcode number(s) and descniption;

b. Listing of Board members, including name and contact information;

¢. Listing of individuals interviewed, including name and contact information,

d. Summary of general findings and recommendations;

e. Summary of specific findings and recommendations for each loss by custodial area or
asseat,

f. Determination of financtal habulity;

g Exact dollar amount of financial liability, along with supporting documentation to justify
exact dollar amount for which the employee should be responsible, iF financtal liability 15
recommended, and

h. Signed Form CD-52 by all Board members,

The Board may also inciude supporting documentation 1o justify its findings such as email
correspondence, police reports, or other applicable information in its final report.

Findings of 2 Board are final and are not subject to change or modification by the Burcau PMO.
The Bureau PMO may return a Board finding for reasons of technical insufficiency or inadequate
documentation. [T the Bureau PMO disagrees with the PBR findings, he or she will prepare a
written statement oullining reasons for such disagreement, which will become an attachment 10
the repon findings. The report findings, along with the Bureau PMO's statement, will be
forwarded 1o the reviewing authonty for resolution

9.2.2.2 Reviewing Authority for Property Boards of Review Reports
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The reviewing authonty for the CD-52 and PBR Findings and Recemmendations repons will be
the CFQ, CAOQ, or equivalent level, depending on the organizational level to which the personal
property was assigned. In all cases, the reviewing authority must be at least one organizational
level higher than the organization to which the property was assigned.

9.3 Cost Recovery

9.3.1 PBR Determination

The PBR is responsible for determining the exteni of personal and financial hiabiliy.
9.3.1.1 Recommendation of Liability for Employees

When Government personal property assets are LMSDD, the Board will determine whether the
affected employee(s) involved was negligent, and whether such neghgence resulted in the
LMSDD Govemnment persanal property. En any instance where the affected employee's
negligence resulted in LMSDD persona) property, the Board will use the following guidelines o
develop findings, which recommend the amount of financial liability 1o be charged 10 the
affected employee(s):

a  Affected employees will not be determined to be hable for LMSDD attributable 1o
inherent defects in the propeny.

b. Under circumstances other than the above, a recommendation to held an affected
employee liable will be made when facts show:

(1) That the personal property was LMSDD as a result of 1t being used for other than
Govemiment purposes and beyond limited personal use, as described 1n DOC policy
documents such as the DOC Intemet Use Policy, the DOC Telecommunications
Management Policy and the DOC Travel Policy Handbook; and

(2) That the personal property was LMSDD due 1o simple or ordinary neglect or
negligence, which is an act or the failure of the affected employee to exercise the
degree of precaution, attention, and vigilance necessary to protect the interest of the
Govemment; or

(3) That the personal property was LMSDD due to gross neglhigence, which 15 an act or
omission of the affected employee's willful negligence, or a wanton and reckless
disregard for property.

¢. Whenever there are dissenting opimions from the findings and recommendations among
the members of the Board, the majonity opinton will be the recommendation of the Board.,
The minonty view will be appended to the report for the Bureaw PMO.

d. An affected employee has the nght to have an adverse finding reviewed by higher
authority within 30 calendar days of notification A request by the affected employee for
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such review must be submitied 1n writing to the Bureau PMO and will se1 fonh in detail
the specific reasons that the findings should be reviewed. The PMO will forward the
request with his or her comments and the complete PBR record to the CFO, CAO, or
equivalent level. The decision of the CFO, CAQ, or equivalent level witl be final.

%.3.1.2 Determining the Amount of Financial Liability

When the Boand recommends that an affected cmployee be held liable for LMSDD personal
propenty, the PBR will determune and specify in writing the exact dellar amount of financial
hability for which the affected employee should be responsible.

The amount of liability will be determined as follows:

a. Simple neghgence {excluding moter vehicle liability): The amoumt of financial hability
assessed 1o the affected employee by the Board in cases where LMSDD personal
property was the result of simple or ordinary negligence will be:

(1) Damaged - the estimated or actual cost of repairs for damage that was a direct result
of the incident, regardless of whether or not the personal property asset was repaired,
or the replacement cost for a comparable item, whichever is less. Consideration
should be given 10 onginal acquisition cost, current fair market value, expected useful
lifecycle, deprecianon, condition, and value 1o the Government, as compared 1o
replacerment costs for a comparable nem. In no case will the Board assess the
employee more than one month's scheduled pay; and

(2) Loss Missing, Stolen, or Destroyed - the amount of lizhility for personal property
assels that were lost or destroyed as a result of simple negligence will be the value of
the personal property assets lost or destroyed, based upon the onginal acquisition
cost, current fair market value, expected useful lifecycle, depreciation, condition,
credit for salvage, and value of the personal propeny to the Government ot the time of
i1s loss or destruction.

Replacement costs may also be considered if the cost of a comparable replacement item is less
than the onginal acquisition cost of the personal property lost or destroyed, or the depreciated
value of the propenty in question. In no case will the Board assess the affecied employee more
than one month’s scheduled pay.

b. Simple negligence (motor vehicles): when a Board finds that an affected employee is
responsible for the loss, damage, or destruction of a Government motor vehicle because
of simple negligence, the employec will be held financially liable for either $200, or the
amount of loss, damage, or destruction, whichever is less. In determining the amount of
loss, damage, or destruction, the Board must consider such factors as onginal acquisition
cost, curvent fair market value, expected useful lifecycle, depreciation, condition, credit
for salvage, and value 10 the Government at the time of its loss or destruction.

For repair responsibility when negligence is determined, please refer 1o PPMM Section 13.6.6.1

{c), "Repair Responsibility.”
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Note: This policy 15 established because the Government is a self-insuser of motor vehicles, and
employees are unable to protect themselves from catastrophic losses from motor vehicle
accidents, as they would be able 1o do in the pnvate sector  The maxismum amount of liability 15
based upon the standard insurance endustry deducnible, which would apply if an employee were
operating his or her privately-owned vehicle.

¢ (ross negligence: when a Board recommends that an affected emplayee be held liable for
LM3DD personal property resulting from gross negligence of the employee, the amount
of hiability will be determined as follows:

{1} Damage - financial hability for personal property damage will be the estimated or
actual cost of repairs for damage that was a direct result of the incident, regardless of
whether or not the personal property 1s repaired. The loss suffered by the
Govemment is determined by 1aking into consideration such factors as ariginal
acqusition cost, current fair market value, expected useful lifecycle, condition,
depreciation, credit for salvage, and amount of reimbursement required to make the
Govemment whole

(2} Loss or Destruction - financial liability for propenty lost or destroyed will be
estimated using the fasr market value of the property, taking into consideration such
factors as onginal acquisition cost, current fair market value, expected uscful
hfecycle, condition, depreciahion, and value to the Government at the tume of its loss
or destruction. The alfected employee will be held financuaily liable for the full
amount of the loss suffered by the Govemment.

The Board should consult with the respective Finance or Accounting Office for guidance and
calculation of depreciation.

9.3.1.3 Billing the Affected Employee

When the PBR findings recommend holding an affected employee financizlly liable, the Bureau
PMO, if in agreement, will initiate action 1o bill the affected employce for the amount involved.
Paymeni of such billing does not convey title 1o the pessonal propeny; rather, payment should be
construed simply as reimbursement required making the Government whole

The PMO should consult with the respective Human Resources, OGC, and Finance or
Accounting Office for gmdance on Federal Government debit repayment prior to initiating the
action to il the affecied employee.

9.3.1.4 Conclusion of a Property Board of Review with Employee Financial Liability
Bureau PMOs will establish intemal admimsirative procedures for notfying the affected
employee, thesr supervisor, Human Resources Office, OGC, and Finance or Accounting Office,
of employee hability for the loss of Government property. A copy of the approved CD-52 and/or
PBR Findings and Recommendations report, which specifies the amount of financial liability,
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must be completed and forwvarded to the Finance or Accounting Office, with a memorandum
completed by the Bureau PMO and the CFO, CAO, or equivalent level, requesting that the
affected employee be billed for the amount hizble

This memorandum, which is the determination of indebtedness, will be signed or concurred with
in wniting by the Bureau PMO and the CFO, CAO, or equivalent level and will follow the U.S.
Government billings for financial hability in accordance with the Debt Collection Act of 1982

If an affected employee 15 found by the Board to be financially liable and 1s no longer employed
by the agency in which the LMSDD personal property occursed, the PAO must forward pertinent
papers to the Bureaw PMO. The Burcan PMO will provide the approved CD-52 andfor PBR
Findings and Recommendations teport, with a letter of explanation, 10 the CFO, CAO, or
equivalent level requesting that action be taken to collect the amount of indebiedness

9.3.1.5 Conclusion of a Property Board of Review with No Financial Liability

Bureau PMOs will establish internal administrative procedures for noufying the affected
employee, their supervisor, and accountable PO of no financial liability for the loss off
Government property. [f the affected employee 15 abzolved of liability, the PAO, PC, and the
employee will be nottfied that the employee was not found liable

9.3.1.6 Responsibility of the Designated Property Official

Upon completion, the Burean PMO will forward the report of the Board's {indings and
recommendations 10 the PAQ for file and official close-out, The respective PO will confirm

accountable personal property as LMSDD and vernify that it is classified as inactive in the PPMS.
If assets are found duning the PBR, the PMO will reactivate the assets in the PPMS

10.6 REDISTRIBUTION OF PERSONAL PROPERTY ASSETS

10

10.0.1 Scope of Chapter

This chapter outlines the policies and procedures that apply to the reporting of excess personal
property assets and disposal of surplus property assets by transfer, donation, sale, abandonment,
or destruction.

The disposal of personal property assels by transfer, donation, sale, abandonment, or destruction,
of personal propenty assets will be documented. Forms used for documenting donations and
sales are prescribed in FMR 102-35, “Dhsposition of Personal Property,” and FMR 102-36
Subpan D, “Disposition of Excess Personal Propery.” Form CD-52, “Report of Review of
Property.” or other appropriate forms approved by the DPMO, will be used 1o document desposal
by abandonrnent or destruction unless approval by GSA has been obtained. Personal property
asset exchanges must be documented on Form CD-50, “Property Control Form,” (or its
efectronic equivalent) CD-509, “Propenty Transaction Request,” or other appropniate form

10.0.2 Overview of Regulatory Background

This part provides the policies and procedures for the disposal of excess personal property by the
Depaniment under relevant guidance, including FMR 102-35 and FMR 102-36. Key basic
concepits are nddressed in EMR _102-36 30 and FMR _102-36.33

Other relevant policies include:

a  The Stevenson-Wydler Technology Innovation Act of 1980, (L5 U S.C § 371004},
“Research Equipment,”});

b. EQ. 12999 “Educationad) Technology Ensuning Opportunity for All Chuldren in the
Nexi Centurv™;

c. E0._13514, “Federal Leadership in Envirenmental, Enerey. and Economic
Performance”; and

d. GSA Bulleun FMR B-34, “Dizposal of Federal Eleciromic Assets.”
10.0.3 Federal Electronic Assets {FEA)

Electronics may be defined as any item powered by electncity that has logic circuntry enabling
the 1tem to perform its intended function

Federal electronic assets, for these purposes, are those targeted commodives hsted below:
a. Copiers (FSC 3610);

b. Telephones, fax machines, and communicaton equipment (FSG 58);
c. Electronic equipment components {wilhin FSG 59),
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d. Electncal and electronic properties measunng and testing instruments (FSC 6625}
c. Digual cameras (within FSC 6720),

. Desktop and laptop or portable computers, compuler monitors, displays, printers,
penpherals, and clectronic cemponemts (most of FSG 70);

g Televisions and other displays (FSC 7730); and
h Other nems that clearly wiilize solid-state electronics technology or vacuum tubes.

This list does not idenufy all electronic asscts, only those asseis specifically targeted as FEA for
disposal under the provisions of GSA Bulletin FMR B-34 However, Bureaus are encouraged to
dispose of electromc supplies, equipment, components, end items, and parts in accordance with
the principles contmned in this Manual. The list of assets specifically identified as FEA will be
updated penodically

Federal electronic assets, as defined by these regulations, in condition codes S and X will not be
reporied to GSA. The holding agency will dispose of these assels tn accordance with GSA
Bulleun FMR B-34, Additionally, in accordance with NIST Special Publication 800-838R |,
“Guidehnes for Media Samitization,” it is a requirement that “The orgamzation sanitizes or
destroys information system digital media before its disposal or release for reuse outside the
orgamization,” to prevent unauthorized individuals from gaining access to and using information
contained on the media.

Fedcral agencies are strongly encouraged 10 dispose of personal property assets in accordance
with the provisions of GSA Bulleyn FMR B-34.

10.0.4 FEA Disposal Condition Codes

Disposal Condition Codes Description

New — Propenty that s 1n new condhiion or
unused cordition and can be used

1 immediately without modification or
repairs.

Usable - Property that shows some wear,
4 but can be used without significant repair.
Repairable - Propenty that is unusable in its
7 current condition but can be economically
repaired,

Salvage — Property that has value in excess
of its basic material content, but repair or
X rehabilitation, is impractical andfor
uneconomical.
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Scrap - Property that has no value except
S for i1s basic matenal contem. i

10.1 Media Sanitization

Samtizabon 15 the process of removing data from siorage media with the reasonable assurance
that the data may not be easily retneved and reconstrucied  Many types of personal property that
are used to store data are sensitive and confidential in nature. If the propenty 15 not properly
samittzed, the release of an unauthonzed disclosure of informanon could result.

In accordance with the NIST Special Publication 800-88R | . “Guide)ines_for Media
Samtzaon,. it 15 3 requirement that “The organization samihizes or destroys information system
digital media before 11s disposal or release for reuse outside the orgamization,” is to prevent
unauthonzed individuals from gaining access 10 and using information contained on the media.

Addibonally, in accordance with NIST Spectal Publicanon 800-88, “Guidelines for Media
Samtization,” PMOs are *  responsible for ensuning that samtized media and devices that are
redisinbuted within the organization, donated 10 external entines or destroyed are properly
accounted for,” Media sanitization 15 crucial in preventing the unauthorized disclosure of
information.

Examples of personal property that requires sanitization befere its disposal or release for reuse
outside the organization include, but are not limited to the following

a. Desktop computers
b. Laptop, 1ablet, and nolebook computers
c. Smarl phone devices
d. Coler and laser muln-function printers
¢. Copiers, fax machines, and scanners
f. Servers
g. Removable siorage media
10.1.1 Methods of Sanitization
There are several different methods 10 santize media. These methods include:
a Clear - overwrite storage space on the media with non-sensitive data;

b. Purge - Expose media to o sirong magnenc field in erder 1o disrupt the recorded
magnetic domains, or
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c. Destroy - Various methods designed to destroy the media, typically carried out at an
outsourced destruction facility

POs shauld consult with their respective Office of the Chief Information Office to obtain
guidance and assistance in conducting proper media samtization of personal property. It 1s
understood that POs generally do not sanitize media. However, it 1s important that they are
familiar with media samitization requiresments 10 ensure that personal property, as applicable, is
properly samitized, and clearly annotated as sanitized before removal or disposal. Bureaus
should have documented procedures that detail the process for properly samtizing media from
personal property

Below are the guidelines, per MIST Special Publication 80-88, for common 1ypes of personal
propenty (leased or owned) that require sanstization and coresponding examples of
recommended sanitization action:

Property Clear Physical
Type Destruction
Copy Perform a full Same as clear s Shred
Machines/Fax manufacturers reset 10 = Disintegrate
Machine return the router back to its « Pulverize
factory default settings. s Incinerate
Contact the manufacturer {Incinerate
for proper samitization copy machines
procedure, by burmng
themina
licensed
Incinerator. )
Hard Dnives/USB | Overwrite media by using e Purge using Secure | »  Shred
Removable Media | agency-approved and Erase software, * Disintegraic
validated ovenvnting which can be s Pulvenze
technologies/methods/tools downloaded from |« [ncinerate

the University of
California, San
Diego Center for
Magnetic
Recording
Research site.
Purge hard drives
either in a National
Secunty Agency
[NSAYCentral
Secunty Scrvice
{CSS)-approved
automatic
degausser or by
disassembling the
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hard dnve disk and
purging them
enclosed platters
with an NSA/CSS
approved,
degaussing
wand**

Purge media by
using agency-
approved and
validated purge
technologies/tools.
**Degaussing any
current generation
hard disk will
render the dnve
permanently
unusable (Refer to
NIST 800-88)

10.2 Reuse
10.2.1 Intra-Departmental Reporting of Excess Personal Property

Bureaus will circutate data on selected excess personal property assets 1o the other bureaus.
Descriptive histings contaiming sufficient data to identify the item - its condition, location, and the
office to be notified 1f the item 1s desired - will be prepared and distnbuted with the SF-120,
“Repon of Excess Personal Property,” 1o GSA after Deparimental screening;

a. [ltems selected for inclusion en the listings should have high potential for utilization,
should be in a condition that does not ymparr the utility of the item, and can be utilized
with little or no repair {this corresponds 10 GSA's mimmum reportable condition code in
FMR 102-35 and FMR 102-36).

b. Items in condition codes not meeting the mimimum reporting conditions, listed in item a.,
above, may be listed by bureaus 1f unusual procurement circumsiances wamant their
inclusion. A peniod of 15 calendar days will be 2llowed for Depantment screening

¢. [fanother Bureau needs the property, it will ask the reporting Bureau to withdraw the
item previously reported as excess to GSA (EMR 102-35 and FMR 102-36). SF-122,
“Transfer Order Excess Personal Property,” will be used to document the intra-
depanmental transfer. This form will be completed as shown in FMR 102-36 except that
blocks 3 and 14 are not required. Bureau PMOs will coordinate rewtilization of
specialized equipment (e.g , sutomatic data processing equipment (ADPE) or
telecommunications) with the respective Bureau responsible for the equipment
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10.3 Exchange/Sale or Replacement Personal Property Assets
10.3.1 Exchange/Sale Authority for Persanal Property Assets

The exchange or sale of Govemment-owned personal property assets is allowed when replaced
by similar items. The trade-in value of the propenty cxchanged is used as a whole or parual
payment for the acquisition cost of the replacement personal propeny sssets. EMR 102-39
“Replacement of Personal Property Pursusnt to the Exchange/Sale Authonty,” requires
documentation as follows:

a. The PC requests authonzation from the PAO to exchange or trade in property  The
PAQ’s authonzation will accompany the requisition and be retained in the PC’s file;

b. [ems sold or exchanged must be similar and the funds generated in the process must be
applied to the replacement of the personal propeny assets acquired or exchanged;

c. The personal propeny asseis sold or exchanged are excess and the personal property
assets acquired are cssential to the conduct of approved programs;

d. The acquisition of one nem is to replace another similar item, except when a lesser or
greater number of ilems are needed to replace the original items, or if items are pars or
containers where detailed companson of old and new 11ems are not maintatned:

e. The transaction will foster econonuc and efficient accomplishment of the Bureau's
programs;

f. Cenain personal property assets are not eligible for exchange/sale procedures (refer to
FMR 102-39);

g Burcaus will solicit other Federa) agencies known to use such personal property asscis for
their vtilization pnios 1o nibating exchange/sale actions; and

h. GSA must conduct the exchange/sale of ADPE for Federal agencies 1n accordance with
FMR 102-39

10.3.2 Utilization Screening before Exchange or Sale of Personal Property Assets
Bureaus having personal property assets other than ADPE available for exchange or sale
pursuant 1o this part will, to the fublest extent practicable ar economical, pnor 1o any disposal

acton:

a. Screen such persenal property assets for possible use within DOC using the screening
procedure prescribed in this Manual;

b. Solicit Federal apencies known 10 use or distribute such personal property assels for their
possible use; and
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10.4 Translers
10.4.1 Turn-Ins and Reporting of Excess Personal Property Assets

Personal property assets (whether accountable or not) that are no longer needed by an office
should be tumed in 10 the PC, together with Fanm CD-50 (or its electronic equivalent), or CD-
509 for redistnbution or disposal, Such forms will be used to make changes 10 the records and
accounts for accountable personal propenty assets and should be used 1o establish records of
personal property assets stored for subsequent redistiibution or disposal.

The applicable Bureau PMO, or a designee, is authonzed 1o report 1o the appropnate GSA
Regional Office personal property that has been determined 10 be excess to the needs of the
Department.

The GSA Regional Office should be made aware at the time of reporting of any instances where
delays in disposition of reported personal propeny asse1s will create a storage problem. IfGSA
does not furmsh disposition instructions within a reasenable penod, and 1he matter cannot be
resolved locally, the DPMO should be notified in writing to elevate the matter to the GSA
Headquarters. Copies of comespondence to the GSA Regional Office, if any, should be attached,

The following personal property assets are not required to be formally repored

a. Non-reportable personal propenty assets are listed in FMR_102-35 and FMR 102-36 The
holding Bureau determines if excess personal property 1s non-reportable when the
utilizanen-screening peniod begins and establishes the sumplus release date, Dunng the
wtilization-sereening penod (usually 21 calendar days), infonnation concerming the
personal property assets must be made avaitable when requested by GSA or other Federal
agencies. GSA, in accordance with FMR 102-35 and FMR 102-36 will hold non-
reportable personal property assets, which are not reutilized by the Federal Government,
for donation screening. A determination of surplus will be made in writing and become a
part of the item’s disposal file.

b. The following excess personal propeny assets will not be reported in accordance with
EMR 102-36 or unless otherwise directed by GSA:

(1) Perscnal property assets determined appropriate for abandonment or destruction
(refer 10 FMR Section 102-36.305);

{2}  Non-appropaated fund petsonal property assets (refer to FMR Section 102-
36.165),

(3)  Foreign excess personal property (refer to FMR Section 102-36.380);

1C)] Scrap, except arrcraft yn sciap condition;

(3)  Penshables, defined for the purposes of this section as any personal property
subject to spoilage or decay;
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(6)  Trading stamps and bonus goods.

(7)  Hazardous waste,

(8)  Conirolled substances;

{9)  Nuclear Regulatory Commussion-controlled matenials;

(10}  Personal propenty assets dangerous 1o public health and safety, and

{11) Classified ntems or personal property assets determined 10 be sensitive for reasons
of national secunity

10.4.2 Reportable Personal Property Assets

Excess personal propenty assets generally become surplus 21 calendar days after receipt of the
SF-120 by the GSA Regional Property Utilization Office if the personal property asseis have not
been transferred to another Federal agency.

10.4.3 Withdrawals and Corrections of Excess Reports

Requests to withdraw reporied excess personal property assets should be indicated on SF-120
and submitted to the regional GSA office where the original repert of excess was forwarded.
Disposition of subject personal property assets will ot be made until afier withdrawal approval
is recesved from GSA.

Corrected reports of excess personal property assets will be prepared and identified as such on
SF-120 and then are forwarded to the GSA office where the oniginal report of excess was
submitted.

10.4.4 Use of Excess Personal Property Assets on Cost-Reimbursement Contracts

Title to personal propery assets used on cost-reimbursement contracts remains vesled with the
Bureau, and the justification, acquisition, utthzation, accountability, maintenance, repair. and
dispasal of such personal propenty assels will be 1n accordance with FMR s and PPMM
requirements. Since the purpose of providing such personal property assets is to reduce contract
costs, there must be wnitten evidence that the use of such personal praperty assets achieves that
goal. Refer to PPMM Chapter 7.0, “Contrmgl Personal Propeny Assets ”

10.4.5 Screening

10,4.5,1 Screening Periods

GSA’s surplus release date 15 21 catendar days following the date of the determination by the
holding Bureau that the property 15 excess to its requirements and 15 available for screening as

€XCEeSS.
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10.5 Donating Personal Property Assets

The Dapartiment will cooperate with public agencies and their accredited representatives
suthorized to participate in the donatton program. When personal property assets are donated 10
a non-Federal public body, identifiable markings that indicate the Federal Govemment
previously owned the property must be removed prior to release 10 the recipient.

10.5.1 Items Requiring Special liandling
The following items requise special handting

a. Excess machinery, equipment, material, and supplies for printing, binding and blank
booking swork should be reported to the Burcau PMO for approval of disposal action prior
to the initiation of SF-120,

b. Classified personal property that is excess to DOC's needs will be stnpped of all
charactenstics that caused 11 10 be classified, or othenvise rendered unclassified, prior 10
disposal. Declassification will be accomplished 1n a manner that will preserve, so far as
practicable, the utility or commercial value of the personal property assets, and

¢ Electronic personal property that has reached the end of s useful life must be disposed
of in an environmentally sound manner as required in E.Ct 13693, "Planning for Federl
Sustanability 1n the Next Decade.” and its instructions. Contact the DEM for additional
information

10.5.2 Computers for Learning (CFL)
10.5.2.1 Purpose
This section sets forth the DOC policy, authonty, and procedures for:

a. Donations of excess DOC-owned research equipment to educational institutions and non-
profit organizations for technical and scientific education and research activities,

b. Donation of excess Federal computer equipment 1o schools and non-profit institutions
under the CFL Program; and

¢ Donations through vanous Federl donation programs, giving special consideration 1o
thase with the greatest need. Organizations covered by the referenced donation programs

include Hispanie Serving Institutions, Tribal Colleges and Universities, Histoncally
Black Colleges and Universinies, and other non-profit educational programs

10.5.2.2 DOC Policy

2. Requests for transfer by DOC Bureaus take precedence over transfers 10 eligible
orgamzations under the Stevenson-Wydler Technology Innovation Act of 1980 E.O.
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12999 may take precedence over donations 1o eligible orgamzations as nddressed in the

provision of Section 203 () of the Federal Propenty and Administrative Sesvices Act of
1949

b. DOC will annually report excess equipment donations te the GSA 1n accordance with the

provisions of Section 203 (j) of the Federal Progerty and Admintstrative Services Act of
1949

c. Within the scope of the CFL school donation program, E.O. 17999, sofiware may also be
either donated on compact disk or installed on hard drive of the computer

The following categones of eligibility exist for sofiware donation:

{1) Software may be transferred based on the 1erms and conditions of the software hicense
agreememt; and

{2) Some software development corporations sponsor sofiware donation programs, which
pennit organizations purchasing upgrades to donate the older versions of upgraded
software products to schools and non-profit organszations. By doing se, programs
like this enable selected schools 1o acquire useful copies of software producis at no
charge. However, the licenses for the sofiware may not be transferable, and as such,
the orgamzation may not be ehgible for technical support or upgrades. Check with
the sofiware vendor or license holder for permission to transfer specific soflware,

d. Any issucs that may anse in implementing this section wall be referred to the DPMO for
review and consideration.

10.5.2.3 Federal Policy

To ensure equitable distribution and proper use of the property being tansfermred under F (1,
§ 3710(1)) a Federal Coerdinating Commitice on Education-Refated Federal Equipment was
established.

This Commuttee, co-chaired by the Admimistrator of GSA and the Secretary of Education,
identified three methods and recommended the means below by which Federal agencies can
transfer or donate mathemancal and scientific equipment to schools and non-profit institutions:

a. Direct Transfers - As authonzed by the Sievenson-Wydler Technology Innovation Act of
1980, Federal agencies can transfer property directly 10 the recipient. The property is

considered a gifi and title immediately passes 10 the recipient.

b. The GSA Donatien Program — Personal propenty assets donated through GSA’s donation
prograemn, tn accordance with the Federal Propenty Act.

[N

c. Expedited Education-Related Transfers - Federal agencies determine which educational
nstitution will receive the personal propenty assets. GSA 15 notified of selectson and
GSA effects transfer 1o the respective Siale Agency as surplus personal property assels
for donation 10 the recipient

To ensure that equipment 15 equitably distributed to schools that serve underprivileged siudents
and schools that lack access 1o adequate outside resources, the DOC has decided to comply with
the recommendation of the Committee by utilizing methods B and C.

Personal property assets 1argeted for donation under the E.O. 12999 and the Stevenson-Wydler
Technology Innovalion Act of 1980 will first be screened as excess in accordance with PPMM

Chapter 100, “Redistribution of Personal Propeny Assefs.”
10.5.2.4 Authority

a, This policy is based on the authonty for the donation of excess research and computer
equipment as contained 1n the following:

(1} Section 11 of the Stevenson-Wydler Technelogy Innovation Act ol 1980, as amended
(15US.C. §3710(i))

(2) Guidehines an support of 20 U S C_ 4 5812, “Mational Educauion Goals,™ as provided

in E.Q, 12999 o7 1ssued by the Coordinating Committee on Educatson-Related
Federal Equipment.

(3) Gwdelines in support of the education goals for Hispanic Serving Institutions as
provided in E.O. 12900, ~Educational Excellence for Hispansc Amencans.”

(4) Guidelines in support of the education goals for Historically Black Colleges and

Universities as provided in EQ_1 2876, “Histoncally Black Colleges and

{5) Guidelines in support of the education goals for Tribal Colleges and Umiversitics as
provided in EO. 13021, “Tnbal Colleges and Unsversines.”

(6) Basic regulations on the donanion of excess Federal personal property contained in the
Federal Propesty and Administrative Services Act of 1949,

10.5.2.5 Eligible Organizations

Eligible organizations include schools, non-profit educational organizations, and community-
based educational organizations. Such organizations will qualify as nonprofit educational
institutions or organizations for the purposes af section 203 (j) of the Federal Property and
Admimisirtive Services Act of 1949, as amended (E.O. 12999). These eligible orgamzations
may be State, prvale, parochial, or home schools with state-approved registration. Questions on
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the eligibility of specific organizations should be referred 10 the Bureau Warehouse Manager or
Excess Manager for resolution.

a. Types of Eligible Schools and Non-Prefit Educational Orgamzations:
(1) University
(2) College

(3} School
M  High School

(@) Junior High School or Middle Schoo!
(w) Elementary School
(v)  Kindergarten
(v}  Pre-kindergarien or Nursery School
{v) Vocational School
(Vi) Apprentice trnde school
{vii)  Occupational skill center
(x) School of Nursing
(x) Dental Schoot
(xd) Business School
(ai) Secretanal School
(an)  Professional School
{(av} Traiming Center
(4) School for the Mentally or Physically Disabled
(5) Child care or day carc center

{6} Museum
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(7) Library
(8) Non-commercial educaticnal radio or television station
(9) Training centers for senior citizens

b. Requirements for Establishing Eligibility
(1} IRS ruting of exemption under section 501 of the Internal Revenue Code
{2} Proof of accreditation, approval, or licensing by an appropniately recogmzed authority

(e.g.. a state board of education or a regsonal or navional accrediting association)
when i1t 15 a requizement of the applicant’s program.
10.5.2.6 General Priority Criteria for Eligible Organizations
The following six categones of eligible organszanons will receive precedence when there are
muluple organtzations requesting the same personal property. When the pessonal property
requested 15 appropriate for use at the elementary and secondary school level, the Bureau PMO,
NUO, or designated PO may give pnonty 10 elementary and secondary schools over colleges and
universibes. However, many factors may be used to detenmine the most beneficial use for
personal property assets and the specific eligible activity that should receive the property
Bureaus will establish a mechanism (e g., a review commitice) to determsne which eligible
organizations will be offered available equipment. The Burean PMO, NUO, or designated PO
may request assistance from the DPMO to resolve competing transfer requesis.

a. Schools and non-profit organizations that are requesting excess personal property as part
of an existing or anticipated collaboration with a DOC organization. Examples include
the following.

(1) Adopt-A-School/Partnership Schaols
(2} Schools in Education Reform Imtiatives to Promote Excellence

b. Schools with the greatest need such as those in Enterprise Communities and
Empowerment Zones. These schools serve the underpnvileged students that lack access
to adequate outside resources, These schools include the following:

(1) Schools 1n economically depressed areas
{2) Inner city schools

{3) Rural schools

c¢. Educational organizations that emphasize math, science, or technology. Examples
include:
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{1} Magnei schools

(2) Schools with Federally funded research and development projects
Educanional organizations with special significance:

(1) Educational Excellence for Hispamic Amencans (E.0. 12900)
(2) Hhstoncally Black Colleges and Umversities (E O _12876)

(3} Improving American Indian and Alaska Native Educational Opportunities and
Strengthening Tribal Colleges and Universities (E.O. 13592)

Colleges and Universities with technical emphasis

State agencies for redistribution to nonprofit organizations

10.5.2.7 Dissemination of Information te Eligible Organizations

When requesis for information are received, each Bureay PMO, NUO, or designated PO s
responsible for providing eligible orgamzauons with informanon on the donation program and
information about the types of personal property assets available from the bureau in the
organization's local area,

The Bureau PMO, NUO, or designaled PO 15 responsible for ensuring donations are equitably
distributed among needy eligible orgamzations in the community  General priority criteria for
cligible organizations are described above.

10.5,2.8 Screening of Available Excess Research Equipment

The head of each eligible organization must provide a written list {on organization
letterhead) of thewr authonzed screeners to the Bureau PMO, NUO, or designated PO
pror to any screemng.

Authonzed screeners (possessing appropnate picture identification) must ammange with
the Bureau PMO, NUOQ, or designated PO 10 screen available excess equipment.
Screening arrangements will be at the convenience of the Government. Screeners will be
able 10 visit the disposal location to review and select any available excess personal
property assets. Selected propeny must be reserved by netifying the Bureau PMO, NUO,
or designated PO. The reservation may be registered at any stage of the disposal process,
including the Department’s 15-day intemal screeming peniod; however, DOC Bureaus
have precedence over the eligible orgamzanons.

10.5.2.% Donation Program Procedures Using GSA Website
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The following procedures will be used to establish a direct donation pregram. The program will
be conducted i a fair and equatable manners

a. Whenever possible, the CFL website will be used to donate and promote the availability

of equipment to ehpible organizations. 171t is not possible 10 use the website, Burcaus
may use some form of manual or aulomated record keeping promoting and donating the
persanal property assets similar to the procedure outlined in PPMM Sectien 10.5.2. 10

Procedures for Transfeming Personal Propery Assets to Eliaible Crgam zavons o
Webstle cannol be Lised ™

Bureau PMOs or NUOs control access 10 the CFL websie at

hinp iwww computersforlearning gov. The Bureau PMO or NUO will issue registration
codes for read-only access, read/wiite access, supervisory read-only access, and
supervisory read/write access to their users. The instruction book for usc of the website
15 available online and can be printed from the site

. Schools and non-profit organizations who are interested 1n participating in the CFL

Program can register on the website at hip:‘computersforlearning gov

. The acquinng orgamzation 1s responsible for removal and shipment of the property from

the DOC storage location. DOC will not act as the shepping or billing agent for the
acquinng orgamzation.

Bureaus are responsible for properly packing (e g, boxing or shnnk-wrapping) the
equipment. Addiuonally, for security reasons, hard dnves must be wiped with a secunty
over-wniing utility, in accordance with the Bureau's intemal wiping pohicy

The transfer of title for the research equipment ts accomplished at no cost to the acquinng
orgamzation through the website. The electronic “Transfer of Title™ that is provided
through the website must be signed and returned by the acquinng orgamization.

10.5.2.10 Procedures for Transferring Personal Property Assets to Eligible Organizations

if Website Cannot be Used

Eligible orgamzations will submit to the Bureau PMO, NUOQ, or designated PO, a
completed SF-122 or CD-50 within 14 calendar days from the date the allocation was
placed on the property (refer 10 PPMM Section 10.5.2.9. b above). Eligible organizations
can obtain the SF-122 or CD-50 from the Bureau PMO or NUO

. The Bureau PMO, NUO, or designated PO will provide a copy of the SF-122 to an

ehgible orgamzation as notice that persenal property assets have been approved for
transfer 1o their organization by providing a copy of the SF-122 10 the acquiring
organization. The Bureay PMO, NUO, or designated PO will also advise the acquiting
organization when the propeny is available for pickup and removal,

The disposing orgamzation will obtain a “Centification Statement™ (refer to Appendix T,

“Sample Certification Statement for Transfemng Personal Property Assets to Eligible
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Ohpanizations Not Using GSA Website,™) or a letter, signed by an Bureau PMO or NUO
from the eligible organizstion A signed letter from an eligible orgamization should
include a description of personal property assets, quantity, and justification. The
certificate or letter will be attached to the disposing orgamzation's file copy of the
completed SF-122 or CD-50.

d. The Bureau PMO or NUO will sign the SF-122 and approve the transfer to the eligible
orpanization,

¢. The acquinng organization is responsible for removal and shipment of the personal
propenty assets from the DOC siorage Yocation. DOC will not act as the shipping or
billing agent for the acquinng organization.

f  Bureaus are responsible for properly packing (boxing or shrink-wrapping) the equipment.

g. Bureaus, for security reasons, must wipe hard dnves with a secunity over-wnting utility,
in accordance with the Bureau's internal wiping policy

10.5.2.11 Reporting Transfers of Excess Research Equipment

a. The CFL website will automatically compile annual data on transfers under this program
The Bureau PMO, NUO, or designated PO will maintain official files associated wiih the
transfers of excess equipment 1o eligible orgamzations.

b, The Bureau PMO or NUQ, when unable 10 use the CFL website to transfer computers or
scientific equipment directly to schools or nan-profin organizations, must compile data on
transfers and submit the data to the Bureaus Wasehouse Manager or Excess Manager.

¢ Reports will be consolidated for the Annual Repon of Personal Property Furmizhed to
Non-Federal Recipients submitted to the GSA,

10.5.2.12 Other Types of Personal Property Assets

The Bureau PMO, NUO, or designated PO wail forward requests by eligible organizations for
any excess personal property assets not listed within the definition of research equipment to the
DPMO for review and approval. The request will include the name of the requesting
organization, the specific property requesied, and a specific description of how the requesting
arganization intends 10 use the propenty for the conduct of technical and scientific education,
research organizations, or other purposes

10.5.3 Disposal of Seized or Forfeited Personal Property Assels
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GSA Federal Management Regulations, Subchapier B, “Personal Property,” Section 10241

“Disposition of Seized, Forfeited, Voluntary Abandoned, and Unclmmed Pevsonal Propenty.”
provides guidance on seized or forfeiled personal propeny

10.5.4 Precious Metals Recovery Program

GSA 15 responsible for the initiztion and development of Governmeni-wide precious metals
recovery programs and for the 1ssuance and administration of applicable conimacts

10.5.5 Foreign Excess
10.5.5.1 Responsibilities of Holding Bureaus

Excess personal propery assets for which reassignment within the Bureau would be
uneconomical will be offered for utilization to ather burcaus and other Federal agencies within
the same geographic overseas area.

When there 15 no utilization potential within the same geographic arca, the Bureau PMO will
determine whether 10 retum the personal property asseis (o the United States. Generally, a
grouped Jot of excess personal property assets, with an onginal acquisition value of less than
$1,000 should not be considered for return for further utihization within the DOC, by other
Federal agencies, or for donation, based con such factors as cest, residual valug, and usefulness in
on-going or future programs, condition, and cost of transpontation.

If foreign excess personal property assets are to be retumned to the United States, the property
will be reporied on a SF-120, and/or SF-120A, “Continuation Sheel,” to the Bureau PMO.
Information should be provided on location and available transportation facilities in addition to
the detailed descriptions required by FMR 102-35 The responsible Bureau PMO will circulate
the SF-120 10 the other PMOs 1f the personal propenty assets are excess to that Bureau

10.5.5.2 Donations of Foreign Excess Personal Property Assets
After utilization screeming, bul prior 10 disposal in the foreign area, personal property assets will

be considered available for retum to the Umited States, as provided in FMR 10212, “Uislization

Denalion, and Disposal of Forgign Gafts and Decorations,” and PPMM Chagter 10.0
Qutside of the United States, Bureaus should coordinate with the DOS 1o venfy donation
procedures in accordance with the Foreign Affrs Manual

10.5.6 Non-Federal Screeners
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10.5.6.1 Certilication of Non-Federal Agency Screeners

Bureaws will maintain a record of the number of certified non-Federal agency screeners
operating under their authority and will immediately notify the appropniale GSA Regional Office
of any changes in screening armangements.

10.5.6.2 Transfer of Surplus Personal Property Assels to Local States

Local states requesting surplus property must prepare a SF-123, “Fransfer Order Surplus

Personal Property,” and forward it to the appropriate GSA office for approval or disapproval.
G3A will prepare and forward disposition instructions 1o the reporting activity

10.6  Sale of Personal Property Assets

10.6.1 Salc of Surplus Property by GSA

GSA will act as the single sales agency of DOC surplus personal prapeny
10.6.2 Responsibilities of Holding Burcaus

Holding Bureaus will be responsible for the following activitses:

a  Ensunng that the appropnate GSA Regional Sales Officc has the necessary accounting
data and information 10 conduct the sale of surplus propeny,

b Transporting personal property asseis offered for sale (o a conschidated sales site under
muiual agreement with GSA,

¢ Making sale property available for mnspection by prospecuve bidders;

d. Providing adequate facilitics and necessary administrative, clencal, or labor assistance
when needed and requesied by GSA, and

e Assisting In the physical movement of property to be sold a1 lot sales
10.6.3 Purchase of Surplus Property by Department Employecs

An employee of the Department will not purchase any 1tem of Departiment property that is sold
as Government surplus property if the employee:

a, Was responsible for maintaming the accountability or custedial record of the item at the
time it was determined to be Department excess;

b. Was responsible for delermining the condition of the item for utilization or disposal
purposes; of
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¢ Directly particapated in or conducted the sale of the ilem,
10.6.4 Reporting Requirements

When reporung surplus property to GSA, the Bureau PMO or NUO will use a SF-120, or SF-
126, “Repon of Personal Property for Sale.” The SF-126 will be submitted to the GSA Regional
Sales Office for the arca in which the property is located in the manner outlined below:

a. A reportable personal property asset (s property that 1s reported to GSA for wtilization
screeming that was not transferred or donated that will be avtomatically programmed for
sale by GSA,; and

b. A non-reporiable personal property asset is propenty that does not meet the critena for
utilization screening and has been screened for donation that will be reported to GSA on
a SF-126.

10.6.5 Delivery of Property Sold

The GSA Regional Office will notify the holding Bureau PMO, NUO, or designated PO by
forwarding a copy of GSA Form-27, “Notice of Award (Sale of Government-Owned Personal
Property),” after full payment as recerved from the buyer. The PMO, NUQ, or designated PO
will notify GSA if the buyer does not remove the property within a specified amount of ime.
The sale of motor vehicles requires a SF-97, “United Stales Government Certificate of Release
of a Mator Vehicle,” to be exccuted by the Departmental Fleet Manager (DFM), Bureau Fleet
Manager (BFM), or the Bureau PMO and submitied 10 the buyer in place of a title iansfer or
cermificate.

10.6.6 Sale to State and Local Governments

Surplus personal property assets may be sold to state and local governments on either a
negotiated or competitive did basis.

10.7 Abandonment or Destruction
10.7.1 Abandonment or Destruction Requirement for Personal Property Assets
Personal propeny assets may be nbandoned or destroyed in accordance with FMR_102-36

Subpan D, “Disposition of Excess Personal Propeny™ when a NUO or PMO makes a written
request to GSA. The written request musi be approved prior 10 abandonment or destruction.

10.7.2 Findings Justifying Abandonment or Destruction
Findings include:
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a. The personal property assels hiave no commercial value,

b. The cost of care, handling, and preparation of the personal property assets for sale would
be greater than the expected sale proceeds;

¢. A law, regulation, or directive requires abandenment or destruction; or

d. Wniten instructions were 15sued by a GSA official {e.g., health, safety, secunty) directing
abandonment or destruction,

The appropnate office must pravide for public notice of the abandonment or destruction for a
penod not less than seven days. The notice will be posted i the area in, which the property 15
located. The notice will include:

(1) A general descnption of the personal property asssts, and

(2) The date and location of the abandonment or destruction.

Personal property assets may be abandoned or deswroyed, without public notice ift

(1) The value of the personal property assats is so little or the cost of its care and
handling is so great that its retention for advertising for sale t5 clearly not economical,

{2) Immediate abandonment or destruction i1s required because of health, safety, or
security Teason;

{3) A single fine item of property to be abandoned or destroyed at any one location, at
any one time, has an onginal cost of less than $500.

10.7.3 Utilization of Abandoned and Forfeited Personal Property Assets

GSA FMR Subchapter B, “Personal Property,” Sechion | ()24, “Disposition of Sevzed,
Forfested, Voluntary Abandoned, and Uncliimed Personal Propeny,” provides guidance on
seized or forfeited personal property

10.7.3.1 Vesting of Tille in the United States

Abandoned or other unclaimed personal property assets, subject to the provisions of Section
203tm) of the Federal Propernty and Admimstranve Services Act of 1949, will remain in the
cusiody of and be the responsibility of the Bureau finding such propeny.

A DOC office finding abandoned or unclaimed usable property will hotd 1he personal propeny
assets for 30 calendar days during which time attempts to find the owner and retum the property
will be made. If no owner i5 identified withsn 30 calendar days, the Bureau may use the
propeny. Accountability and posting of appropnate records will be accomplished 1m accordance
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with PPMM Chapter 7.0, “Contract Personal Property Assets ” Property not required by the
finding office will be reported to the Bureau as excess within DOC i accordance with PPMM
Section 7.1.1, “Responsibilittes for Contract Personal Properny ™ Usable surplus propesty
resulting from this action and authenzed by GSA for disposal by DOC may be disposed of by
sale. Any abandoned or unclaimed property that ts not usable will be processed as prescribed in
accordance with this Manual.

11.0 GIFTS AND DECORATIONS

11.0.1 Scope of Chapter
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This chapter establishes guidelines and policy for the acceptance, disposition, and giving of gifts
and decorations at ar above the minimal value (o and from foreign povernments under 5 LU S.C §
7342, “Receipt and Disposition of Foreign Gifis and Decorations,” and DAO 202739 “Gufts
and Decoratrons From Fareign Gavernments and 1o Foreign Individuals,” as well as guidelines
and policy for the acceptance, disposition, and giving of gifts 10 the Depanment , in accordance
with DAQ 203-9_“Gifis and Bequests.™

11.1 Roles and Responsibilitics

a. The Depanimental Gift Manager {DGM) is the person or position with delegated authonity
and responsibility 1o provide the guidance regarding the Departmental Gifi Program.

The Departmental Gift Manager is responsible for:

(1) Serving as a liaison to the Assistant Secretary and the OGC in connection with gifis
activities;

(2) Establishing Departmenial operating procedures; and

(3) Annually reporniing a listing of gifis given and received of more than the minimal
value to the DOS

b. The Bureau Gift Managers (BGMs) are the individuals appointed by the CFO, CAO, or
equivalent level, who have physical responsibility for the accepting, holding,
administenng, using, and disposing of gifts and bequests including domestic and foreign
gifts piven to the Bureau, as well as domestic and foreign gifts given from the Bureau.

The Bureau Gilt Managers are responsible for:

(1) Ensunng gifis recetved have secunly scans conducted prior 1o admittance into a
Federal Government butldmg wn accordance with the Departmental Security Office
Policy,

(2) Establishing a safe and secure location for the safekeeping of gifis reeeived, in
accordance with the Departmental Secunty Office Pelicy including overseeing
deposits, withdraws, inventory, and excess of domestic and foreign gifts and
decorations given, received, and purchased; and

(3) Annually reporting a hsting of gifis given and received of more than the minimal
value to the DGM.

11.2  Standards for Foreign and Domestic Gifts and Decorations
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Standards of conduct governtng the acceplance of gifts from foreign governments are found in
HMNCER, § 10149 FMR 102-42, “Unihzation, Donation, and Disposal of Foreign Gifts and

Decorations,” and 3 USC. § 7342

1.3 Gifits and Decorations Reccived from Foreign Governments

a. For foreign gifis of more than mimumal value, the recipient should prepare and forward a
CD-342, “Record of Gifis and Decorations from Foreign Governmenis,” 1o the OGC for
approval of the recipient retaining the gift. In addition, the recipient should forward o
copy of the CD-342 to the BGM for documemation. If the gifi is retained for
Departmental use, the pift should be forwarded to the BGM for accountability

b. For foreign zfts of mimimal value, the recipient may retain the gift for personal or
business use, without OGC approval. Upon acceplance, the recipient should prepare and
forward o CD-342 to the BGM for documentation. 1F the reciprent has no desire 1o retam
the gefl, it will be forwvarded to the BGM for disposinon.

c. Ifthe retail value of the gift is not readily determinable, a wntten sppraisal will be made
by a source outside the Department. The cost of such an appraisal will be paid by the
Burcau employing the recipient

d. Bureaus will report foreign gifis above the mimimal value, not desired for business use, as
excess propeny i accordance with this chapter

11.4  Gifts to the Department

a. See DAO 203-9 “Gifis and Bequesis 10 the Depariment of Commerce™ for instructions on
handling gifts 1o the Depaniment of Commerce, including gifis from a foreign
government.

b. Upen acceptance of ony gift 1o the Depariment, the recipient should prepare and forward
a CD-210, “Record of Gufi or Bequest,™ along with the gifi to the BGM for disposition.

11.5 Excess/Disposal of Gifts and Decorations Received

a. Excess gifts and decorations should be submitted online through GSA Xcess®. To milize
GSAXcess®, the BGM must antach the CD-342, CD-210, or appraisal decumentation to
each record. For access to GSAXcess®, please contact the respective Burean NUO. For
assistance with GSAXcess®, please contact the GSAXcess® Helpdesk at 1-866-FED-
SGSA or 1-866-333-7472,

b. The GSA Foreign Gift Coordinator identifies the location 1o transport the excess gift or
decoration for siomge. The excess transfer is complete when GSA accepts the items
submitted.

11.6 Reporting Gifts and Decorations Given and Received Above the Minimal
Value
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a. [naccordance with 41 C.F.R. § 102-42, “Unhzanion, Donation and Disposal of Foreign
Gifts and Decorations,” Federal agencies wiil submit a listing of gifts and decorations
given 1o 2 foretgn government and received from a foretgn government, which are above
the minimal value to the DOS

b. The DGM will send out a data call, by email, to the BGMs for collection and compilation
of data annuatly.

11.7 Deposit of Money and Certain Intangible Gilts with the Department of
Treasury

Under the exisung GSA regulations, negotiable instruments such as cash, checks, money orders,
bonds, and shares of stock or other securives received as gifts must be deposited to the U S
Treasury as miscellaneous receipts.

120 HERITAGE ASSETS
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12.0.1 Scope of Chapter

This chapter establishes guidelines and policy pertaining to hentage assets. According to the
Federal Accounting Standards Advisory Board Statement of Financial Accounting Standprds 29
hentage assets are general property, plani, and equipment that are unique due to histoncal or
natural significance, cultural, educational, or artistic (¢.g.. aesthetic) importance; or sigmficant
architectural charactenstics

12.1 Accession of Heritage Assets

Any Govemment employee may suggest to the Bureau PMO an asset to be considered for
addition to Department’s Hentage Asset collection. The Bureau PMO will determine which
suggestions to forward to the Bureau Histonan, Libranan, or other entity performing Heritage
Assets duties. Bureau Histonans, Libranans, or other entity performing henitage assets duties

will make the final determination on the acquisinon of any nominated asset. The employee must
provide the Bureau PMO with a thorough deseription and picture of the proposed asset

12.2 Roles and Responsibilities

This section establishes the roles and responsibilities within the DOC as they periain to hentage
assets

12.2.1 Bureau PMO

The Bureau PMO is the person or position providing leadership and gmdance in the proper
accounting, ulilization, care, and disposal of property

The Bureau PMO is responsible for
2. Approving and terminating loans of the bureaus” hernage assets;

b. Accountability, including accurate records for assets loaned and records of the assets’
loan approvals; and

c. Making recommendations 10 classify or declassify Bureau heritage assets.
12.2.2 Bureau Historian, Librarian, or Other Entity Performing leritage Assets Duties

The Bureau Histonan, Libranan, or other entity performing heritage assets duties 15 the person or
position that has knowledge of the Henitage Assets collection and advises as to what should be
retained and what should be removed from the Heritage Assets collection.

The Bureau Historian, Librarian, or other entity performing hentage assets duties is responsible
for approving or denying the proposed accession of heritage assets.
12.3 Use of Heritage Asscts
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Restrictions on Use - No personal propenty identified as a hentage asset may be used
consumptsvely, (1.¢., for the purpose for which it was onginally intended 10 be used) For
example, umiforms will not be womn, firearms will not be fired, and recorders will not be used to
record. Exceptions 1o this policy may be granied by the Bureau Histenan, Libranian, or other
entity performing Hentage Assets duties, on a case-by-case basis, generally oaly for specific
vccasions and only when they fulfill an educational purpose.

Permitted Use — Nonmally, heritage assets will only be used in the followng areas:
a.  Exhibis that are accessible to the public in the following arcas:
(1) Federal facilities
(2) S1ate facilities

(3} Public non-profit facilities {1 ¢, parincrships that may include instiutions of learming
science)

{4) Private non-profit facilities

b. Support for official or schelarly research

12.4 Conservalion

‘The measures laid owt below will be followed by POs responsible for the management of
hentage assets, including these entitics 10 which the propeny may have been loaned. These
measures must be part of any loan agreement.

The purpose of conservation is to exiend the life of heritage assets. 1t includes active and passive
measures token to stabilize, protect, and preserve the assets. No hentage asset should be
subjected 1o unnecessary deterioration

The fellowing measores will be implemented to protect heniloge assets agamst aatural and
human agents of deterioration:

a. POs responsible for the management of heritage asseis will strive 10 maintain stable
display and storage environments to discourage the existence of biological and natural
agents of detenoration. A clean, pest-free area with a consistent temperature of 18 - 23
deprees Celsius (64 ~ 74 degrees Fahrenheit), a relative humidity of 40 - 60 percent, with
no exposure 1o fluorescent light or sunlight, will be provided for display and storage;

b. POs will ensure that there 15 restnicted access to heritage assets and that handling occurs
only when necessary;
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<. Only necessary conservation measures will be employed to stabilize an artifact or to
ensure 1ts conlinued existence;

d. No arifact will receive any conservation or preservation treatment that 15 ieversible,
slabilization wikl always precede restoration,

€. The physical appearance of hisioncally significant properies wall not in any way be
altered; and

£ Histoncal propenty will be handled with gloves, archival 1ools, tissue, padding, acid free
boxes, or siamilar matenals

12.5 Storage of Artifacts

In selecting storage areas, consideration will be given to an arhifact’s intnnsic value, rarity,
liability to theft and vandalism, size, need for environmental stability, and frequency of handling
Appropnate measures will be 1aken yearly or more frequently 1o prevent infestation by pests,
mold, or mildew

12.6 Physical Sccurity

Limited access 1s the most important tool of secunty and accountability for stored antifacis,
Access to arhifact storage areas will be limited 10 authonzed personnel only. Entrances and exits
10 the facility will be locked. Keys to collection storage areas will be protecied from
unauthonzed use. Stewards should make frequent visual inspections of asset slorage areas as
pan of the routine care given 1o these assets. Internal control procedures must be mstituted 1o
ensure they are not lost, sielen, or damaged, including daily inspections.

12,7 Exhibition of Heritage Assets

Every effon will be made 1o ensure the proper interpretation and educational use of hentage
assets. Publicly accessible displays will take priority over decorative displays. Asscis will not
be displayed selely for the profit of the steward. They will serve an educational purpose and will
promote the public’s awareness of the agency. Displayed items will have accurate interpretive
labeling. Items of a sensitive or controversial naure will not be displayed 1n 1selation, but will
be presented within the content of a Jarger exhibition

12.8 Display Design
ltems will be displayed so that no unnecessary stress 1s placed on the items by light levels,
relative humidity, temperature, or ather apents of detertoration. A methed of display will be

chosen that will ensure that the items and their support components are secure and protected
from thefi and vandalism.
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12.9 Loans

Loans of Departmental herilage assets will be transacted through loan zgreements between the
loaning agency and the receiving agency. The agreement must be renewed every 1wo years.
There is no limit on how many times a loan agreement may be renewed. The receiving agency is
responsible for providing, when possible, visual venfication that the assets are in good condition.
If the receiving agency is unable to provide visual venfication that the assets are in good
condition, it must provide a writien explanation as to why it cannot.

DOC hentage assels cannot be Joaned for purposes of profit, commercial promotion, or
decoration of private propeny. DOC heritage assets will not be loaned for consumptive use.

DOC hentage assets will not be loaned to entities that have mismanaged assets in the past, unless
rangible evidence of a change in management is provided. Non-DOC stewards of DOC heritage
assets will agree to replace Jost, stolen, or destroyed assets, and 1o pay for professional
restoration services if damage has occurred to the asset while 1n the borrower’s custody,
including while in-transit.

DOC maintains the nghi 1o inspect loaned heritage assets on-site with as little as 24 hours® prior
notice. Curreni photographs of the assets may be requested at any time by the appropriate
Bureau PMO. Photographs must always be submitied when damage has occurred. Loans may
be terminated without cause at any time by the respective Bureau PMO.

‘The appropnate Bureau PMO ensutes accountability, including accurate records for assets
loaned and records of assets loan approvals.

For a sample loan agreement, refer to Appendix E, “Sample Heritage Assets Loan Anregrment.”

12,10 Disposal

Any Bureau PMO may suggest the declassification of a heritage asset from the Bureau Henlage
Asset collection to the Bureau Histonan, Libranan, or other entity performing Hentage Assets
dutics, Upon approval by the Bureau Historian, Libranian, or other entity performing Heritage
Assets duties, the hentage asset will be officially deemed as a non-accountable or commodity
personal property asset. This authorization must be (n writing and signed by the Bureauw PMO
and Bureau Histonan, Libranan, or other body's performeng Heritage Assets duties, The asset
may then be disposed of through the standard disposal procedures, as outlined in PPMM Chapter
10 0, “Redistribwion of Personal Property Assets™ At no time may a PO dispose of a hentage
assel prior to its declassification.
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13.0 FLEET MANAGEMENT
13.0.1 Scope of Chapter

This chapter establishes policies and procedures to guide ficel management activities in the
DOC. It allows personnel to support the operating sectors of each organization productively and
consistently, while allowing reasonable flexibility that recognizes broad vanations in mission,
operating conditions, and physical environments, [t covers the most important fleet management
practices and procedures.

These policies and procedures are applicable to Federal employees, contractors, and
subconirzciors who operale and mainain Government-owned, General Services Administration
(GSA), or commercial leased vehicles.

13.0.2 Autherity

Under Depastmental Organization Order (DOO) 20-27, “Director for Financial Management and
Deputy Chief Financral Officer,” authority 15 delegated to the Director for Fainancial

Management and Deputy CFO 1o develop, implement, and oversee Deparntmental policies and
standards for the management of the DOC fleet.

13.1 Roles and Responsibilities

This section establishes the roles and responsibilities within the DOC as they pentain to fleet
management

13.1.1 Drepartmental Fleet Manager (DFM}

The DFM 15 the person or position with delegated authority and responsibility that has the
knowledge and accountability required to control the acquisition, use, and disposal of motor
vehicles

The Depanimental Fleet Manager is responsible for:

a. Providing Department level oversight of the Fleet Management Information System
{FMIS) ensunng DOC vehicle data is accurale and up-1o-date;

b. Providing Department level oversight of the DOC Fleet Charge Card program including
its usage, fraud and misuse, and reporting;

¢. Ceordinating DOC and GSA review and approval of Bureau requests for vehicles,
4. Coordinating the submission of Deparimental reponis 10 GSA, Office of Management and

Budger (OMB), Depariment of Energy (DOE), and other agencies on aircrafi and motor
vehicles:
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Prowiding technical advice and assistance on Deparimental matiers pertaining 1o home-lo-
work motor vehicle usape,

Coordinating review of Bureau requests for exemplions from displaying U.S.
Government tags on mator vehicles; and

Serving as DOC liaison with GSA and other Federal agencies on program matters and
1ssues relating to the management of motor vehicles.

13.1.2 Bureau Fleet Managers (BFM)

The BFMs are the individuals appointed by the CFOs, CAOs, or equivalent level or the
Departmental Fleet Manager who have physical responsibility for the proper use, mainicnance,
and protection of motor vehicles assigned to hum or her

Burcau Fleet Managers are responsible for

a.

Developing and adminisienng a motor vehicle management program for motor vehicles
assigned to their organization;

Conducting annual reviews and evaluations on motor vehicle operations effectiveness;
Limting the number of vehicles required for Bureaw and field units 1o the mimmum and
assunng that required vehicles conform to standands for maximum fuel efficiency,
minimum body size, engine size, and special equipment required for program operation;

Pooling vehicles where geographically practical to ensure cost efficient utilizalion;

Ensuning that vehicle operators within the Bureau are properly hicensed, including an
annual review of driving records,

Ensunng that vehicle operators are famibar with and follow procedures outlined in DOC
PPMM Chapter 13 ¢, “Fleet Management,”

Developing a plan for the acquisiion of alternative fuel vehicles (AFV) as replacement
vehicles for owned and leased vehicles;

Establishing and mamntasming an accurate inventory and records on the utilization, cost,
ond energy consumption data on maotor vehicles,

Providing Burcau level oversight of the FMIS ensunng vehicle data 15 accurate and up-
to-date;

Monitoring fleet charge cards for fraud or misuse and reporting incidents 10 DFM and
0IG;
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Ensunng compliance with 31 U.S.C § 1344, “Passenger Carner Lise.” on home-to-work

transportation regulations,

Developing plans 1o achieve the mandated fleet average fuel economy for Government-
owned, GSA, or commerctally Jeased vehicles, and

Ensuring that coniraciers, subcontractoss, and their employees who are authonzed 10 use
Government-owned, GSA, or commercially leased vehieles use such vehicles solely in
the performance of the work authonzed under such Government contracts, subcontracis,
and that:

(1) Contractors and subcontractors establish and enforce penalties prescribed for those
who willfully use or authenze the use of Government-owned, GSA, or commercially
leased vehicles for other than official purposes;

(2) Appropriate provision 1s made for the assumption by the contractor and
subcontractor of any cost or expense incident to any use not retaied 1o the
performance of the contract, such assumption of cost or expense to be withom the
right of reimbursement from the Government; and

{3} Contractors and subcontraciors comply with FAR 51,2, “Contractor Lisg of
Inerpgency Fleet Management System Vehseles,” which contains policies and
procedures governing Federal agencies in authonizing their prime contractors and
subcontraciors to obtain interagency motor pool vehicles and related services for
use in performing cost-rembursement type contracts and cost-reimbursement type
subcontracts.

13.1.3 Motor Vehicle Operators

Motor vehicle operators are individuals whose job responsibilities require the operation of a
motor vehicle.

Motor vehicle epertors are responsible for:

a.

b

Operating vehicles in a safe manner and for official purposes only,
Reporting vehicles that are in unsafe operating condition 10 the BFM,

Reporting vehicle usage including mileage, fuel consumplion, and maintenance expenses
to the BFM on the day of vehicle returm;

Complying with applicable municipal, state, and Federal motor vehicle laws and
regulations;

Ensuring that the motor vehscle and ns contents are properly secured when left
unattended,
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13.2

Reponting accidenis to the immediate supervisor and BFM on the same day of the
accident;

Reporting moving violations, suspensions, revocations, or expirations of license to
immediate supervisor and BFM on the same day of the violation, suspension, revocation,
or expiration of license; and

Having a sausfactory motor vehicle dnving record.

Official Use of Government-Owned Vehicles (GOVs)

Government vehicles must be used for official purposes only. Alleged instances of misuse must
be reported 10 the DFM and OIG through the BEM. The BFM will take action to investigate the
alleged misuse and to recommend appropnate or remedsal action to DFM.

13.2.1

Authorized Uses

Official use of a GOV s defined as:

Used 1o perform sgency business, carry out authorized programs, including program
work under cooperative agreements, or other contraciual arrangements made pursuani to
authornity vested in the Depariment;

Used 1o render assistance in major disasters or emergency situations,

Used by an officer or employee between their residence and place of employment only
when such use is authorized as provided in 31 U S.C. § 1344 and FMR 102-34 205, and

Used by an officer or employee between places of official businesses and temporary
lodging when public transportation is unavailable or its use is impractical, or other
pertussible places set fonh in Federal Travel Rezulation § 301-10.200 and 301-10 204

13.2.2 General Standards for DOC Employees

Deparimental employces, including contractors who operate a GOV, must possess at all imes

a.

Valid state dnver's license;

b. Valid DOC idenufication badge; and

C

Certificate of habality, if applicable.

1323 Authorization Standards for Motor Vehicle Operators
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Prior 10 employing any individual as a motor vehicte operator, the individual must submit a
certified copy of his or her dnving record, in order 1o determine that;

a.

b.

The operator's state license has not expired, been suspended, or revoked; and

Any offenses of record are not job related convictions or indications that an individual
should not be employed as a molor vehicle operator or that authonzation as a motor
vehicle operater should be revoked.

13.2.4 General Revocation Standards for Misuse

The following critena are among those constituting sufficient cause to revoke authorization to
operate a GOV and/or grounds for adverse action as appropriate:

Operating a motor vehicle under the influence of narcotics, alcohol, or other non-
prescription drugs or medicine that impairs the ability 10 dnve,

Leaving the scene of an accident mvolving a GOV assigned to the opemtor without
providing identification or othenwise complying with accident reporling requirements;

Revocation, suspension or expiration of state-1ssued operator’s heense;

Involvement in an accident while operating a GOV that is found afier investigation 1o have
been caused by operator’s negligence,

Violation of traffic Jaws or regulations {other than those related 1o parking) with a GOV,
Improper operation and mantenance of a GOV,

Failure to comply with Federal, Departmental or operating umit rules and regulations
governing motor vehicle operation; and

Unsatisfactory dnving record indicating the dniver 15 a nsk due 1o unsafe dnving habits or
repeated iraffic violations while operating pnvately-owned vehicles or GOVs,

13.2.5 Transportation of Non-Official Passengers

The transportation of nen-official passengers creates the possibility of 1on claims and public
coticism and is not encouraged.

The BFM is responsible for establishing Bureau policics on the use of such incidental
transportation, which

a. Must be without expense to the Governiment,
b Must not result in the delay of Government business or the taking of roundabout routes;
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c. Must not involve non-gevernmental activities or commercial dealings other than consumer
purchases for offictal business; and

d. Must not allow unauthenized individuals te nide or pick-up strangers tn the GOV (e g,
hitchhikers).

13.2.6 Violations

Motor vehicle operators and DOC employees authorized to use GOVs must be famihiar with and
adhere to motor vehicle traffic laws of the states and local junsdictions where they operate
GOVs. Traffic viclations should be reported 1o thewr immediate supervisor and BFM the same
day of the violation,

Violations thal occur while net on official business will be the sole responsibility of the violaior
and not of the U.S. Government.

13.2,7 Penalty for Unefficial Use

N USC § 1349 “Adverse Personnel Actions,” provides that any officer or employee of the
Govemment who willfully uses or authenzes the use of any Govemment-owned passenger motor
vehicle for other than official purposes will be suspended from duty without pay, for at Jeast one
month, and may be suspended for a longer period or removed from office If circumstances
wamanl.

13.3 Use of Government Vehicles for Home-to-Work Transportation

The policy gndelines contained in 31 U S.C. § 1344 and FMR 102-34. “Motor Vehicle
Management,” penans to the official use of Government passenger carmers belween residences
and places of employment. The policies contained in this section are applicable throughon DOC
and may apply only 10 the use of home-1o-work transpenation for employees on normal duty
status performing assigned duties at their place of employment.

133.1 Policy

Departmental employees are not authorized 1o use a Government passenger carmier for
transporiation from home-to-work unless the Secretary of Commerce has approved ihe use in
advance and in writing. 31 L1,S.C § |344 specifies the Secretary may not delegate this suthority,
It 1s the Department’s policy 1o fully document instances of home-1o-work transportation with
necessary reports, logs, or other records.

The use of Government passenger camers between an emplayee’s residence and their place of
employment 1s limited to:

a. The Secretary of Commerce;
b. Employees engaged in field work as defined within 31 US.C. § 1344,
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c. Employees engaged in imelligence, countenatelligence, protective services, of crimnal
law enforcement, as set forth by 31 US.C. § 1344; and

d. Other employces, when use 15 1n response to highly unusual circumstances that present a
¢lear and present danger, when an emergency exists, or when other compelling
operational considerations make such transponation essential 10 the conduct of official

business. Such use must be authonized in wnting and may not be effective for more than
15 calendar days; 50-day exiensions may be authonzed by the Secretary, as set ferth in

PPMM Section 13 3 4, “Cleas and Preseat Danger or Emergency Authonzation,”
13.31.2 Procedures

Requests for authorization for the use of GOVs for home-to-work transportation must be
submitted in wnting to the Director, OAP, as follows:

a. The request must be signed by a Sceretanal Officer or Burcau Head Dircctor,
b The request must contatn the following

{1} Name and title of the employee for the request;

{2} in circumstances where field work delerminations are made under FMR 102-34 or
naming individuals may compromise security, a BFM may elect to designate
positions rather than individual names, especially in positions where mpid turmaover
occurs. Such requests should include job series, number of positions, operational
level, where the work 1s to be performed, and any other appropriate data regarding the
assighment of vehicles;

(3) Name of immedinte office requesting the authonzation;

(4) Reason for request (e g., ficld work, cnminal law enforcement, clear and present
danger, emergency, compelling operational considerations),

{5) Detailed justification for request, and
{6) Anticipated duration of the use.

c. The Director, OAP will review home-to-work transportation requests and 1s responsible
for;

{1} Reviewing the request and ebtaning additional information as necessary;
(2) Making recommendations to the Secretary of Commerce for approval through the

CFO/ASA; and
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{3) Notifying the BFM of the action 1aken.
13.3.3 Field Work Authorization

The designation of field work is meant to cover an employes whose job requires his or her
presence at various locations that are a1 a distance from the employee’s place of employment.
Examples of such employees include jobs requinng travel to several locations during the course
of the workday.

The field work exception may not be used:
a. When the employce’s workday begins al hus or her official Government duty siation,

b. When the employee normally commutes to a fixed Jocation no matter how far removed
from his or her official duty station;, and

c. Where 11 is mote cost effective 10 the Government to provide an employce a passenger
camer for home-to-work use rather than have the employee travel long distances to pick
up & vehicle and return 10 their original dzstination to perform their job. In these
situations, 1f practicable, consideration should be given to basing the vehicle ata
Govermnment facilty located near the employee’s job site. 1F such a selution 15 not
feasible, a Bureau must decide if the use of the vehicle qualifies based on compelling
operational considerations,

Field employees’ authortzation for use of GOV for home-to-work must be recertified every two
years,

1334 Clear and Present Danger or Emergency Authorization

In cases where an emergency or clear and present danger requires the use of home-to-work
transportation and prior approval is not physically possible to secure, a written justification must
be ransmitted in the most expedient manner possible, such as overmght mail, band delivery,
facsimile, of e-mail, 1o the Direcior, QAP

The duration of the use of the initial request cannot exceed 15 calendar days. Should
circumstances continue, the Secretary of Commerce may approve a subsequent request for
duration of up 10 90 calendar days. [f ot the end of the subsequent determination, emergency
circumstances contibue (o exist; the Secretary of Commerce may authonze an additional
extension of up 1090 calendar days and continue this process as long as the emergency requires
it.

134 Acquisition of Motor Vehicles

Motor vehicles acquired will be limited 10 the mimimum number required for essenital purposes
and uiilized to the maximum extent possible. Actions such as pooling and shaning may be

137

considered, thereby reducing the need 10 acquire additional motor vehicles. Motor vehicles must
have maximusm fuel economy in compliance with E £ 12375, “Motor Velicles.”

DOC must acquire the maximum number of AFVs practicable to reduce the Agency’s overall
consumption of gasoline and diesel fuel. The reduction supports AFV acquisiion goals that are
set forth in E.C 13031, "Federal Altemative-Fueled Veticle 1 eadership ™ This section
establishes Departmental policies and requirements for acquining fuel-efficient motor vehicles.

13.4.1 Request for Acquiring Motor Vehicles
To acquire a motor vehicle, the process s as follows
a. A wniuten jusufication for the vehicle;

b Requests for the acquisition of new mator vehicles must be reviewed by the appropriate
BFM to ensure compliance with acquisition policies;

c. The DFM will approve each acquizinon request based on compliance only and make
recommendations to the Director, OAP for approval of the acquisition,

4. Ouiside of the United States, Bureaus will coordinate with the Department of State to
acquire vehicles in accordance with the Foreign Affars Manual; however, all vehicle
acquisitions musi be approved by the DFM, and

e. Upon approval, the DFM will notify the BFM of its request status,
13.4.2 Determination of Requirements

In determining the requirements for motor vehicles, consideration must be given 1o the
following:

a. DOC must rely on GSA as the pnmary source of vehicles before purchasing, leasing, or
renting of motor vehicles from commercial sources. If commercial sources show cost
savings over GSA, a BFM must provade justification to DFM;

b. Motor vehitles acquired for official purposes by Bureaus must be selected to achieve
maximun fuel efficiency, limited to the minimurm body size, engine size, and optional
equipment necessary 10 imeet requesting Bureau's program office requirements;

¢. Sedans sub-compact (class 1}, compact (ctass [[) or nmd-size {class 111) should replace
large sedans {class [V) and limousines (class V). This should be determined by the
agency’s mission and certified accordingly by GSA. Light duty vehicles must be AFV,

d. The acquisition of passenger vehicles for use in iransporting DOC executives (employees
at the OS CFOYASA level or higher or at Executive Level [V and above or their
equivalent), must be held to the minimum number necessary for the orderly
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transportation of official agency business,

e. The essential need and cost for non-standard systems and equipment and the potential
bencfits 10 be denved from their use,

. The number of each type of vehicle needed 10 accomplish the program objective;

g- The fuel economy rating for planned vehicle acquisitions and thesr effect on DOC
meeting the fleet average fuel economy rating established by the DOE, which may be
found at hitp:/wwi.energy govi;

h. The extent of iniended use (e.g.. the cargo or number of passengers 10 be transported, the
frequency, and types of tnps),

i. The vtilization of dual-purpose motor vehicles capable of hauling both personnel and
light carge whenever appropriate to avoid the need for iwo motor vehicles;

). The reassignment of existing DOC flect vehicles to meel the requirements;

k. The feasitility of obtaimng the required motor vehicle suppon from another Federml
agency. such as shutile service;

1. The feasibibity of lease or rental from commercial sources, especially in those instances
where the requirement is for a period of three months or less; and

m. The feasibility and econemy of using a privately-owned vehicle er Jocal public
transpostation 1n lieu of acquiring additional vehicles.

13.4.3 Fuel Efficient and AFV Vehicles Reguirements

The standards sct forth in 49 U.S.C. § 32917, "Standards for Executive Agency Automobiles,”
and E.O. 12375 must be me1. There are minimum miles per gatlon requirements that an
executive agency flect of motor vehicles must follow when purchasing or leasing a motar
vehicle.

These standards have two calegones. average fuel economy standard for passenger vehicles;
and average fuel economy standard for light tnucks,

This regulation does not apply 10 motor vehicles exempted by law or other regulations, such as
law enforcement motor vehicles and motor vehicles in foreign areas. Executive agencies are
encouraged 1o comply so that maximum energy conservation benefits may be realized in
obtaining, operating, and managing motor vehicles owned or leased by the Government

The applicable standards apply to Exccutive agencies located in any stale, commonwealth,
territory or possession of the United States, and the Distnct of Columbta that operate motor
vehicles in the conduct of official business; these siandards provide that:
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a. The Agency or Burcau must sclect motor vehicles 10 achieve maximum fuel efficiency,

b. Lumit motor vehicle body size, engine size, optional equipment, optional fealures, and
specifications to meet the Agency or Bureau nussion;

c. With the excepiron of motor vehicles used by the President, Vice President, and motor
vehicles for secunty and mission essential needs, the Agency or Bureau must purchase
and lease mid-stze or smaller sedans; and

d. Purchase and lease large sedans only when such molor vehicles are essential to Agency
or Bureau massion,

13.4.4 Oblaining GSA Replacement Motor Vehicles

GSA will send a notification to vehicle POCs when eligible vehicle replacements have been
identified and loaded into the Customer Acquisibon Module located in the GSA Dnive Thru, The
BFM and the DFM mus1 approve vehicle replacements in the Customer Acquisition Module,

For the replacement of vehicles over 8,000 Ibs. gross vehicle weight ratio, a jusufication 15
required and should include a detailed explanation or functional needs exemption for approval to
the DFM.

Replacement vehicles should be cleaned and body damage repaired pnor 10 returming the vehicle
10 GSA, GSA will charge the respective Bureau program office of any damage discovered upon
tum in,

13.4.5 Motor Vehicles for Short-Term Use

Motor vehicles may be obtained for short-tem local use through GSA. BFMs must specifically
request short-term usage of motor vehicles and provide a complete billing address with a GSA-
billed, office-address code at the time an order is placed. Further informatien 1s set (orth in FMR
102-34 When motor vehicles are removed from the service boundanies of the local GSA Fleet
Management arca for a penod exceeding 90 calendar days, the 1ssuing Federal Management
Center (FMC) must be notified 1n accordance with FMR 102-34 through the appropnate BFM.
Requests exceeding 30 calendar days must be approved by the DFM.

13.4.6 Vehicle Acquisition through Asset Forfeiture

GSA Section 10241, “Pusposition of Seized, Forfested, Volumary Abandoned, and Unclarmed
Personal Propeny.” provides guidance on seized or forfeited personal property

The DFM must approve asset forfesture vehicles pnor to acceplance into the Departmental fleet
invenlary.



13.4.7 Receiving Motor Vehicles

Prior to DOC’s acceptance of any GOV from repair shops, leasing companies, or GSA,
deficiencies must be annotated on an inspection sheet. The receiving BFM or user will be given
manuals on operations of the motor vehicle by the vendor.

13.5 Commercial Leasing of Motor Vehicles

Bureaus requesting to commercially lease a motor vehicle or renew an existing lease for a
vehicle must submit their request 1o the DFM for review and approval. The request must contain
the specified information noted in FMR 102-34.

Requests should inctude the following entena:

a. A statement indicating that the local GSA FMC has been contacted and cannot provide a
maotor vehicle,

b. Justification explaining why a class [V motor vehicle is needed and explaiming why
Bureau requiremnents cannol be satisfied with a smaller size vehicle; and

¢. Whether the motor vehicle will be used 10 transport Departmental employees.
13.6 Motor Vehicle Management

Bureaus are responsible for establishing a motor vehicle management program covering GOV's
used by its employees in conducting official business.

Al a minimum, this program should include the following;

& A system for the allocation of motor vehicles based upon the requirement of authonzed
program activities,

b. The establishment and masntenance of such records as may be necessary to provide
management with sufficient data on an annual basis 1o determine that vehicles meet or
exceed prescribed vtilization objectives; and

¢ An annual analysis of the above data by management and approprtiate program personnel
to determine i’

{1) Additional motor vehicles are required;
{2) Fewer vehicles are required and, if’ so, what disposal action is needed (e g.,
reassignment, return to motor pool, and declaration as excess),

{3) There are concentrations of vehicles where a pooling concept can be used to the most
practical extent; or
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(4) All or part of the requirements can be more economically provided through the use of
intermittent rentals or privately-owned vehicles

This ts applicable 10 Bureaus in the United States, its terntories, or its possessions that operate
GOV, leased, or rented motor vehicles in the conduct of official business. This does not apply to
motor vehicles exempt by law ot other regulations. Refer to FMR 102-34 for further
requirements.

13.6.1 Limitations
A motor velele will not be assigned for the exclusive use of one individual unless such
assignment is required by the nature of the individual's responsibilities or by the frequency,

urgency, and extent of the daily requitements for motor vehicle services.

Truck-type vehicles will not be acquired for passenger use merely 10 avoid the limitations on
passenger-carrying vehicles

Light duty trucks {capacity of one ton or lesz} will not be acquired for addition to a fleet unless
there 15 a known requirement for a penod of at Jeast 18 months. For heavier trucks, the known
requirement must ¢xist for a penod of at feast 24 months.

Except in those instances whete replacement is administrativety determined to be impraciical, a
motor vehicle should be replaced in lieu of being repaired when the cost of repairs is expected to
exceed the economic value of the vehicle

13.6.2 Vehicle Maintenance and Related Programs

It 13 incumbent upon each operator to make a daily inspection of the vehicle to ensure that
foutine matntenance 1s accomplished, This includes checks of oil, radiator coolant, battery, nires,
and the cleanliness of the vehicle. The operator is responsible for routine safety and maintenance
checks that any driver would normally be expected to make of their personal vehicle

Please contact the BFM immediately if a vendor performs unauthorized repaiss.

13.6.3 Preventative Maintenance

Bureaus having Government vehicles in their custedy will have vehicles on a Preventive

Maintenance {PM ] schedule based according to age and rmleage and will protect and safeguard
molor vehicles 10 prevent theft and damage

13.6.3.1 PFreventative Maintenance for GSA Vehicles
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Preveniative maintenance for GSA vehicles 1s managed by GSA. GSA will notify the vehicle
pont of conact of scheduled PM Service. PM must be completed within 14 business days of
netification from GSA.

Do not have the PM performed on GSA vehicles unttl a notice 1s receaved. 1f mawntenance 1s
performed out of cycle, 1t must be paid for by the program office. Falure 10 have the PM
performed could result in suspension of GSA Fleet Card and could vord manufacturer warranty
coverage, Maintenance and repair services for GSA Fleet vehicles are ammanged through the
nationwide Maintenance Control Center (MCC). The MCC contact snformation 1s located on the
back of the GSA Flect Charge Card,

The BFM must be notified of maintenance not scheduled (e g, tune-ups, tire replacement) before
the vehicle is taken in for maintenance,

13.6.3.2 Preventative Maintenance for Agency-Owned Vehicles and Commercial
Leased Vehicles

Each agency-owned vehicle is covered by a PM schedule. PM must be performed at the
intervals listed in the vehicle Owner's Manual or the PM card provided by the commercial
leasing company. Each office should choose a repair facility or garape 10 petform scheduled
mainienance based upon convenience, cost, prompl service, and reliabiity. Wamramy work must
be dene through a factery-authonzed dealer

Vehicle maintenance should be paid with a DOC Fleet Charge Card up 1o $3,000.

13.6.4 After-Hour Emergency Repairs for GSA Vehicles

In an emergency that renders the vebicle unsafe 1o dnve, the operator 15 authonzed 1o purchase
repairs up to $500. The operator must call the MCC contact information located on the back of
the GSA Fleet Charge Card the next business day

13.6.5 Fuel and Car Washes

Vehicles must be fueled at self-service fueling stations (except where promibited by law} 87
Octane unleaded gasoline (regular grade) must be used except where vehicle-operating
specification recommends a higher octane or diesel. Altemative fuel will be used 1n vehicles that
are aliemative fuel capable and where alternative fuel 1s available.

Vehicle car washes should be done on as-needed basis only. GSA vehicles are authonized two
“basic™ car washes not 10 exceed $20 per month. Additional washes are at the Burcau's program
office expense.

13.6.6 Accidents and Investigations

A Burcau 1s financially responsible for any repairs that are the result of abuse, neglect, theft,
vandalism, and repairs paid for while vehicle is covered under warmanty,
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The following process will be followed for personnel invelved in accidents in GOVs
2. Stop immediately and provide assistance te the injured;
b. Never leave the scene of an accident;
¢. Avoid moving senously imjured persons unless essential for their protection,

d. Warn other motonsts of any exisung highway hazards and use flares or reflectors dunng
hours of darkness or where visibility 1s poor;

e. Noufy civil authonties and supervisors;

. Compleie accident repost, SF-91, “Mator Vehicle Accident Report,” (and SF-94,
“Statement of Witness,” repon, if possible); if individual is unable 10 complete, then the
next person responsible for equipment eperations will complete the repon;

g. Avoid expressing epinions regarding liability,

h. Provide copy of SF-91, SF-94, to supervisor, GSA FMC or Accident Control Center
{ACC) for GSA vehicles, the BFM, and other parties as deemed necessary;

i.  Comply with state and Yocal laws pertaining 1o acexdent reporting and the rules of this
Manual,

J.  Arrange 1o dnve or tow vehicle for repair estimate and subsequent reparr,

k. Expeditiously complete aceident clasns; subsequent investigation 1s a cntical part of nisk
management for GOVs, and

. Work closely with GSA 10 process claims and properly investigate accidents for GSA
leased vehicles.

13.6.6.1 Notification of Proper Authorities

Operators involved in accadents will stop immediately and provide any possible assistance

Other motonists should be wamed of any existing highway hazards and debris. The operator will
immediatety notify local law enforcement authonties when on public roads  The operator will
also notify his or her immediate supervisor immediately. In addition, for GSA vehicles, the GSA
ACC must be contacted ot the number located on the back of the GSA Fleet Card.

a. Towing - Vehicles not able 1o be dnven will be towed to the nearest authonized facility 10

obtain a repair estimate. Other Government vehicles will be 1owed to the responsible
repasr shop unless otherwise directed by the BFM or designated representative.
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b. Completion of Accident Reponts — The SF-91, (and 5F-%4, if possible) will be completed
for accidents invelving Government-owned and GSA vehicles. This report must be
completed the same day of the accident {assuming the dnwver is physically capable) and
then detivered to the individual's supervisor, the BFM, GSA ACC, and other parties as
deemned necessary. The BFM will attach and upload the SF-91 into the FMIS as
supporting documentation.

¢. Repair Responsibility - Vehicle user’s organization will be billed for aceidents and
incidents for GSA vehicles. The vehicle operztors will take the velucle in for a repair
estimate and repairs once approval 1s obimned from the GSA ACC. For other

Govermmment-owned or leased vehicles, the Governmem 1s self-insured and will absarb
the cost of accidents in its operating budget unless negligence has been determined.

For motor vehicle liability when negligence is determined, pleass refer to PPMM Section
93.1.2 (b), “Simple negligence {motos vehicles).”

d. Revocation of Driving Privilege - When an operator's license is suspended or revoked by
the state or the Government for Government-issued licenses, the operator must report this
information to the immediate supervisor within three business days of the suspension or

revocation of license. Any suspensions or revocations not reporied may result in
disciplinary actions, not to exclude removal from Federal service

13.7 Transfer, Storage, and Disposzl of Motor Vchicles

This secuon provides guidelines for the iransfer, storage, and disposal of Govemnment-owned,
rented, and Jeased motor vehicles

13.7.1 Transfer of Title to Government-Owned Motor Vehicles
When transferming the titlz of ownership from one entity 10 anather, agencies are required to
provide odometer mileage information directly on the SF-120, “Report of Excess Personal
Property.”
13.7.2 Storage
Depanmental employees pre responsible for the protection and secunity of motor vehicles, and
may be held liable for any damage. Vehicles must be operated safely, protected from possible
misuse and abuse, and maimained in secured conditions when not in use or unattended
At a sminirum, the following saleguarding guidelines will be observed:

a. When moior vehicles are left unatiended, the operator must ensure that:

(1) Windows are closed;

(2) Doors and trunks are locked, and
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(3) Keys and credit cards are secured elsewhere under a separate secunty system, not left
in the vehicle.

b. When motor vehicles are left at cosnmerctal garages or at service station for repair or
service, credit cards must be removed and carned by the operator.

¢. Theft must be reported 10 the local police authority, to the Bureau Secunty Officers, and
the Bureau Fleet Manager.

d. Damage or misuse must be reported by the operator to the immediate supervisor and/or
BFM.

13.7.3 Disposal Procedures for Excess Vehicles
Motor vehicles that are no longer needed will be deemed as excess and must be reported for

digposal. Refer 10 PPMAM Chapier 100, “Redistribution of Personal Properiy Assets,” for further
guidance.

13.7.4 Salc of Motor Vehicles

The sale of motor vehicles must be reported to the appropnate GSA Regional Sales Office.
13,7.5 Natice of Sale

A GOV may be disposed of by transferning the motor vehicle title, or manufacturer’s Certificate
of Onigin, to the new owner. Detailed instructions on the disposal process are in 41 CF.R. §
101-45 and 101-46.

Forms that will be required when selling or transfemng the ownersip of a metor vehicle are:

a, SF-97, “The United States Government Certificate to Obtatn Title to a Motor Vehicle,” if
bath of the following apply

(1) The moter vehicle will be re-titled by a state, commonweazlth, temtory or possession
of the United States, or the Dustrict of Columbia; and

(2) The purchaser intends 1o operate the motor vehicle on highways.
b SF-97 15 optional in foreign countnies because foreign govermnments may require the use
of other forms. Upon sale of the vehicle, GSA will forward pertinent documentation 1o
DFM for dizinbution 1o the BFM
13.8 Requirements for Vehicle Registration, 1dentification, and Related
Exemptions
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13.8.1 General Requiremenis

Motor vehicles acquired for official perposes must display official L S, Government tags (also
known as license plates) unless specifically exempied

Each Bureau must establish a centralized record of 11.S. Government tags in their possession,
including those issued by the Disinct of Columbna, Depariment of Highways, and Trailic, for use
in the District of Columbia. Such records must specify the motor vehicle (and the Jocation of the
vehicle) to which the 1ags are assigned and should include complete information concermng the
voiding or destruction of tags, as appropnate

Bureaus must develop intemal controls based upon its secunity needs to ensure that accurate
records exist of registration 1aps used for undercover law enforcement activities or investipative
work as exempted by FMR 19234

FMR 102-34 authonzes the Secretary of Commerce or a designee 1o grant exemptions for DOC
from the requiremenis for displaymng U.S. Government 1ags and other identification on motor
vehicles. This authority has been delegated through the OS CFO/ASA 1o the Director, OAP

Requests for exemption should be submitted in duplicate to the DFM. Each request must
describe the vehicle for which exemption 15 sought the nalure of the work on, which it is used,
and include a certification to the ¢ffect thar conspicuous identification would interfere with such
use.
The DFM will be prompily nonfied when the need for a previously authorized exemption no
longer exists. Exemptions are himited to one year. Requests for exemptions musi be resubmitied
to the DFM by November 15 of cach year for consohdation.
13.8.2 Esxemplions
Unlimited Exemptions - EMR _102-34 lists Federal departments and agencies thal have been
granted unlimited exemptions from the requirements 1o display official L.S. Government tags
and other identification.
DOC has three exemptions under law enfarcement:

a. OIG undercover investigative vehicles;

b. BIS Office of Export Enforcement vehicles; and

¢. NOAA’s National Marine Fisheries Service vehicles.
Special Exemptions — Motor vehicles assigned for the personal use of the Secretary of
Commerce and others as deemed necessary by the Director, OAP, are exempt from the display of

official identification but must display the official U.5. Govermnment tags, unless exempted by the
Director, OAP
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Requests for Exempted Vehicles in the Disinet of Columbia - Requests for Distnct of Columbia
tags, or renewal requests, 10 be used on molor vehicles exempied from carrying .S
Govemnment tags pursuant to EMR 102-34 should be submitied 1o the DFM for signature and
transmitted 10 the Distinet of Columbia, Depaniment of Transportation (DOT). Special forms for
requesting District of Columbia tags are available from the District of Columbia, Department of
Moator Vehicles,

13.83 Special Registration and Inspection Requirements

In the District of Columbia — Mator vehicles acquired for official purposes, which are regularly
based or operated in the District of Columbia must be registered and have certified tags with the
Drisinct of Columbia, DOT. Each motor vehicle registered in the Distnct of Columbia must be
reregistered and inspected annually in accordance with laws and regulations of the District of
Columbia Code and applicable regulations

Ouiside of the District of Columbia - If exempt from displaying the offictal LS. Government
lags under FMR 102-34, vehicles acquired for official purposes outside the Distnict of Columbia
must be registered in accordance with the laws of the state, commonwealth, temitory or
possession of the United States, which they are repulatly based or opernted.

13.8.4 Numbering and Coding

As reflected in EMR 102-34, DOC letter code designation 1s “C” for DOC-owned er commercial
lease vehicle license plates.

Any requests for additional code designations should be submitted to GSA for approval through
the DFM.

13.8.5 Removal of License Plates and ldentification

Department license plates must be removed from motor vehicles prior to refease from
Government service of transfer to another agency of the Federal Government. License plates
may not be transferred within the Depariment. Necessary controls should be established 10
ensure that license plates, which are voided, are effectively destroyed or defaced 1o prevemt their
reuse,

Agency identification and other Government idennification must be remaved from vehicles prior
to transferring the title or delivenng the vehicle

13.8.6 Lost or Stolen License Plates

BFMs must report the loss or theft of license plates as follows:
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a. U5 Government license plates should be reponed to the local secunty office, local
police, GSA Fleet Team (if GSA vehicle), and to the Federal Motor Vehicle Registration
System.

b. Stolen DC or siate license plates should be reported to the District of Columbia, DOT, or
state agency where the license plates are regisiered.

13.8.7 Agency Identification
[ecals or other markings containing slogans, advertising, or other messages are stnctly

prohibited. Vehicles located in foreign areas are not required 1o display the official legend and
identification

13.9 DOC Credit Card Use, Fraud, and Monitoring

The DOC PPTD is responsible for providing oversight and guidance regarding how to properly
utifize and manage the DOC Fleet Charge Card. BFMs are responsible for ensunng the proper
use of fleet charge cards when purchasing goods and services for GOVs

13.9.1 Fteet Charge Card Program

One fNeet charge card 1s assigned 10 each motor vehicle and must be used only for the vehicle to
which it is assigned. The employee wtilizing a GOV is the Government’s agent for each
purchase made with the fleet charge card and is responsible for each transaction. A fleet charge
card may be used for purchasing fuel and paying for maintenance for Government vehicles
These cards are designed to collect motor vehicle data at the ime of purchasz. Where
appropriate, the fleet card contract deducts state sales and motor fuel taxes from fuel purchases
before the agency 15 billed.

13.9.2 Fleet Charge Card Authorized Purchases

In accordance with the FAR 13 1301 “Govermmeni-wide Commercial Purchase Card,” feet
charge cards are authorized for the purchase of the following items:

a  Fuel

b. Auto repairs and maintenance
t. Auto pars

d. Towing

e. Car washes
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13.9.3 Fraud, Waste, and Abuse

Recipients in the fleet charge card program are responsible for preventing fraud and the
conditions that lead to fraud. Additionally, employees are required to report instances off
suspected fraud.

A determination of whether the misuse is fraudulent say only be made after a comprehensive
investigation. For that reason, suspected cases must be reported 10 DFM and OIG through the
BFM.

Specific gurdance on these reviews and probable indicators of fraud are detailed under the DOC
CAM Secnon 1313 301, “Purchase Card Program ™

Violations of fleet charge card Jaws, regulations, policies, and gwdance may result in immediate
cancellation of the card and disciplinary actson against the cardholder, approving official, or
both. Disciplinary action will be apphed in zccordance with DOC employee relations, legal, and
management guidelines. [ntentional misuse of the card will be considered an attempt to commit
fraud against the U.S. Government, and the individual may be subject to disciphinary action
and/or a fine of not more than $10,000, impnisonment for not more than five years, or both under
18 U5 C. § 287, False, Fientious, or Frandulem Claims.”

13.9.4 GSA Frowd Fleet Charge Card Monitoring

GSA fully monttors and manages fravd momtoring of the GiSA Fleet Charge Card,

13.9.5 Return of DOC Fleet Charge Cards

Active fleet charge cards not assigned to a velucle must be returned to the BFM as soon as

possible to prevent further use. The BFM will destroy card upon receipt and report its
destruction 1o the DFM for accountability purposes.

13.10 DOC Fleet Management Reporting

DOC 15 required to report the Depanment’s ficet management activilies to a number of
Govemment agencies.

13.10.1 Federa! Automotive Statistical Tool (FAST) Reporting

FAST i3 a web-based reponting 100l managed by Ideho National Research Laboratery that
captures motor vehicle data submitted from Federal Government agencies. This data includes
motor vehscle feet inventory, cost, utilization, and budget information

FAST opens on October | where Bureaus may enter actual current fiscal year vehicle inventory,
acquisitions, disposals, fuel costs, fuel consumption, vehicle mileage, and fleel costs.

When FAST closes, no further information can be entered for the previous fiscal year after the
cutofT date given by the Headquarters, Fleet Management Office
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The following 1s a listing of various reports that are due for FAST entry

Title

Suspense
Date
March OMB Initial Budget Repont

Description

Budget projecuions for current
and upcoming fiscal year.

OMB Circular A-11
“Preparation, Submission,

and Execution of the
Budget,” and Vehicle
Allocatson Meshodology

June Alterative Fuel Wavier
Request

Waiver request for vehicles not
using aliemative fuel.

Energy Policy Actof
2003, Section 701 and
Energy [ndependence and
Secuniy Act {EISA} 2007

Section 246

August NIST Fuel Station Report

EISA Section 246 requires
agencies to install a rencwable
fuel pump, Report summarizes
agency compliance with EISA
246

EISA Section 246

August OMB Final Budget Report

Final repont for current and
planned fleet inventory, vehicle
costs, and fleet budget estimates
for upcoming fiscal year

OMB Circular A-11

13.10.2 Other DOC Reporting

The following is a listing of vanous fleet management reporis that are due:

OMB Transportaion

Description

Narmative explaining progress

Due to

Intemnal, DOC Office of

towards E.O. 13693, “Planning

for Federal Sustainability in the
Mext Decade ™

February 15 | Annual AFV Report

Scorecard towards DOC transportation Sustainability Energy and
goals and recommendations for | Environmental Programs
new transportation goals (OSEEP)

January Sustainability Dasher Namative explaining progress Intemal; DOC OSEEP

DOC compliance with fleet
requirements. Report must be
posted on agency website. Hard
copy must be signed by the
Secretary of Commerce,

Submit 10 Congress and DOE

March Fleet Management Plan

Bureau fleet plans for the future
fiscal year

Headquarters Fleet
Management Office
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i'?pnl - June

OMB Transportation
Scosecard Mid-Year
Report

Narmtive explaining progress
towards established
transponiation goals and
development of new
transporiation poals. Data
provided from January report.

Intemal; DOC OSEEP




APPENDIX A: DEFINITIONS

Abandonment - Excess personal property may be abandoned or desiroyed when there 1s written
documentation that the property has no commercial value or the estimated cost of its continued
care and handling would exceed the estimated proceeds from its sale. Excess property must not
be abandoned or destroyed if it would be detrimental or dangerous to public health or safety.

Accident - Occurs when a motar vehicle collides with another vehicle, pedesinan, animal, road
debnis, or other stationary obstruction, such as o tree or utility pole,

Accountability - The act of manvally or electronic tracking of accountable personal propenty
assets by providing a complete audit teail for property transactions from receipt to final
disposition.

Acquisition — The gaining of personal property 10 meei business or orgamzational objectives.
Acquisition Cost — The original purchase pnce of an item

Alrcraft - A fined wing or rotary wing machine capable of {light propelled by jei engines,
propellers, or other technological means.

Aliernative Fuel — Methanol; ethanol; mixiures containing 85% or more by volume of methanol
er ethanol with gasoline or other fucls; compressed natural gas, hquefied natural gas, higuebied
petroleum gas, and electricity,

Alternative Fuel Vehicle (AFV) - Motor vehicles that use methanol; ethanol, mixtures
containing 85% or more by volume of methanol or ethanol with gasoline or other fuels;
compressed natural gas; liquefied natural gas, liquefied petroleum gas; and electncity

Asset - Tangible or intangible items owned by an entity that bave probable econemic benefits
that can be obtained or controlled by the enuty. For the purpose of this Manual, asset and
personal propenty assel are inteschangeable

Asset Portfolio Management - The infrastructure and foundation principles employed to
manage personal property assets in order 10 MAaXiMIZe relum on iavestment.

Barcode - An identification 1echnology for accountable Government property 1o identify it as
U.S. Govemment property. May be read by electronic readers and permits rapid, accurate,
inventory resulls

Bid - Response 1o an offer to sell that, if accepted, would bind the bidder to the terins and
conditsons of the contract (ancluding the bid pnce).

Bidder - Any entity that is responding 1o or has responded to an offer to sell.
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Boat -Owned/leased and operated by Federal agencies that are less than 65 feet in length. Boats
are further broken down into the following categories.

a. Large Boats- crafi between 45 and 64 feet, 11 inches;
b. Medium Boats- craft between 25 feet and 44 feet, 11 inches;
¢. Small Boats- craft less than 25 feet in length

Bureau - Organizational entities outside of the OS charged with carrying out specified
subsantive functiens or programs of the Department

Burean Fleet Manager {BFM]) — The individual appointed by the CFO, CAO, or equivalent
level or Departmental Fleet Manager who has physical responsibility fer the proper use,
maintenance, and protection of motor vehicles assigned to him or her.

Burenu Gift Manager {BGM) - The individual appointed by the CFO, CAQ, or equivalent
level who has physical responsibality for the accepting, holding, sdminsstening, using, and
disposing of gifts and bequests including domestic and foreign gifts given 10 and received by the
Bureau

Capitalized Personal Property Assets - The acquisition cost of an asset that 1s recorded in the
agency's financia) management accounts and PPMS. lts cost 15 expensed over the asset’s useful
lifecycle 1n the form of depreciation. An agency must determine its capitalization threshold as
discussed in Financial Accounting Standinz Advisory Board Statement of Federal Financial
Accounting Standards No_6, Accounting for Property, Plant, and Egwproent, Chapter 2,

Chain of Custody — A chain of custody provides records that illustrate the location of
accountable property and the individuals respensible for its care and safekeeping. This
accounting musi be continuous, from the ime of ordenng and acquisition, until the ultymate
consumption or disposal of the personal property assets. The chain of custedy process 1s
imuiated when the Bureauw PMO centifies the annual 100% physical inventory. The Bureau PMO
then physically assigns this equipment dowa to one or more PAOs on what is known as a hand
receipt. PAOs then distribute this property down 1o the different custodial areas to PCs on hand
receipts. PCs then finalize this process by isswing hand receipts for the equipment down (o the
end user (the person who actually uses the piece of property).

Classified — Containing information withheld from general circulation for reasons of national
secunity.

Classified Personal Property - Property containing information or material designated and
clearly marked or clearly represented, pursuant to the provisions of a statute or E.O, requinng a
specific degree of protecuion against unauthonzed disclosure for reasons of national security

Clear - Overwrite storage space on the mediz with non-sensitive data
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Commercially Leased Vehicle — A motor vehicle procured on a lease other than a GSA Jease.

Community-Based Educational Organizations - Non-profit entities that are engaged in
collaborative projecis with schools or that have education as thear pnmary focus.

Computers for 1.carning (CFL} - GSA-sponsored program that encourages agencies to the
exient permitted by law, to transfer computers and refated pertpheral equipment excess 1o their
needs directly to schools and educational nonprofit organizatlions

Contract- A legal instrument reflecting 2 relationship between the Depariment and a business,
organization, or individual when the pnncipal purpose 1s the acquisition, by purchase, lease or
baner, of property or services for the direct benefit or use of the Federal Govenment.

Contracting Officer {CO) - Individuals desighated authonty to enter into, administer, and/or
terminate contracts and 10 make related determinations and findings.

Contracting Officer's Representative (COR} - A Federal employee delegated limited
authonty by a Contracting Officer to moniter and perform specific, enumerated contract
management duties related 1o contract planning, contract adminisiration, technical oversight, and
close out 1o ensure that contractor’s performance mects the standards set forth in the contract.

Contractor - Independent entity that agrees to fumish a quantity of goods, material, equipment,
personnel, and/or services that meet or exceed staled specifications within a specified nmeframe
1o another independent entity called contractee, principal, or preject owner.

Contractor Acquired Property (CAP) - Property acquired, fabricated, or otherwise provided
by the contractor for performing a contract and to which the Government has title

Cooperative Agreement — The legal instrument used for a relationship between the Federal
Government and a recipient whenever: (1) the principal purpose of the relationship is to provide
financial assistance 10 the recipient; and (2) substantial involvement 1s anticipated between the
Federal Government and the recipient dunng performance of the activity. Cooperative
agreements are subject 1o the same OMB, Treasury, and osher Federal directives as financial
award programs. As used 1n this Manual, the tenn “financial award program™ will include
coopcrative agreements,

Custodial Area - A subdivision of a property accountability area, defined by orgamizanonal
fimits, for which a PC has been designated.

Damaged - Loss through an individual’s neghgence, willful destruction, or by some act of
nature,

Decoration — An order, device, medal, badge, insignia, emblem, or award offered by or received
from a foreign govemment.
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Departmenial Environment Manager (DEM) - The person or position delegated authonity and
responsibility that can promole and coordinate the integranon of environmental management and
sustainability issues inte policies, rules, products, services, and operations The Director, Office
of Facilities and Environmental Quality ts responsible for appoiniment of this posision

Departmental Fleet Manager (DFA) - The persen or position delegated authonty and
responsibility that has the knowledge and accountability required 1o control the acquisition, use,
and disposal of motor vehicles. The Director for Financial Management and Deputy CFQ 15
responsible for appointment of this position.

Departmental Gift Manager (DGM) - The person or position delegated authority and
responsibility 10 provide the gwidance regarding the Deparimental Gifi Program. This includes
guidanice on retaning for officaal use or disposing of foreign gifis received. The Director for
Financial Management and Deputy CFO 15 responsible for appointment of this position

Deparimental National Utilization Officer {DNEO) - The person or position delegated
authonty and responsibility that has the knowledge, authonty, and accountability required 10
control the GSAXcess® federal disposal and screening system of Departmental federal personal
property. The Director for Financial Management and Deputy CFO 15 responsible for
appomntment of this position

Departmental Property Management Officer (DPMO) - The person or position delegated

authority and responsibility for the establishment and admunistration of the Depaniment’s
personal propesty management program. The Director for Financial Management and Deputy
CFO 15 responsible for appointment of this position

Depreciation — The systematic and rational allocation of the acquisstion cost of personal
propenty, less its esumated salvage or residual value, over s estimated useful hifecycle. A cost,
which extends the useful hifecycle of the personal property, enlarges, of improves 11s capacity,
will be capitalized and depreciated or amonized over the remaintng useful lifecycle of the
personal property asset.

Destroy - The destroying of the structure, orgamic existence, or condition of an item of personal
property by teanng down, crushing, burning, and burying.

Disposition - The process by which assets are disposed of, such as donation, sale, destruction,
exchange, recovery, repurpose, and recycle. The action 1aken Lo physically transfer personal
property assels from one's accountabehity

Donation - Serves as an altermanive to reutilization and prevides non-profit and other public
organizations with the ability to obtain excess property at little 10 no cost. Federal, state, and
local laws govern donations of excess propenty to public entities, which includes schools,
volunieer fire departments, rehabiliation centers, and special education programs

Note: In most cases, an organization will not receive any monctaty retems for donations;
however, an orgamzation may be eligible for a 1ax deduction when donating property 10 non-
profit orgamizatons.
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Donee - The recipient of a gift; one 10 whom personal property 15 donated to without financial
consideration.

Donor — An entity or person who gives or donales personal property.

Educaticn-Related Federal Equipment - Excess or surplus personal computers and related
penpheral equipiment, research equipment, and education-related equipment that 15 appropriate
for use m mathematics and science curmicula in elementary and secondary school education or
higher education.

] I Equipment - Excess personal computers and related penipheral
equipment (e.g., pnnters, madems, routers, and servers), including telecommunications and
research equipment, that are appropriate for use in pre-kindergarien, elementary, middle, or
secondary school education. It will also include computer sofiware where the transfer of licenses
15 permitied.

Elementary and Secondary Schools - Individual public or pnvaie educational institutions

encompassing kindergarten through twelfth grade, as well as public school distnicts

Employee — Any U.S. Government direct hire employee assigned to DOC or any other person
{e.g., Coniractar) assigned or detailed to DOC.

End User - The responsible party and hand receipt holder of a particular asset that 15 issued by a
Property Official for the holder's business use.

Excess Personal Property - Personal property no longer needed for activities within our agency
10 carry out the function of official programs, as determined by the agency head or designee.

Exchange — Replace personal property by trade or trade-in with the supplier of the replacement
propeny.

Eschange or Sale — Exchange or sell non-excess, non-surplus personal property and apply the
exchange allowance or proceeds of sale in whole or in pant payment for the acquisition of similar
property

Eapendable Personal Property - By its nature or function, 15 consumed in use; 15 used as repair
parts or componenis of an end product considered non-expendable; or has an expected useful
lifecycle of less than one year (example: materials and supphes).

Fair Market Value - The amount ol which an asset epuld be bought or s0ld. Quoled market
pnces in active markets are the best evidence of fair market value,

Federal Automotive Statistical Tool (FAST) - Govemment-wide system used 1o collect

vehicle information related to Federnl fleet data such as, fuel costs, consumption, vehicle costs,
mileage, inventory, acquisition, disposal, and agency budgetary needs annually
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Federal Supply Class {(FSC) - A four digit coding structure within the Federal Government
cotalogs, which manages products and goods procured by the Government, established by Public
Law 82-436, Cataloging and Standardization. A FSC is comprised of a FSG; the useful life and
salvage value recommendations are associated to an item’s FSG code,

Federal Supply Group (FSG) - A two digit coding structure, which identifies an stem’s supply
group., A FSG may be further subdivided into an item’s FSC.

Finoncial Award Program - The legal instrument reflecting a relationship between the Federal
Government and a recipient whenever: (i) the pnncipal purpose of the relationship is to provide
financial assistance to the recipient; and (2) no substantial involvement 15 anticipated between
the Federal Government and the recipient dunng performance of the contemplated activity. The
terrn “financial award program” as used in thts Manual refers to both a financial award program
and cooperahive agreement, unless specifically stated otherwise

inl Award Program Officer — A Government official who 1s responsible for
administrative aspects of a financial award program, including the authonty to 1ake final action
on financial award programs by signing awards, amendments thereto, and suspension and
termination notices.

Financial Liability — An obligation to pay a debt to the Federal Government for the wrongful
act of the loss of personal property due 10 gross or simple neghgence.

Fleet - A group (e.g., ships, ptanes, or vehicles) operated under unified control

Fleet Charge Carg — Government credit card used to pay for services rendered 1o an assigned
vehicle.

Fleet Management — The management of a 1ransportation fleet compnsed of motor vehicles
such as buses, cars, trucks, vans, vessels, and rail cars. Fleet management includes a range of
functions, such as driver management, financing, fuet management, health and safety
management, maintenance, telematics {tracking and diagnostics), and speed management.

Foreign Government - Any unit of foreign governmental authonty, mcluding any foreign
national, State, local, or municipal government; any intemational or multinational organization
whose membership 1s compaosed of any unit of foreign government, and any official, agent, or
representative of any such unit or organization, while acting as such.

Forfeited Personal Property - Personal propeny that the Govemmem has acquired ownership
of through a summary process or court order pursuant to any law of the United States.

Frauil — A dishonest and deliberate course of action that results in the obtaining of money,
property, or misuse of Government property or resources, resulting from deficient practices,
sysiems, controls, or decisions. Fraud always involves iatent and some violation of trust,
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Fuel Types - Regular grade, no-lead gasoline; alternative fuels; dicsel fuel; and regular and
premium grade lubncating oils

General Ledger - An account that 1s supporied by secondary property records showing the
descripuion, location, cost, and other sigmficant data for each stem or class of equspment.

Gift - Monetary or non-monetary present (other than a decoration). A menetary gift includes

anything that may commonly be used 10 a financial transaction, such as cash or currency, checks,

money orders, bonds, shares of stock, and other secunties and negotiable financial snstruments.
A gift may be recerved from a fereign government or from the public

Government - Federal, State, or Jocal entity conducting business on behalf of the public

Government Furnished Property (GFP) - Property in the possession of, or direcily acquired
by the Government and subsequently furnished 10 the contractor for performance of a contract

Gavernment-Owned Vehicle (GOV) - Any aulomonive vehicle owned by the Government;
leased or agency-owned; self-propelled or dmwn by mechanical power, desipned, and operated
pnncspally for highway transportation of personal propeny or passengers including a military
designed motor vehicle. Tins includes motor vehicles obtained through purchase, excess,
forfeiture, commercial lease, or GSA Fleet lease.

Grant - A legal instrument reflecting a transfer of money, propenty, services or anything of
value 1o a recipient when the pnincipal purpose 15 to accomplish a public purpose of support or
stimulation that 1s authonzed by Federal Statute

Gross Vehicle Weight Ratio - Maximum operating weight/mass of vehicle as specified by the
manufacturer

GSAXcess® Svstem — Intemet site for the entry of Federal Excess Personal Property Utilization
Program and the Federal Surplus Personal Property Donation Program operated by the GSA.
Used for reporting, scarching, and selecting excess personal property

Hand Receipt - A signed or othenwise formally acknowledged document in paper or electronic
format that decuments the transfer of stewardship for items from a PO 10 an end user. Hand
receipts represent a very effective method of property control for Property Officials. A hand
receipt holder can be designated to the Bureau PMO down to the actual end user.

IHeritage Asset - Personal propenty that is retained because of its histonc, culiural, educational,
or artistic value as opposed to 115 currem usefulness 1o carrying out the mission of the
Department.

Historian, Librarian, or Other Entity Performing Heritage Assets Duties — The agency
historian, libranian, or other entity performing hentage assets duties 15 the person or posttion that

has knowledge of the Hentage Assets collection and advises as 1o what should be retained and
what should be removed from the Hentage Assets collechion.
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Holding Agency - The executive agency having accountabslity for, and generally possession of,
the personal propenty involved

Incident - Normally involves damages caused by an object stnking 2 motor vehicle and causing
damage to a motor vehicle. Examples include: ()] a rock or similar object hiing a motor
vehicle; or (2) something falling onto a motor vehicle and causing damage.

Inventory — Formal listing of accountable propenty items assigned to an agency, along with a
formal process to venify the condition, location, and quantity of such items. This term may also
be used as a verb 10 indicate the actions lcading to the development of a listing. In this sense, an
nventory must be conducied using an actual physical count, electronic means, and/or siatistical
methods

Law Enforcement Motor Vehicle - A passenger automobile or light truck that 15 specifically
approved in an agency's appropriation aci for use in apprehension, surveillance, police or other
law enforcement work, or specifically desipned for use in law enforcement. If not identified in
an agency's appropriation language, a motor vehicle quahifics as a law enforcement motor
vehicle only in the following cases:

a. A passenger automobile having heavy-duty components for electrical, cooling, and
suspension systems and at least the next lugher cubic inch displacement or more powerfu)
engine than s standard for the automobile concemed,;

b. A lght truck havang emergency waming ights and tdentified with markings such as
“police.”

¢. Anunmarked motor vehicle certified by the agency head as essential for the safe and
efficient performance of intelligence, counterintelligence, protective, or ather law
enforcement duties; and

d. A motor vehele seized by a Federal agency 1hat 1s subsequently used for performing law
enforcement activitics.

Leas¢ - A contractual ammangement calling for the lessee {user) to pay the lessor (owner) for use
of a personal property asset.

Light Duty Truck - Includes trucks of up to 8,500 Ibs gross vehicle weight rating, which may
be four-wheel dnive, utilize gasoline or diesel fuel, and are manufactured for use on public
streets, roads, and highways.

Logistics - The handling of the details of an operation.

Laost - Personal propeny that 15 unaccounted for by which the responsible panty 1s hikely aware
of the circumstances surroending the loss (e.g., keft 1n a taxi).
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Maintenance — The act of keeping personal property in an existing state or preserve from failure
or decline.

- Various methods designed 10 destroy media, typically carned out & an
outsourced destruction facility.

Mini Van - Van designed primanly to transport people or carge that is compact in design

Minimal Yalue - Retail value in the Uinited States at the time of acceptance of a dollar threshold
or less, as determened by the Administrator of General Services, in consultation with the
Secretary of State, #t three-year intervals and published in the Federal Register. The value of the
gift will be the total of any constituent parts

Missing ~ Personal property that is unaccounted for by which the responsible party is hikely
unawate of the circumstances surrounding the loss {e.g., missing dunng a physical inventory).

Motor Vehicle Operator - Any employee who is required to operate a motor vehicle in order 10
perform assigned official duties properly

Natienal Utilization Officer {NUQ} — An official who is responsible for ensuring effective
acquisition, use, and disposal of excess propenty within a DOC Bureau. The person who
ceordinales with GSA to provide user accessibnlity to the GSAXcess® federal disposal and
screening system. NUOs play a direet role in the procusrement process, supporting reutilization
and sustainabitity in their Bureau.

Negligence -~ Negligence is categorized as simple or gross. Simple negligence is an aci, failure,
or omission on the part of the responsible employee(s) to exercise the appropnate degree of care,
precaution, or vigilance resulting in less, damage, or destruction of government property  Gross
negligence is failure or omission on the pan of the responsible employee(s) of a greater degree
than simple negligence and deemed 1o be misconduct or willful, wanton, or reckless disregard for
Govemment property resulting in loss, damage, or destruction.

Net Book Value - Assel’s original pnce minus depreciation and amortization.

Non-Capitalized Personal Froperty — Any single itemn of non-expendable personal property,
the value of which is charged either to an expense account when issued for use or at time of
receipt.

Non-Expendable Personat Property — Complete within iself, does not lose s identity or
become n component part of another article when pul into use, and 1s of a durable nature wath an
expected useful lifecycle of one or more years

Nop-Federal Recipient - Contractors, grantees, and any other individual or ergamzation that 1s
not a Federal agency. State and local government entities are regarded as non-Federal recipients

1al

Official Purpose — Directly related 10 the accomplishment of U.S. Government business or
assipned tasks. including transportztion to or from places of temporary assignment for official
business away from the normal place of duty.

Operator — Any Federal Government employee whose primary job description requires routine
operation of mator vehicles. This includes chauffeurs, truck dnvers, gatage employees or
dnvers, and guard drnivers

Passenger Automobile - A sedan or van designzd primarily to transport passengers.

Personal Property Assets — Propesty that is not real property, 15 owned by or under the
stewardship of DOC, and 15 used, but not consumed, 1n support of the DOC mussion.

Personal Property Management {PPM]) — The function of the management, coordination, and

repulation of activities concerned with the functions of planning propesty needs; the acquisition
of propenty; the receipt, storage, and distribution of property; the proper utilization and care of
property; propesty accounting control; and disposition of property.

Personal Property Management System {PPMS) - A web-based system that 15 used 10
maintain data en personal property assets located throughout the Depaniment.

Program Officer — A Government official responsible for the technical, scientific, or other
programmatic aspects of financtal award programs.

Property Accountability Officer {PA®) - The person who ensures the effective administration
and maintenance of a personal property control and accountability system within the
accountability area for which heshe has been designated

Praperty Accountability Records - The obligation to keep records (usually automated) and
transactions on quantities of personal property assets, equipment and supplies such as
wenufication, gain, loss, distnbution, transfer, disposal, and balances on hand.

Property Accountable Office - A specifically defined peographical or organizational jocale in
which personal propenty accountability is assigned 10 a designated PAQ.

Property Board of Review (PBR} - A standing or ad hoc commitiee appointed by the Bureau
PMO that consists of threc or more members who are responsible for examining facts 1o
determine and establish the extent of personal and financial iability for last, missing, stolen,
damaged, or destroyed property based upon findings and authonize the removal of 1tems from
official propesty records within the PPMS.

Property Custodian {PC] - The person who has physical responsibility for the proper use,
maintenance, and protection of personal property assigned to a particular custodial area

Property Management Nebwork — The management structure through which personal propeny
assets are managed. Thiz network includes a Departmental Property Management Officer,
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Bureau Propeny Management Officers, National Utilization Officers, Property Accountability
Officers, and Property Custodians.

Property Management Officer (PMO) - The individual appointed by the CFQ, CAO, or
equivalent level who has been assigned the responsibility, authority, and accountability required

to efiectively control the acqumisition, use, and disposal of personal propeny

Property Official (PO} -~ Anindividual officially appointed and certified 10 perform the
responsibility of a DPMO, PMO, PAO, and/or PC. A PO provides for the overnll management,
overstght, and technical direction for property management jointly with the CFO, CAQ, or
equivalent level, Qrgamization, Office, Division, or Branch. A PO furmshes technical direction,
monitors the acquisition, maintenance, and disposal of persenal property. POs carry out their
role by performing the property management dulics assigned io them by their respective
orgamzation.

Purchase Card Holder — An individual to whom a card 15 15s5ued to buy goods and services in
support of official Government business.

Purge - Expose media 1o a strong magnetic ficld in erder 1o disrupt the recorded magnenc
domains.

Real Propertv-Any interest in Jand, together with the improevements, struciures, and fixtures
located thereon (including prefabricated movable structures, such as Butles-type storage
warchouses and Quonset huts, and house trailers with or without undercarriages), and
appurienances therele, under the control of any Federal agency, except, the public domain, lands
reserved or dedicated for national forest or national park purposes, and minerals in lands or
portions of lands withdrawn or reserved from the public domain that the Secretary of the Intenor
determines are suitable for disposition under the public fand mining and mineral leasing laws;

Receiving Report - A procurement and praperty accounting record, which acknowledges
receipt by the accountable area of prapenty or services from a vendor or other source

Reconciliation - The process of matching and adjusuing property records for o specific stem to
bring them into full agreement and to assure that they are aceurately reflecied. The objective of a
reconciliation whether it 15 done between the PPMS and the general ledger or between a physical
inventory and the PPMS is to compare infermation between two sources and to determine if 1t
coincides and, if the information does not coincide, 10 make the appropnate adjustments.

Recycling - The recovery of aw matenals from personal property for the purpose of using them
again.

Relurbish - To restore personal property to its oniginal state
Rehabilitation — The restoration, reconditioning, renovation, or repair of

serviceable/unserviceable or opermblefinoperable personal property 1o a nearly new condition,
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Renewable Energy — Electnc energy generated from solar, wand, liomass, landfill gas, ocean
(including ndal, wave, current, and thermal), geothermal, municipal solid wasie, or new
hydroelectnc generation capacily achieved from increased efficiency or additions of new
capacity at an existing hydroclectne project.

Repair - To restore (o a sound or pooed state afier wear, partial destruction, or damage
Replacement - The process of acquinng personal property 1o be used in place of personal
property that 15 sull needed but: (1) no longer adequately performs the tasks for which it 15 used;
or (2) does not meet the agency’s need as well as the personal propeny to be acquered

Research Equipment - Excess or surptus Federal propesty appropnate for mathematics and
science education activitics at the elementary and secondary education levels or higher

Salvage — Personal property, which has no reasonable prospect for sale or use but has some
value 1n excess of its scrap value because of sts condition or specialized value.

Sanitization - The process of removing data from storage media with the reasonable assurance
that the data may not be casily retneved and reconstructed

Schools ~ Individual public or private educanonal institutions encompassing pre-kindergarien
through twelfih grade, as well as public school distncis

Scrap - Excess personal propenty that has no value except for 11s basic maicnal content.

Screening - A process which altows intemal or other agencies to inspect anather's excess
property for further utilization before being reponed to the GSA.

Sedan - A passenger automobile classified by the following:
a. Class [ = Subcompact
b. Class [l = Compact
c. Class [IT = Midsize
d. Class [V = Large
e. Class V = Limousine
Seized Personal Property - Personal property that has been confiscated by a Federal apency

and whose care and handling will be the responsibility of that agency until final ownership 15
determined by the judicial process.



Sensitive [tem - Includes items, regardless of value, that require special control and
accountability due to unusual rates of loss, theft, or misuse, or due to national secunty or exporn
centrol considerations.

Stewardship ~ The condition of having physical control of a personal property asset, with or
without halding title.

Stalen - Taken without the responsible party's consent with the intent to depnve the nghiful
responsible party of the personal property

Surplus Property - Excess personal property assets no longer required by any Federal agency
as determined by the GSA.

Surplus Release Date - The date when Federal screemng has been completed and the excess
personal propesty assets becomes surplus

Title - Held by the purchasing entity and the titleholder maintains formal accountability for the
asset until 145 formally transferred and accepted by another entity

Transfer - The act or process of maoving, a change of place of position, and/or the physical
relocation of personal property from one accountable area/person to another.

Unit Cost - The onginal acquisition cost of 2 single item of property.

Useful Lifecvele — The continuous process and state of personal property assets from planmng
through acquisition, utilization, transfer, consumption, or disposal. Functions necessary for the
proper determination of need, source, acquisition, receipt, accountability, utilization,
maintenance, rehabilitaien, storage, distribution, and disposal of personal property assets

Using Agency - Federal agency that obtains motor vehicles from the GSA Fleet, commercial
firms, or another Federal agency and does not hold the vehicle title or manufacturer's Cenificate
of Ongin. However, this does not include a Federa) agency that obtains a motor vehicle by a
rental company

Utilization - The use of a persenal property asset in the business process; the identification,
reporting, and transfer of excess personal property among Federal agencies.

Vessel - Public vessels ownedileased and operated by Federa! agencies (excluding the Department
of Defense) that are 65 feet or more in Jength.

Warranty - A written guaraniee given 1o the puschaser of personal property, motor vehicle, or

other item by the manufacturer or dealer, usvally specifying that the manufacturer will make any
repairs or replace defective parts free of charge for a stated penod.
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APPENDIX B: ACRONYMS

ACC Accident Controt Center
ADPE “_;\utomatic D;l;;ocessmg Equ'q;mem
-A_F_V_- i Alle.rnnlive Fuel Vehicle B g
:MC - -._Accide.mmr-mgemcm Cemc.r 1
_F.\.STM Ameﬁcan Soctety for Testing and Materials o
BEA Bureau of Econamic Analysis - -
_E'M Bun:n.t.: ;’Ieel Manager )
élS Burzau of Industry and Ser:urily a
:CAM - Commerce Acqulsltion Min_ual . -__ o B
CAO Chief Admintstrative Officer
CAP - Contractor Acguired Propesty a
I CAR Commerce Acquisition Regulalior-x
CD Commc-r.:-:; Depanment -
_CENSUS a s. Census-Bureau i = o
CFL Computers for Learning
a’ASA __Chlef Financial Oﬂ'lcer;s;islam Secretary for Admimstration ]
_C.F.R. . -'_Cod_c_ot:.Fs.:deml Regulntior-ls o
CLC . Commerce Learming Center
cOo Conlrac-ting Officer . o
C6R Comracung Officer’s Re;r;:semmi\:; .
DAO Department Administrative Order
DEM ] Departmental Enwmnm;l\_f‘lanagcr
DEFM _hISe-panmcmal FI; Manager |
Ihocm— Departmenial Gift Manager
| DNUO Departmental National Utilization Officer
] DC)_C Department of Commerce ) -
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DOE Department of Encrgy
DOQO Department Organization Order
oS Departiment of State
DOT Depaniment of Transportation
DPMO Departmental Property Managemem Qfificer
ECC Equipment Control Class
EDA Economic Development Admimstrmtion
EISA Encrgy Independence and Security Act
EO. Executive Order
EPA Environmental Protection Agency
EPEAT® Electronic Product Environmental Assessment Tool
ESA Economics and Statistics Administration
FAM Foreign Affairs Manual
FAR Federal Acquisition Regulation
FAST Federal Autometive S1atistical Tool
FEA Federal Electronics Assets
FMR Federal Management Regulation
FSC Federal Supply Class
FSG Federal Supply Group
FTR Federal Travel Regulation
GAO Government Accountability Office —
GFP Government Furmished Propesty
Gov Government-Owned Vehicle
GSA General Services Administration
GSAXcess® GSA Excess Asset Management System
ICPM Intermgency Committee on Property Management
IEEE Institute of Electinical and Electronics Engincers, Inc.
IT Information Technology
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ITA Intemational Trade Administration

LMSDD Lost, Missing, Stolen, Damaged, or Destroyed
MBDA Minority Business Development Agency

MCC Maintenance Control Center

NIST Natienal Inststute of Standards and Technology
NOAA National Oceanic and Atmosphenc Adminisication
NPMA National Property Management Association
NSA/CSS National Security Agency/Central Secunty Service
NTIS National Technical Informanon Service

NUO National Utilization Officer

OAP Office of Administrative Programs

OF Opnional Form

OFM Office of Financial Management

OoGC Office of General Counsel

OIG Office of the Inspector General

OMB Office of Management and Budget

05 Office of the Secretary

OSEEP Office of Sustainability Energy and Environmental Programs
0sY Office of Secunty

PAQ Property Accountability Officer

PBR Property Board of Review

Pc Property Custodian

PCard Purchase Card

P Personally Identifiable Information

PL Public Law

PM Preventative Mainienance

PMEC Property Management Executive Council

PMO Property Management Officer
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PO Propesty Official )

POC Point of Contact

PPMM Personal Property Management Manual
_P_PI;A_S_ - I.’e.rsonnl Property Mnnn“g;:.menl System

PPTD Persor;:;l-Properly and Transportation Divizion

PPRT Personal Property Reporting Tool. -

RO Recewing.dﬂi.ctal .......
;F__ o I'Smndnrd Form .

us United States
lusc L United Slnles. (i'i;c‘:le

USFCS | United States and Forign Commercial Services

USPTO United_.Slnles Patent and Trademark Office

APPENDIX C: PROPERTY OFFICIAL (PO) PERFORMANCE
CRITICIAL ELEMENTS

Guidance: The cntical elements outlined below must be a standalone element within a POs
performance plan. When assigning & cntical weight, the POs supervisor 15 responsible for
assigning the respective cnttical weight. For gwmdance on assigning cnuical weights, the POs
supervisor should consult with their Servicing Human Resources Office



Departmental Property Management Officer
Critical Element: Deparimental Property Management Officer (DPMO) Function

Objective: Establish and admimister a personal property management program within the
Depaniment.

Major Activities
(1) Department-wide inventories are conducted.

(2) Department-wide persenat property management policies and procedures are developed
and tmplemented.

(3) Depariment-wide personal property reporis are submutted 10 the General Services
Adonnisiration and other external Federal agencies.

{4) DOC Bureaus and offices are provided a forum, which allows Bureaus to collaborate on
policy, synthesize activities, facilitate data collection, and develop recommendations for
presentation to senior leadership.

Criteria for Evaluation:

(1) Physical inventory activities are completed no later than June 30 and in accordance with
the Depantment of Commerce Personal Property Management Manual Chapter 2 7.2
“Physical Inventory Venfication "

(2) Burcaw/Office property management policies and procedures are reviewed once each
fiscal year. Review critenia is provided in writing 10 Bureau PMOs at least 15 business
days pnor to internal review

(3) Guwdance concermng external Department-wide data reporting requirements are issued to
Bureau PMOs at least 30 business days from required suspense dale. Bureaw/Qffice
waiver requests for iniernal and external requirements are responded to within 15
business days of receipt.

(4) Meetings are hosied on a quarterly basis to encourage collaboration among Burcau
PMOs. Meeting inviies afe sent 10 Bureau PMOs no later than 30 business days prior 1o
the scheduled meeting.

1M

Property Management Officer
Critical Element” Property Managemem Officer {PMO) Function

Objeetive: Provide direchon, Jeadeship, and coordination of property management activities
for the Burcau's personal property management program

Major Activities

(1) Physical inventory of Burcau's personal property assets is conducted and results are
reconciled within the Personal Property Management System (PPMS)

(2) Property Board of Review (PBR) 1s appointed and actions arc coordinated for initiation
and conclusion of personal propesty assets that are reporied as lost, missing, stolen,
damaged, or destrayed (LMSDD)

{3) Property Accountability Officers (PAOs) and Property Custedians {(PCs) are appointed
and trained to serve in o propenty capacity or tole

(4) Oversight and guidance is established 1o maximize the useful hifecycle of personal
property including acquisition, receipt, utilization, and disposal.

Criteria for Evaluation:

{1) Physical inventory activilies are accurately completed by no later than June 30, unless a

written waiver request has been approved by the Departmental Property Management
Officer (DPMO).

{2) PBR members are appointed in wnniag by November 30. PBRs for LMSDD personal
property assets are assigned and imtiated within 90 business days from incident report
date and concluded by September 30.

(33 PAOs and PCs are appointed within 30 business days from completon of trmning

requirements in accordance with Depariment of Commeerce Personal Property
Manacemem Manual Chapter 3 4 3_“Appointment with Cerhificateon ~

(4) The Department’s standardized usefut hfecycle policy is implemented in a timely matter

for internal screemng of personal propeny within Bureauw/office prior to acquisition and
disposal
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Property Accountability Officer
Critical Element: Property Accountability Officer (PAO) Function

Objective: Exercise effective administration and maintenance of a personal property control and
accountability sysiem withen the accountability area for, which he or she has been designated.

Major Activities:

(1) Physical inventory of organization's personal property is conducted and reconciled within
the Personal Property Management System (PPMS).

(2) Lost, nussing, stolen, damaged, or destroyed (LMSDD) personal property assels are
reported to the Property Management Officer (PMO) to determine if further investigation
IS MECESSATY.

{3) Custodial areas and Property Custadians {PC) for assigned organization(s) are defined
and PCs are issued gusdance on property certification and training requirements.

{4) Assigned personal property is cleared by the respective PC of the separating empleyee
Criteria for Evaluation:
(1) Physical inventory activities are completed no later than June 30. A signed hand receipt
15 submitied 10 the PMO within 10 business days from inventory completion date for

verification purposes and not later than June 30

(2) PMO 15 informed of LMSDD personal property assets within two business days of
notification from the PC

(3) Propenty training and certification requirements are issued to PC within 10 business days
from designation of an individual to serve in a property capacily or role, in sccordance
with Depantment of Commerce Personal Property Manapgement Manual Chapter 3.5,
“Propeny Traming and Refresher Training Requirements ™

{4) Assigned personal propeny record of the separating employee are accurately updated in a
timely manner within the PPMS
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Property Custodian
Critical Element: Property Custodian {PC) Function

Objective: Ensure the proper use, protection, and accountahbility of personal property assigned
under custodial area is not used for other than official purposes

Major Activities:

() Physical inventory of custodial area’s personal property 15 conducted and reconciled
within the Personal Property Management System (PPMS).

{2) Lost, missing, stolen, damaged, or destroyed (LMSDD) personal property assets are
reported 1o the Propenty Management Officer {PMO) to determine if further investigation
IS necessary

{3) Personal property hfecycle transactions related to acquisivion, receipl, use, maintenance,
and disposa) are performed and recorded within the PPMS for accountability purposes.

(4) Optional Form 7, “Property Pass.” 15 provided 1o employee for the removal of all
property from Govemnment premises

(5) Mandatory property centification and refresher training requirements are adhered to.
Criteria for Evaluation:

(1) Physical inventory activities are completed no later than June 30. A signed hand receipt
is submitted 10 the PAO within five business days from inventory completion date for
venficaion purposes and not later than June 30.

{2) Form CD-52, “Repon of Review of Propenty,” (or electronic equivalent) for any LMSDD
personal property assets 1s submitied to the PMO within three business days of
noufication.

{3) Barcodes are affixed to newly acquired personal property in a timely manner
Acquisition data and supponiing documentation are recorded 1n the PPMS within 45 days
of receipt, m accordance with the Department of Commerce Personal Property
Management Manual, Chapter 6.3 1, “Recording

(4) Optienal Formn 7, “Property Pass,” is 1ssued 10 an employce prior to the authenzed
removal date of property. Existing property passes are monitered for expiration ard
renewal every 30 calendar days, in accordance with the Department of Commerce
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(5) Tramung and certification requiresnents are completed within 60 business days from APPENDIX D: MINIMUM USEFUL LIFE AND SALVAGE YVALUES FOR

designation date by respective PAO. Also, refresher traiming requirements are completed DEPARTMENTAL PERSONAL PROPERTY ASSETS
by September 30. This 1s in accordance with Department of Commerce Personal

Property Management Manual Chapter 3.5, “Propeny Training and b sin

Regumrements.” SALVAGE SERVICE
eq A

VALUE %,

10| WEAPONS 0 15
11__| NUCLEAR ORDNANCE 0 0
12__| FIRE CONTROL EQUIPMENT 0 10
13__| AMMUNITION AND EXPLOSIVES 0 10
14__| GUIDED MISSILES 0 15
15| AIRCRAFT AND AIRFRAME STRUCTURAL COMPONENTS 0 20
16__| AIRCRAFT COMPONENTS AND ACCESSORIES 0 20

AIRCRAFT LAUNCHING, LANDING, AND GROUND HANDLING

17__| EQUIPMENT 0 10

18 | SPACE VEHICLES 0 15

19__| SHIPS, SMALL CRAFT, PONTOONS, AND FLOATING DOCKS 0 13

20__| SHIP AND MARINE EQUIPMENT 0 F
22__| RAILWAY EQUIPMENT 0 7

23| GROUND EFFECT VEHICLES, MOTOR VEHICLES, TRAILERS, AND CYCLES 0 10

24| TRACTORS 0 0
25| VEHICULAR EQUIPMENT COMPONENTS 0 10

26| TIRES AND TUBES 0 0

28 | ENGINES, TURBINES, AND COMPONENTS ] 13

29 | ENGINE ACCESSORIES 0 7

30__| MECHANICAL POWER TRANSMISSION EQUIPMENT 0 15

31| BEARINGS ] 0

32| WOODWORKING MACHINERY AND EQUIPMENT 0 7

34| METALWORKING MACHINERY 0 15

35__| SERVICE AND TRADE EQUIPMENT 0 5

[36__| SPECIAL INDUSTRY MACHINERY 0 10

(37| AGRICULTURAL MACHINERY AND EQUIPMENT 0 7

i CONSTRUCTION, MINING, EXCAVATING, AND HIGHWAY MAINTENANCE

|38 | EQUIPMENT 8 i0

[39 " MATERIALS HANDLING EQUIPMENT 0 10

[0 | ROPE, CABLE. CHAIN, AND FITTINGS 0 0

| REFRIGERATION, AIR CONDITIONING, AND AIR CIRCULATING

|41 | EQUIPMENT 0 7

| FIRE FIGHTING, RESCUE, AND SAFETY EQUIPMENT; AND -
42__| ENVIRONMENTAL PROTECTION EQUIPMENT AND MATERIALS 0 10

[ 93| PUMPS AND COMPRESSORS 0 10

| FURNACE, STEAM PLANT, AND DRYING EQUIPMENT, AND NUCLEAR
44 | REACTORS o 7

[45__| PLUMBING, HEATING, AND WASTE DISPOSAL EQUIPMENT o 10

(46| WATER PURIFICATION AND SEWAGE TREATMENT EQUIPMENT 0 7
47__| PIPE, TUBING, HOSE. AND FITTINGS 0 0
48 | VALVES 0 0

{99 | MAINTENANCE AND REPAIR SHOP EQUIPMENT 1T o [ 10
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HAND TOOLS

MEASURING TOOLS

HARDWARE AND ABRASIVES

PREFABRICATED STRUCTURES AND SCAFFOLDING

LUMBER, MILLWORK, PLYWOOD. AND VENEER

CONSTRUCTION AND BUILDING MATERIALS

olale|e|e|e|

COMMUNICATION, DETECTION, AND COHERENT RADIATION
EQUIPMENT

o

ELECTRICAL AND ELECTRONIC EQUIPMENT COMPONENTS

o

FIBER OPTICS MATERIALS, COMPONENTS, ASSEMBLIES, AND
ACCESSORIES

ELECTRIC WIRE AND POWER AND DISTRIBUTION EQUIPMENT

LIGHTING FIXTURES AND LAMPS

ALARM, SIGNAL, AND SECURITY DETECTION SYSTEMS

MEDICAL, DENTAL, AND VETERINARY EQUIPMENT AND SUPPLIES

INSTRUMENTS AND LABORATORY EQUIPMENT

PHOTOGRAPHIC EQUIPMENT

CHEMICALS AND CHEMICALS PRODUCTS

TRAINING AIDS AND DEVICES

olo|e|o|o|o|a|e|e

AUTOMATIC DATA PROCESSING EQUIPMENT INCLUDING SOFTWARE,
SUPPLIES AND SUPPORT

FURNITURE

HOUSEHOLD AND COMMERCIAL FURNISHINGS AND APPLIANCES

FOOD PREPARATION AND SERVING EQUIPMENT

=] (=0 - -]

OFFICE MACHINES, TEXT PROCESSING SYSTEMS, AND VISIBLE RECORD
EQUIPMENT

OFFICE SUPPLIES AND DEVICES

BOOKS, MAPS. AND OTHER PUBLICATIONS

MUSICAL INSTRUMENTS, PHONQGRAPHS, AND HOME-TYPE RADIOS

RECREATIONAL AND ATHLETIC EQUIPMENT

CLEANING EQUIPMENT AND SUPPLIES

BRUSHES, PAINTS, SEALERS, AND ADHESIVES

CONTAINERS, PACKAGING, AND PACKAGING SUPPLIES

Qe|o|o|o|e|o|e

TEXTILES, LEATHER, FURS, APPAREL AND SHOE FINDINGS, TENTS AND
FLAGS

CLOTHING, INDIVIDUAL EQUIPMENT, AND INSIGNIA

TOILETRIES

AGRICULTURAL SUPPLIES

LIVE ANIMALS

SUBSISTENCE

FUELS. LUBRICANTS. OILS, AND WAXES

NONMETALLIC FABRICATED MATERJALS

NONMETALLIC CRUDE MATERIALS

METAL BARS, SHEETS, AND SHAPES

ORES, MINERALS, AND THEIR PRIMARY PRODUCTS

MISCELLANEOUS
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APPENDIX E: SAMPLE HERITAGE ASSET LOAN AGREEMENT
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APPENDIX F: SAMPLE CERTIFICATION STATEMENT FOR APPENDIX G: SAMPLE PROPERTY OFFICIAL APPOINTMENT
TRANSFERRING PERSONAL PROPERTY ASSETS TO ELIGIBLE CERTIFICATION MEMORANDUM

ORGANIZATIONS NOT USING GSA WEBSITE
MEMORANDUM FOR [Depanmental Property Management Officer Name)

T hereby certify that the property being obtained by an | ] educatcnat institution or [ ] non- Departmental Property Management Officer
profit organization will be placed into wse a1 the orgamzation for the conduct of [ ] technical, ) .
| ]scientific education, or | ] research activitics FROM: [Durector for Financial Management and Deputy CFO Name]

Director for Financial Management and Deputy CFO
My orgamzation hereby releases the Federal Government, DOC, or persons acting on behalf of
DOC, from any and all liability of every kind and nature whatsoever (in accordance with state SUBJECT Depanmental Property Management Officer Appointment
law) resulting from the receipt, shipping, instaliation, handling, use and mainienance of the Centification Memorandum
propenty afier said property is physically removed from the DOC facility
[n accordance with the Depanment of Commerce (DOC) Personal Property Management Manual
) {PPMM), you are appointed as the Departmental Property Management Officer for the
Name of Organzation SF-122 Transfer Order No. Depaniment of Commerce.

The above individual has completed the required iraiming requirements listed below

Printed Name of Official Title
¢ Eihics for Property Managers
@ Online through the Office of General Counsel Ethics Law Division website and
Signature of Official Date submitied certificate of completion

= Concepts of Personal Property Managemeni Training
o Online through the Commerce Learning Center and submitted certificate of
completion

s Bureau Specific Training on Personal Property Management System (PPMS)
o Received trumng on [PPMS Name] including formal teaining instruction, ar
o Online through the Commerce Leaming Center and submitted cermificates of
completion

Property Official duties are outhined n the DOC PPMM. Chapter 2.2, “Personal Property
Management Roles and Responsibilities,” and mandatory tmining requitements are outlined in
DOC PPMM Chapter 3 0, “Personal Properv Official’s Traiming,”

The supporting documentation 1o validate the completion of mandatory training requircments
will rematin on file with the individual's property managemeni records. This appoimtment
certification is valid as long as the individual listed above 15 performing property management
duties and has met the annual personal property refresher-trarming requirement.

If you have any questions, please contact [Direcior for Financial Management Name] a1 [ X(X-
XXX
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MEMORANDUM FOR [Bureau Property Managemeni Ciificer Mame]
Property Management Officer
[Bureau Name]

FROM: [Chief Financral Officer, Chief Administrative Officer, or
Equivalent Level Title Name]
[Bureau Name]

SUBJECT: Property Management Officer Appointment Cernfication
Memormndum

[n accordance with the Depastment of Commerce (DOC) Personal Property Management Manual
{PPMM), you are appointed as the Property Management Officer for [Bureau Name).

The above individual has completed the required training requiremens listed below:

¢ Ethics for Propenty Managers
@ Online through the Office of General Counsel Erhics Law Division website and
submitted certificate of completion

= Concepts of Personal Property Management Trumng
o Ooline through the Commerce Learning Center and submitied cerficate of
completion

s  Bureau Specific Traimng on Personal Property Management System {PPMS)
o Received trining on [PPMS Name| including formal training instruction, or
o Online through the Commerce Learning Center and submitted cerificates of
completion

Property Official duties are outlined sn the DOC PPMM, Chapter 2 2, “Personal Propeny
Management Roles and Responsibilities,” and mandatory training requirements are cuthned in
DC PPMM Chapier 3.0, “Personal Prageny Official’s Trinini.”

The supparting documentation 10 validate the completion of mandatory training requizements
will remain on file with the individual’s propenty management records, This appointment
certification 15 valid as long as the individual hsted above is performing property management
duties and has met the annual personal property refresher-training requirement

If you have any questions, please comact [Chief Financial Officer, Cluef Adminsstirative Officer,
or Equivalent Level Title Name) at [XXX-XXX-XXXX].
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MEMORANDUM FOR [Propery Official Name]
[Praperty Official Title]
[Office Name]

FROM: [Bureau Property Management Officer Name]
Property Management Officer
[Bureau Name]

SUBJECT: Property Official Appointment Certification Memorandum

In accordance with the Department of Commerce (DOC) Personal Property Management Manual
(PPMM), you are appointed as a [Property Accountability Officer or Property Custodian) under
organization [Accountable or Custodial Area Name].

The above individual has completed the required traming tequirements listed below

» Ethics for Propenty Managers
o Online through the Office of General Counsel Ethics Law Division website and
submitied ceruficate of completion

» Concepis of Personal Property Managemem Trasning
o Onbine through the Commerce Learming Center and submitied certificale of
completion

s Bureau Specific Training on Personal Property Management System (PPMS)
o Received training on [PPMS Name] including formal training instruction, er
o Online through the Commetce Learning Center and submutied certificates of
completion

Propeny Official duties are owtlined in the DO PPMM, Chapter 2.2, “Pessonal Progeny
Management Roles and Responsibilsties,” and mandatory training requirements are outlined (n
DOC PPMM Chapter 3.0, "Personal Propenty Official’s Trumng.”

The supporting documentation to validaie the completion of mandatory irzining requiremenis
will remain on file with the individual’s property management records. This appoiniment
centification is valid as long as the individual listed above 15 perfonming property management
duties and has met the annual personal property refresher-traiming requirement

If you have any questions, please contact [Bureau Property Management Officer Name] at
[XHX-XKX-XKXX]



