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I. Property - Definition of Equipment or Property to be Tagged and

            Inventoried 

The words equipment, item(s), assets or property used in this document are 
generally:
A.
Interchangeable and refer to equipment, fixtures, furniture and other tangible property of a non-consumable and non-expendable nature of which the value or cost is $1,000 or more and the normal expected life is one year or more.

B.
Hardback-covered bound books that are circulated to students or the general public of which the value or cost is $25 or more, and hardback-covered bound books (special collections) of which the value or cost is $250 or more. 


NOTE: All items purchased from construction funds are considered property 
(capital) and in general follow the definition above. 

II.
Property - What is the Role of the Property Department? 

The Property Department maintains records of all University equipment having a 
value of $1,000 or greater, in accordance with Florida Statute 273.02. They tag 
appropriate new acquisitions, perform an annual inventory, process property-
related forms, and work with the University Controller’s office to reconcile 
University assets financial data as required by the Auditor General. 

III.
Tagging New Acquisitions

The Property Department tags equipment with a combined acquisition cost of 
$1,000 or greater.  In addition, the Property Department records appropriate 
equipment to the property master file and reports on:

Buildings

Building Alterations and Improvements

Construction in Progress

Equipment

Other Fixed Assets

Books

Software

Artwork

Land Improvements

Depreciation

Addition of Equipment Manufactured or Assembled at the University


To determine what equipment to tag, the Property Department receives 
notification in one of three ways.


A.
Property runs a daily FAST query listing all new equipment receipts for 


the previous day.
B.
The department or college representatives contact the Property Department directly.
C.
The Accounts Payable department notifies the Property Department after they have approved payment for relevant purchases. The format for notification can come from either copy(s) of approved invoices or the Account 631XX Report. This report identifies all asset purchases monthly for the university. 


All property must remain on campus in the building and room designated on the 
Purchase Order or approved invoice until it has been tagged by a Property 
Department representative. UNDER NO CIRCUMSTANCES should you remove 
property from 
the university before it is tagged.

The Property Department cannot process off-campus permit, write off or transfer  
requests for university equipment until a Property representative has tagged all 
items listed on the Purchase Order or approved invoice.  Property will return to 
the department that owns the equipment any submitted forms that list items not 
yet decaled. The Department can resubmit the forms to Property after the tagging 
process is complete.


To identify and tag equipment, a Property Department representative contacts the 
department or college either in person or by phone and schedules an appointment 
time.  The Property representative tags the equipment utilizing one of the 
following methods.
A.
Placing a numbered bar code decal on the item(s). If the decal does not fit, it may be trimmed or the item will be marked by another method that allows the Property Department representative to identify it during the inventory/scanning cycle of your department. 
B.
Writing the property number on the item(s) with indelible pencil. 

C.
Writing the property number on the item(s) with an etching tool. 


The Property Department representative records all 
pertinent data 
including the 
tag number, room/location, model/make, purchase 
order(s)/invoice(s), and serial 
number of the item on the purchase 
order(s)/invoice(s). The purchase 
order(s)/invoice(s) are returned to Property via the Property representative 
and all 
of the information is logged into an Excel spreadsheet referred to as 
RAMIS. 


Anything with an acquisition cost less than $1,000 is considered consumable 
in nature and may be purchased from expense (non-capital). The Accountable 
Officer is responsible for insuring proper control and accountability of these 
items. 


Anything with an acquisition cost less than $1,000 is expensed in FAST. Items 
costing over $1,000 are identified as assets through the Purchasing system at the 
point of purchase and are transferred into the Asset Management module in 
FAST. 


When the department or college receives equipment, whether it has been tagged 
yet or not the designated Accountable Officer is now officially accountable for the 
equipment.

When the department or college acquires property by a gift or source other than a 
purchase they must report this acquisition to the Property Department along 
with the cost, description, serial number, assigned chart field and name of the 
person using the equipment.
IV.
Performing an Annual Inventory


The Property Department conducts an annual inventory of all University tangible 
items with an acquisition cost of $1000.00 or greater. State law (Florida Statute 
273.02) requires an annual inventory and record reconciliation of all university 
assets with an acquisition cost of $1000.00 or greater.

The Property Department prepares an annual inventory schedule to ensure that all 
assets are inventoried.  


The Property Department conducts the inventory as follows:

A.
The Accountable Officer receives a notification letter prior to the inventory indicating when Property Department representatives will be in their areas. They should inform staff and faculty that an inventory will take place. Departmental staff are requested to assist in locating equipment and unlocking rooms or storage areas. The Property Department representative will do a room-by-room search, scanning the bar codes affixed to equipment.

B.
After the initial inventory, the Property Department sends the Accountable Officer an “unscanned item report” with instructions to locate the equipment and report back to the Property Department by a due date included with the list. Accountable Officers are responsible for providing assistance to the Property Department representatives in the reconciliation of unscanned equipment in their areas and designating a contact person that the Property Department representative will call to set an appointment for scanning the equipment on the list.

C.
The unscanned item report is considered complete when the Accountable 


Officer completes the following processes:
1.
The equipment is found and scanned.

2.
An updated off-campus form (USF Form #6028) is submitted to the Property Department.

3.
A transfer form (USF Form #3009) is submitted to the Property Department.

4.
An unlocated/stolen form (USF Form #3010) is submitted to the Property Department.

5.
A write-off form (USF Form #3008)is submitted to the Property Department.

(These forms are available on the Purchasing & Property Services website 

by clicking here or navigating to http://usfweb2.usf.edu/purchasing/.)

D.
Equipment that is still unlocated at the end of the yearly inventory cycle will retain an in-service status on the department id.  The Accountable Officer is responsible for submitting the proper forms associated with the unlocated assets/property.  The assets/property will remain on the property master file until the proper form(s) has been submitted to the USF Property Department, signed by the Accountable Officer and the Division of Research Grants Associate VP if the property is grant-funded.  At the end of the yearly inventory cycle, all unlocated property will be reported to the USF administration and state and federal auditors if requested.  This data is also considered public record in the State of Florida.
E.
The Auditor General office conducts unscheduled inventory audits as required by the State of Florida.

V.
Processing Property-Related Forms

Accountable Officers should sign all forms with a blue-ink pen then send the 
original form to the Property department.


The Property Department cannot process off-campus permit, write off or transfer  
requests for university equipment until a Property representative has tagged all 
items listed on the Purchase Order or approved invoice.  Property will return to 
the department that owns the equipment any submitted forms that list items not 
yet decaled. The Department can resubmit the forms to Property after the tagging 
process is complete.

A. Property Location Add/Delete-USF Form #3001-Location Request
Use this form to request the addition or deletion of a new university location in IFIS. Submit the original form to property.
B. Property Disposal-USF Form #3008-Request for Relief from Property Accountability

University assets that no longer meet the needs of your department can be transferred to another USF department or “disposed of” in one of the methods listed below.  (Make sure before you proceed that your department actually owns the property.)

1.
Determine if the property is grant-funded.  USF Form #3008 write-offs and/or USF Form #3009 transfer requests that have grant-funded property listed on them must include all the following additional documentation:

a.
Signed approval of the department chair or Dean/Director.

b.
Signed approval from the Division of Research Grants Associate Vice President.

c.
Signed approval from the grantor allowing disposal of the property rather than returning it.

2.
Before you can dispose of property, advertise its availability on the USF Property Listserv to other University departments for three consecutive days.

a.
If another department wants the property, transfer it to that department using the USF Form #3009. Insure compliance with all University policies regarding equipment transfers.

b.
If the property remains unclaimed after the three days, you can proceed to the next step.

3.
The hard drives of all computer equipment must be manually and/or magnetically reformatted, effectively erasing the data and software to prevent infractions of copyright laws, software licensing agreements and/or security procedures regarding University data.

4.
Use a separate form for each vehicle disposal request.

5.
The options for Disposal of Property are:

a.
Donation – Donating to a non-profit organization is the preferred option of the University. Donations must have documentation from the receiving organization verifying their non-profit status including their 501(c) number and acknowledging the donation.

b.
Cannibalization - The Accountable Officer will determine if the property will be cannibalized for spare parts. If you remove anything, no matter how small, this is considered a cannibalization and the property is not valid for another type of disposal. It is the department’s responsibility to dispose of remaining property at their own cost after insuring compliance with all environmental health/safety regulations and obtaining any required certifications.

c.
Trade-In – A vendor may offer you credit for your old property towards a new equipment purchase.  Include the PO or requisition ID number for the new purchase on the form #3008.

d.
Salvage/Surplus - You can salvage property if the Accountable Officer determines it is not appropriate for donation, cannibalization or trade-in.  It is the department’s responsibility to dispose of the property at their own cost after insuring compliance with all environmental health/safety regulations and obtaining any required certifications.

e.
Bid – Furniture, equipment, vehicles and other property can be placed for sale through a bid process administered by Purchasing. Stipulations can be inserted into the bid (i.e. minimum bid offer.) The department will only receive money from the sale of furniture, equipment, vehicles and other property if it sells for $1,000 per item or more minus any advertising fee (Check with Purchasing Department for dollar amount).  If the furniture, equipment, vehicles and other property sells at below $1,000 per item - the department receives nothing. The bid proceeds goes into a surplus account minus the advertising fee (which will go back into the account it was charged out of.)


Cash Collections Procedure: The bidder is responsible for coming to the University of South Florida to pay for and receive the asset.  When a winning bidder is declared, Purchasing will notify the Campus Business Services Fiscal Assistant of the bid award.  A bill will be created in FAST and mailed to the winning bidder.  The winning bidder must have a payment receipt before they can claim the furniture, equipment, vehicle or other property. 
f.
eSurplus - This is an online bid process for furniture, equipment, vehicles and other property.  The department must provide a picture of the property and indicate its condition.  Include any pertinent information regarding:

*
The items to be sold.


*
The minimum bid amount.


*
A chart field string for deposit of funds for the sales 
commission and the sales commission to be charged 
against.


The bid advertisement is posted on a Public Surplus site.


Cash Collections Procedure: The bidder is responsible for coming to the University of South Florida to pay for and receive the asset.  When a winning bidder is declared, Purchasing will notify the Campus Business Services Fiscal Assistant of the bid award.  A bill will be created in FAST and mailed to the winning bidder.  The winning bidder must have a payment receipt before they can claim the furniture, equipment, vehicle or other property.
g.
Other – This should be used sparingly. Include a detailed explanation for choosing this option.  Processing can take longer and the Property Department may require additional documentation on a case-by-case basis.

6.
Once you have decided on your options, fill out the USF Form #3008, have it signed by the Accountable Officer and submit the original copy to the Property Department, AOC 200.

7.
The Property Department receives the form and submits it to the Survey Board. Once the Survey Board signs the form as approved, you will receive a letter authorizing you to proceed with your choice of disposal.  The USF decal or property number sticker must be removed or blocked out before any disposal other than transfer to another USF department.

C.
Property Transfer-USF Form #3009


The department transferring the property fills in the current information for each 
item being transferred and must:
1. 
Enter the “Transfer From” Chart Field Combination. Use a 




different form for each change in chart field combination. 




Coordinate with the “Transfer To” Departments when they have 



changes in the chart field combination.

2. 
Determine if the property is grant-funded.  USF Form #3009 


transfer requests that have grant-funded property listed on them 


must include all the following additional documentation:

a.
Signed approval of the department chair or Dean/Director.

b.
Signed approval from the Associate Vice President of the 


Division of Research Grants.

c.
Signed approval from the grantor allowing transfer of the 


property rather than returning it.

3. 
List the Tag#, description of item, serial number of item and the 


“From” location by building abbreviation and room number.

4. 
Obtain the “From Accountable Officer signature.” In the event that 

the Accountable Officer is not available, the Property Department 


will accept the signature of the Department Chairperson, Dean, 


Director or VP.

5. 
If this is a change in location only, include the “To” location by 


building-abbreviation and room number, then send the form to the


Property Department.

6. 
If this is also a change in department, forward the form to the 


receiving department so that they may fill out their sections.

The department receiving the property fills in the appropriate fields for each item 
being transferred and must: 

1. 
Enter the “Transfer To” Chart Field Combination. If the items are 


going to different chart field combinations, coordinate with the 


“Transfer From” department to use a different form for each 


combination.

2. 
The “Transfer From” department will have filled out the 



information regarding Tag#, description, serial number and 



“From” location. Verify this information is correct and add the 


“Transfer To” location by building abbreviation and room number.

3. 
Obtain the “To Accountable Officer signature.” In the event that 


the Accountable Officer is not available, the Property Department 


will accept the signature of the Department Chairperson, Dean, 


Director or VP.

4. 
You cannot transfer property to a grants/sponsored awards fund. 


Verify the “transfer to” fund is in compliance with this 



requirement.  Forms that do not comply will be sent back for 


correction.  

5. 
Forward the completed original form to the Property Department 


for processing.


The departments involved in the transfer are responsible for arranging transport 
of items to their new location.


When the Property Department gets the form, they will update the property 
master 
file to reflect the change.
D.         Property Unlocated or Stolen-USF Form #3010

When university property with an acquisition cost of $1,000.00 or more is unlocated or stolen, the designated Accountable Officer must complete and submit a USF Form #3010 to the Property Department.  Once the Property Department has received the form and verified its accuracy and compliance to University policies and procedures, they will change status of the listed equipment to “disposed” in the property master file.  If the equipment is found at a later date, the Property Department will reinstate it to the assigned chart field at the time of the original write-off.
1.
The USF Form #3010 must be typed or legibly written and signed 


by the Accountable Officer.  Incorrect, incomplete and/or 



unreadable forms will be sent back for clarification.

2.
Only one chart field combination per form.  Indicate the 



department/college name.  

3.
Provide the name and the phone extension of the contact person 


responsible for submitting the request.  This contact person should 


be familiar with unlocated or stolen equipment reporting processes.

4.
Maximum of three items per form, one item per line.  If you have 


more than three items, submit additional properly-completed 


forms.

5.
Provide the tag number, a complete description of the missing 


item, serial number, and the condition of the item when last 


observed.  Condition code:  N=New; G=Good; F=Fair; P=Poor

6.
Under reason for request, check one box only.

7.
If the property was stolen, attach a copy of the police report and 


case number.  
Forms submitted without this information will be 


returned unprocessed.

8.
Property only requires this form when the equipment that is 


unlocated or stolen has an acquisition cost of $1000.00 or more.

9.
If the property is federally grant-funded, include signed approval 


from the Associate Vice President of the Division of Research 


Grants and report the loss to the federal grantor/agency in 



compliance with federal guidelines.

10.
Submit the original form to the Property Department.


E.
Property Report of Item Expense for Equipment Manufactured or 


Assembled at the University of South Florida-USF Form #3069

For equipment manufactured and/or assembled at the university, the Accountable 
Officer is required to:
1. 
Complete a Report of Equipment Manufactured and/or Assembled 


at USF. (USF Form #3069)
2.
Notify a Property representative of any equipment that was 



assembled and/or manufactured at the university from parts or 


basic materials purchased from expense funds so that the 



equipment can be tagged and placed on the university's property 


records database.
3.
Submit the original form to the Property Department. 


Cost records must be kept by department representatives in order to determine the 
cost of materials used in the manufacturing of such equipment. The finished piece 
of equipment is accounted for in the same manner as other university property. 
The equipment is then assigned a property tag number, room number, and 
building prefix. All of the information is recorded in the property records 
database. 


Equipment manufactured by a Physical Plant or Working Capital representative, 
utilizing raw materials bought for the construction of any items, should be 
reported. After the item is manufactured, the Accountable Officer must:
1.
Complete a Report of Equipment Manufactured/Assembled at 


USF. (USF Form #3069)
2.
Notify a Property representative when the equipment is received. 


The finished piece of equipment is accounted for in the same 


manner as any other university property. The equipment is 



assigned a property tag number, room number, and building prefix. 

All of the information is recorded in the property records database.

3.
Submit the original form to the Property Department.


F.
Property Off-Campus Permit-USF Form #6028


1.
For all property with an acquisition cost of $1,000.00 or more, you 



must submit the Off-Campus (6028) form to Property Department. 



Use a separate form for each change in chart field combination 



and/or custodian/user. Your department is responsible for tracking 



University equipment costing less than $1,000.00.



2.
Use this permit when equipment is taken to an off-campus 




location, such as homes or field research facilities. Equipment can 



be removed only for official University purposes and must be 



returned to an on-campus location when its USF purpose has been 



fulfilled, when the custodian/user takes a leave of absence or when 



the custodian/user terminates employment and/or business with the 


University. 



3.
The information on this permit must be typed or legibly printed, 



then signed by the USF-employed custodian and the Accountable 



Officer, as defined by the Signature Authorization department, 



before the equipment leaves the University premises. Property that 



will be in the possession of a non-employee must have the name, 



employee ID# and signature of a USF-employed custodian that 



will take full responsibility for the equipment. If no proper 




custodian is listed or the name is not legible, then by default the 



Accountable Officer assumes all responsibility. New equipment 



costing $1,000.00 or more cannot be removed for any reason until 



a tag number has been assigned and affixed to the equipment by a 



property representative.



4.
Fill out all the appropriate fields on the permit. If you are unsure 



about certain information, contact a property representative. 



Erroneous forms will be returned unprocessed to the Custodian for 



correction.



5.
Send the original permit to the Property Department, keep a copy 



for your own department files and give a copy to the 




custodian/user of the equipment.



6.
The custodian/user must keep a copy of the permit with the 




equipment at all times. (The University Police will stop any person 


seen removing USF-owned equipment and ask for the proper 



documentation.) This form may also be useful for any insurance 



claims. The custodian remains responsible for the equipment until 



Property receives notification of its return to the University signed 



by the Accountable Officer. 



7.
When the equipment is returned, print the return location on your 



department copy of the permit in the space provided and have it 



signed by the Accountable Officer. For partial returns, indicate the 



equipment returned and have it initialed by the Accountable 



Officer. Make copies for your department records and personal 



files then send the permit to Property.



8.
To renew a permit for another year, submit a new, properly 




completed form to Property Department. Equipment may need to 



be returned to the University periodically for inventory 




verification. 



9.
This form must be approved and signed by the Accountable 



Officer or a designee as defined by Signature Authorization.  If 



the Accountable Officer wishes to delegate signing authority, 



he or she should contact Signature Authorization to have 




employees added to the official authorization listing.  Without the 



proper signature, the form will be returned to the custodian 




unprocessed.
VI.
Miscellaneous


Personal books and equipment belonging to University personnel are to be 
appropriately marked and identified by the owner in order to prevent any 
misunderstanding of ownership.

VII.
Accounting for Property

The accounting for the University’s property is handled by the University 
Controller’s Office.  The Property department works closely with the Fixed Asset 
Accountant and the Financial Reporting Manager, as well as other Accounting 
personnel in the Controller’s Office.  Property aids the Accounting function in 
determining which University purchases get capitalized as assets.

Property maintains the University’s asset records, which enables the Accounting 
function to classify the assets in the correct categories and report them 
accordingly on the University’s financial statements.  Property also aids in 
determining the correct profiles for assets, which is necessary for the Accounting 
function to complete the depreciation process.

Essentially, the Property department is responsible for managing the physical 
aspect of the University’s assets, while the Controller’s Office is responsible for 
managing the financial aspect.
VIII.
Federal Guidelines for Managing Assets acquired by Sponsored Awards


The University of South Florida complies with all Federal requirements for 
equipment owned or granted by the Federal Government.  Below is the 
documentation from the Department of Defense (DoD) property manual regarding 
federal property procedures.
To Manage Department of Defense Assets/Property, Contractor must be in compliance with the following Fifteen Functions.

FUNCTION I: PROPERTY MANAGEMENT. The process of maintaining an adequate Property Control System for Government-Property; reporting LDD; and the process of contractor internal self audit.
FUNCTIONAL SEGMENT: MANAGEMENT

Criteria

1. Contractor written policies and procedures provide for effective property control of each type of Government asset in its possession.   USE CLASS II - JUDGMENT SAMPLING 

2. Contractor procedures are maintained in an up to date status that meet contractual requirements, with changes submitted top A for review, and are readily available to personnel accountable for or otherwise responsible for Government property. USE CLASS II - JUDGMENT SAMPLING 

3. Contractor prepares and implements a plan of corrective action and furnishes the plan to the PA promptly after notification of a system deficiency or incident of LDD, where applicable. USE CLASS II - JUDGMENT SAMPLING
 
4. Contractor provides immediate interim protection of Government property in response to identified deficiencies until permanent measures are taken. USE CLASS II - JUDGMENT SAMPLING 
FUNCTIONAL SEGMENT: REPORTING OF LOSS, DAMAGE AND DESTRUCTION (LDD)

Criteria

1. Contractor promptly identifies, investigates, and reports incidents involving L,D, and D of Government property to the PA and other appropriate authorities, as required.  USE CLASS II - JUDGMENT SAMPLING 

2. Contractor promptly furnishes all necessary data to substantiate requests for relief of responsibility.  USE CLASS II - JUDGMENT SAMPLING 
FUNCTIONAL SEGMENT: CONTRACTOR AUDITS OF GOVERNMENT PROPERTY

Criteria

1. Contractor performs audits of property management issues in accordance with company policy and promptly initiates corrective actions when audits disclose deficiencies. USE CLASS II - JUDGMENT SAMPLING 

2. Contractor audit function coordinates review plans and results with the PA to preclude duplication of effort and enhance problem resolution. USE CLASS II - JUDGMENT SAMPLING 
FUNCTION 2: ACQUISITION. The process of acquiring Government property either through requisition or transfer from Government sources or through purchase, including those made from contractor stores. 
FUNCTIONAL SEGMENT: ACQUISITION AUTHORITY

Criteria

1. Contractual provisions and requirements related to Government property are flowed down to appropriate contractor property acquisition organizations. USE CLASS II - JUDGMENT SAMPLING

2. Contract authority exists for acquisition of facilities and special test equipment. USE CLASS I - STATISTICAL SAMPLING

3. Material transfers between contracts are adequately documented. USE CLASS I - STATISTICAL SAMPLING

4. CO consent or approval is obtained when required. USE CLASS I - STATISTICAL SAMPLING 
FUNCTIONAL SEGMENT: CATEGORIZATION OF PROPERTY

Criterion

Categorization of property is correctly determined before acquisition or fabrication. USE CLASS I - STATISTICAL SAMPLING 
FUNCTIONAL SEGMENT: REQUIREMENTS COMPUTATIONS

Criterion

Requirements for property must be supported by bills of materials, materials requirement lists, or similar technical planning documents that include spoilage or loss estimates, attrition, and mortality rates. USE CLASS I - STATISTICAL SAMPLING
  

FUNCTIONAL SEGMENT: ORDERING PRACTICES

Criteria

1. Acquisition documents include detailed and accurate description of assets to be acquired and contract or equivalent code designator. USE CLASS I - STATISTICAL SAMPLING

2. Items and quantities requisitioned, purchased, or fabricated are reasonable, contractually authorized, based on firm requirements, and are not available from existing stocks. USE CLASS I - STATISTICAL SAMPLING

3. Economic ordering practices are properly applied, when applicable. USE CLASS I - STATISTICAL SAMPLING

4. Orders are processed in a timely manner to minimize emergency acquisitions or requisitions. USE CLASS I - STATISTICAL SAMPLING

5. On-order assets are monitored until assets are received. USE CLASS I - STATISTICAL SAMPLING

6. On-order assets are cancelled or amended, to the extent possible, when requirements are changed by contract modification, engineering change, terminations, production schedule revision, and receipt of "pushed" items, etc. USE CLASS I - STATISTICAL SAMPLING

7. Distribution, cancellation, and change of purchase requisitions are properly controlled. USE CLASS I - STATISTICAL SAMPLING
  

FUNCTIONAL SEGMENT: MILSTRIP ACQUISITIONS

Criteria

1. Requisition documents are properly prepared and processed including routing identifiers, fund code, priority designator, etc. USE CLASS I - STATISTICAL SAMPLING

2. Status file is maintained, supply status monitored, and appropriate action taken when required. USE CLASS I - STATISTICAL SAMPLING

3. Requests are submitted in a timely manner to minimize use of emergency priorities. USE CLASS I - STATISTICAL SAMPLING
FUNCTION 3: RECEIVING. The process of Government property initially entering into a contractor's custody.
FUNCTIONAL SEGMENT: RECEIVING PROCESS

Criteria

1. Property is promptly examined upon arrival to determine quantity received, determine condition, and identify transit-related discrepancies. USE CLASS I - STATISTICAL SAMPLING

2. Carrier's representative signature is obtained when shortages or other transit related discrepancies are identified at time of delivery.  USE CLASS II - JUDGMENT SAMPLING

3. Receiving reports are promptly prepared that document items and quantities received, condition, shipping data, date received, etc. USE CLASS I - STATISTICAL SAMPLING

4. Items received are reconciled against requisition documents, purchase orders, packing lists or related documents to ensure accountability for all items, attachments, and accessories. USE CLASS I - STATISTICAL SAMPLING

5. Item received by contractors for rework, processing, or repair under terms of contract warranty provisions are identified and documented during the receiving process. USE CLASS I - STATISTICAL SAMPLING

6. Completed receiving reports are promptly distributed to designated inventory control points, accounting functions, etc. , to ensure full accountability is established. USE CLASS I - STATISTICAL SAMPLING

7. Incoming property is provided adequate protection and storage during the receiving process. USE CLASS I - STATISTICAL SAMPLING

8. Returnable and reusable containers are properly controlled and accounted for. USE CLASS I - STATISTICAL SAMPLING
FUNCTIONAL SEGMENT: DISCREPANCIES INCIDENT TO SHIPMENT

Criteria

1. Misdirected shipments and other discrepant property is adequately segregated and controlled pending receipt of disposition instructions. USE CLASS II - JUDGMENT SAMPLING

2. Causes of discrepancies are investigated and documented.  USE CLASS II - JUDGMENT SAMPLING

3. Contractor initiates appropriate discrepancy reports and notifies the PA and/or Government transportation officer. USE CLASS I - STATISTICAL SAMPLING
FUNCTION 4: IDENTIFICATION.  The process of properly identifying Government property.
FUNCTIONAL SEGMENT: IDENTIFICATION PROCESS

Criteria

1. Assets are labeled, tagged, or otherwise identified in a manner approved by the PA promptly upon fabrication or receipt. USE CLASS I - STATISTICAL SAMPLING

2. General purpose components of special test equipment are identified in a manner to facilitate removal and reutilization. USE CLASS I - STATISTICAL SAMPLING
FUNCTION 5: RECORDS. The official accountable records maintained by a contractor to show status and to control all Government property furnished to or otherwise acquired by the Contractor.


FUNCTIONAL SEGMENT: ALL RECORDS OF GOVERNMENT PROPERTY

Criteria

1. Property control records conform to FAR or other contractual requirements and are accurately maintained for all Government property at the contractor primary and alternate locations as well as subcontractor locations. USE CLASS I - STATISTICAL SAMPLING

2. Support documentation used for posting entries provides complete, current, and auditable data. USE CLASS I - STATISTICAL SAMPLING

3. Transactions, including location changes, are promptly posted. USE CLASS I - STATISTICAL SAMPLING

4. Records are established for all assets purchased, fabricated, furnished by the Government, parts removed or recovered, or transferred from other work of the contractor.  USE CLASS I - STATISTICAL SAMPLING 

5. Sensitive property is accurately reflected on inventory control records.  USE CLASS I - STATISTICAL SAMPLING

6. Inventory control records are closed by means of proper posting entry , adequately supported by documentation. USE CLASS II - JUDGMENT SAMPLING
FUNCTIONAL SEGMENT: MATERIAL RECORDS

Criteria

1. Stock levels and reorder points are reflected on records, where applicable, are reasonably sound, and are consistent with contract provisions. USE CLASS I - STATISTICAL SAMPLING

2. Receipt and issue records are maintained as authorized by the PA. USE CLASS I - STATISTICAL SAMPLING

3. Records required by MMAS provisions are properly maintained. USE CLASS I - STATISTICAL SAMPLING
FUNCTIONAL SEGMENT: INDUSTRIAL PLANT EQUIPMENT RECORDS

Criterion

DD Forms 1342, DoD Property Record, are prepared and submitted in a timely manner of each item identified as industrial plant equipment including updates to report status changes. 
FUNCTIONAL SEGMENT: WARRANTY ITEM RECORDS

Criterion

Accountable records are established for items returned to the contractor for rework, processing, or repair under warranty. USE CLASS I - STATISTICAL SAMPLING
 
FUNCTIONAL SEGMENT: CUSTODIAL RECORDS

Criterion

Custodial records are established for items issued from tool cribs, guard force, protective clothing, and other items issued to individuals for use in their work. USE CLASS I - STATISTICAL SAMPLING

FUNCTION 6: MOVEMENT. The process of moving all types of Government property. It includes movement from one point to another within a contractor's facility, movement between facilities, for any purpose, and protection during movement. 

FUNCTIONAL SEGMENT: MATERIAL HANDLING

Criteria

1. Item is moved under proper authority, supported by approved documentation; i.e. , issue slips, shipping ticket, location change order, etc. USE CLASS I - STATISTICAL SAMPLING

2. Adequate protection is provided during movement, such as packing, covering, skidding, property handling equipment, procedures, techniques, and safety precautions. USE CLASS II - JUDGMENT SAMPLING
 
FUNCTION 7: STORAGE. The process of storing all types of Government property.
FUNCTIONAL SEGMENT: STORAGE AREAS

Criteria

I. Housekeeping is adequate. USE CLASS II - JUDGMENT SAMPLING

2. Government property is segregated from contractor property, when required. USE CLASS II - JUDGMENT SAMPLING

3. Adequate physical security and protection are provided for assets in both inside and outside storage. USE CLASS II - JUDGMENT SAMPLING

4. Access to property in storage is limited to authorized personnel. USE CLASS II - JUDGMENT SAMPLING

5. Assets in storage are properly packaged and preserved, when required. USE CLASS II - JUDGMENT SAMPLING
 
FUNCTIONAL SEGMENT: SPECIAL STORAGE AREAS

Criteria

1. Additional physical security and protection are provided for sensitive items. USE CLASS II - JUDGMENT SAMPLING

2. Special controls and inspections are provided for items in storage subject to corrosion, humidity, temperature, age controls, etc. USE CLASS II - JUDGMENT SAMPLING
 
FUNCTION 8: PHYSICAL INVENTORIES. The process of physically locating and counting Government property and comparing it to records of such property, including the posting of findings and adjustments and the reporting of adjustments to the PA.

FUNCTIONAL SEGMENT: PERFORMANCE

Criteria

1. Physical inventories are performed in accordance with schedules and procedures approved by the PA including those prescribed by MMAS requirements. USE CLASS II - JUDGMENT SAMPLING

2. Physical inventories are conducted by personnel other than those maintaining records or having custody of property. USE CLASS II - JUDGMENT SAMPLING

3. Property inventoried is properly sighted and counted, either manually or electronically. USE CLASS I - STATISTICAL SAMPLING

4. Physical inventories, adequate for disposal purposes, are performed promptly upon contract completion or termination unless waived by the PA. USE CLASS II - JUDGMENT SAMPLING
FUNCTIONAL SEGMENT: RECORDING

Criteria

1. Inventory is posted to accountable record within reasonable period. USE CLASS I - STATISTICAL SAMPLING

2. Posting to accountable record is completed, accurately showing date and quantity, and clearly identified as an inventory entry. USE CLASS I - STATISTICAL SAMPLING
FUNCTIONAL SEGMENT: MATERIAL RECORDS ADJUSTMENTS
Criteria

1. Material quantity adjustments are promptly posted to accountable records. USE CLASS I - STATISTICAL SAMPLING

2. Adjustments are complete on date and quantity and are clearly identified as inventory adjustments. USE CLASS I - STATISTICAL SAMPLING
FUNCTIONAL SEGMENT: REPORTING INVENTORY FINDINGS

Criterion

Results of physical inventories, including all adjustments and L, D and D identified as a result of physical inventories, are promptly reported to the PA.  USE CLASS I - STATISTICAL SAMPLING
FUNCTION 9: REPORTS. The preparation and submission of reports reflecting the status of Government property as required by contract or regulation.

FUNCTIONAL SEGMENT: ACCURACY AND COMPLETENESS

Criteria

1. Responsibility for reports preparation is clearly assigned to specific function(s). USE CLASS II - JUDGMENT SAMPLING

2. Source(s) of data are clearly defined, accurate, and current. USE CLASS II - JUDGMENT SAMPLING

3. Appropriate audit or other method is employed by the contractor to verify report accuracy and completeness. USE CLASS II - JUDGMENT SAMPLING
FUNCTIONAL SEGMENT: REPORT SUBMISSION

Criteria

1. Controls are maintained to identify:  USE CLASS II - JUDGMENT SAMPLING
      a. Contracts subject to reports requirements.
      b. Specific reports required.
      c. Required submission dates for reports.

2. Procedures provide adequate lead time for orderly compilation of data and report submission. USE CLASS II - JUDGMENT SAMPLING

3. Reports are distributed according to contractual requirements. USE CLASS II - JUDGMENT SAMPLING
FUNCTION 10: CONSUMPTION. The process of  incorporating Government property, of the material or agency peculiar classification, into an end item or otherwise consuming it in performance of a contract.
FUNCTIONAL SEGMENT: REASONABLENESS OF CONSUMPTION

Criteria

1. Items are consumed only as authorized by the contract unless otherwise approved by the CO. USE CLASS I - STATISTICAL SAMPLING

2. Quantities consumed are reasonable when compared to requirements such as bill of material, material requirements lists, established scrap rates, etc. USE CLASS I - STATISTICAL SAMPLING

3. Issue documentation maintains an audit trail reflecting that items are properly consumed. USE CLASS I - STATISTICAL SAMPLING

4. Issue documentation is properly authorized and prepared. USE CLASS I - STATISTICAL SAMPLING

5. Assets are issued "first in first out" for age sensitive materials. USE CLASS II - JUDGMENT SAMPLING

6. Contractor investigates, analyzes, and reports instances of consumption above planned usage rates as property losses. USE CLASS II - JUDGMENT SAMPLING
FUNCTIONAL SEGMENT: IDENTIFICATION OF EXCESS
Criteria

1.  Using areas identify and return material to stores that is not required for current work. USE CLASS II - JUDGMENT SAMPLING

2. Degree of use or contractual authorization justifies retention. USE CLASS I - STATISTICAL SAMPLING

3. Continuous screening is accomplished using approved criteria to identify excess assets that is responsive to engineering changes, contract modifications, completions, terminations, or inactive assets. USE CLASS II - JUDGMENT SAMPLING

4. Reporting of excess is promptly initiated for all property excess of the amount needed to complete full performance under the contracts providing it or authorizing its use. USE CLASS II - JUDGMENT SAMPLING
FUNCTION 11: UTILIZATION. The process of using facilities, special tooling, special test equipment, and agency-peculiar property for the purpose for which furnished or acquired.
FUNCTIONAL SEGMENT: AUTHORIZED USE

Criteria

1. Items are used only as authorized by the contract unless otherwise approved by the CO. USE CLASS I - STATISTICAL SAMPLING

2. Methods are established for determining and allocating rental charges, when required. USE CLASS II - JUDGMENT SAMPLING
FUNCTIONAL SEGMENT: IDENTIFICATION OF EXCESS

Criteria

1. Degree of utilization or contractual authorization justifies retention. USE CLASS I - STATISTICAL SAMPLING

2. Continuous screening is accomplished using approved criteria to identify excess assets that is responsive to engineering changes, contract modifications, completions, terminations, or inactive assets. USE CLASS II - JUDGMENT SAMPLING

3. Reporting of excess is promptly initiated for all property excess of the amount needed to complete full performance under the contracts providing it or authorizing its use. USE CLASS II - JUDGMENT SAMPLING
FUNCTION 12: MAINTENANCE. The process of providing the amount of care necessary to obtain a high quality of production and the most useful service life of Government property.
FUNCTIONAL SEGMENT: PREVENTIVE MAINTENANCE

Criteria

1. Contractor obtains and complies with current technical publications for maintenance of Government property, when applicable. USE CLASS I - STATISTICAL SAMPLING

2. Item is scheduled for periodic maintenance (including technical publication compliance), when appropriate. USE CLASS I - STATISTICAL SAMPLING

3. Inspection and/or periodic maintenance is performed according to the schedule in the contractor's approved property control system.  USE CLASS I - STATISTICAL SAMPLING

4.  Unscheduled maintenance requirements are performed in an expeditious manner. USE CLASS II - JUDGMENT SAMPLING

5.  Records of preventative maintenance and corrective actions are adequate and accurate. USE CLASS I - STATISTICAL SAMPLING
 
FUNCTIONAL SEGMENT: CAPITAL-TYPE REHABILITATION (INCLUDING REAL PROPERTY)

Criteria

1. Inspection is scheduled to determine need for major repair, replacement or other rehabilitation. USE CLASS I - STATISTICAL SAMPLING

2. Inspection is performed as scheduled and results are reported including the need for major repair, asset replacement or CTR. USE CLASS I - STATISTICAL SAMPLING

3. CO approval is obtained to modify, cannibalize, or repair Government property other than repairs authorized by contract requirement or through the approved maintenance program. USE CLASS I - STATISTICAL SAMPLING

4. Rehabilitation is property accomplished when authorized. USE CLASS I - STATISTICAL SAMPLING

FUNCTION 13:- SUBCONTRACTOR CONTROL. The process of prime contractor control over subcontractors on Government property.
FUNCTIONAL SEGMENT: PRIME CONTRACTOR RESPONSIBILITIES 

Criteria

1. Subcontract reflects assets to be provided and flowdown of contract requirements including adequate instructions on subcontractor responsibilities. USE CLASS I - STATISTICAL SAMPLING

2. CO approval has been obtained for each subcontract that will relieve the subcontractor of the risk of loss of Government property and the Government must receive consideration when appropriate. USE CLASS I - STATISTICAL SAMPLING

3. When the prime contractor uses subcontractor records as its official records of Government property, and the subcontractor has a system approved by the Government, the prime contractor has implemented a system to maintain visibility of property at subcontractor locations.  USE CLASS II - JUDGMENT SAMPLING

4. The prime contractor has established an adequate system analysis program to assess the adequacy of records, control, protection, preservation, and maintenance of Government property in the possession of subcontractors unless supporting property administration has been obtained. USE CLASS II - JUDGMENT SAMPLING

5. The prime contractor properly administers the risk of loss and other provisions of subcontracts related to Government property. USE CLASS II - JUDGMENT SAMPLING
 
FUNCTION 14: DISPOSITION. The process of disclosing excess, requesting disposition instructions, and effecting disposal of Government property.
FUNCTIONAL SEGMENT: DISCLOSURE OF EXCESS

Criteria

1. In-house screening of excess assets is accomplished at contract completion or when determined to be excess, to identify possible uses on other contracts or other work of the contractor. USE CLASS I - STATISTICAL SAMPLING

2. Items determined excess are promptly reported to the Government. USE CLASS I - STATISTICAL SAMPLING

3. Declaration as excess is complete and accurate. USE CLASS I - STATISTICAL SAMPLING
FUNCTIONAL SEGMENT: DISPOSAL

Criteria

1. There is proper authority for disposition. USE CLASS I - STATISTICAL SAMPLING

2. Disposition is accomplished in compliance with FAR 45.6 or other specific contract provision. USE CLASS I - STATISTICAL SAMPLING

3. Item was disposed of within a reasonable time period after disposal authority was received. USE CLASS I - STATISTICAL SAMPLING

4. Identification tag is removed from item before disposal, when appropriate. USE CLASS I - STATISTICAL SAMPLING

5. Documentation of disposition is complete and reflects authority, disposal action, date of disposal, and is posted to record. USE CLASS I - STATISTICAL SAMPLING

6. When appropriate, proceeds from sale of assets have been credited to the Government. USE CLASS I - STATISTICAL SAMPLING
 
FUNCTIONAL SEGMENT: APPROVED SCRAP PROCEDURE

Criteria

1. Contractor complies with provision of approved scrap procedure. USE CLASS I - STATISTICAL SAMPLING

2. Proceeds from scrap sales have been properly credited. USE CLASS I - STATISTICAL SAMPLING
FUNCTION 15: CONTRACT PROPERTY CLOSE-OUT. The process of properly closing out the property element of a contract.
FUNCTIONAL SEGMENT: RELIEF FROM RESPONSIBILITY

Criteria

1. Contractual authorization or CO approval is obtained to transfer Government property from a completed contract when identified for use on other contracts or for retention of idle assets (except for contractor's purchase or retention at cost of contractor-acquired property). USE CLASS I - STATISTICAL SAMPLING

2. Inventory adjustments, liability determinations, and other property issues are resolved before contract close-out. USE CLASS I - STATISTICAL SAMPLING
FUNCTIONAL SEGMENT: FINAL CONTRACT REVIEW

Criteria

1. Contractor property management organizations are aware of contracts approaching completion. USE CLASS II - JUDGMENT SAMPLING

2. Lists of special tooling subject to the special tooling clause are provided to the Government for disposition purposes. USE CLASS I - STATISTICAL SAMPLING

3. Prescribed reports required for completed contracts are properly submitted. USE CLASS I - STATISTICAL SAMPLING

4. The contractor notifies the PA promptly when all pending actions on property-related matters are completed. USE CLASS I - STATISTICAL SAMPLING

For more information on Managing Department of Defense (DoD) Assets/Property, click the DoD manual via the link below.


DOD Manual or navigate to https://acc.dau.mil/GetAttachment.aspx?id=30549&pname=file&lang=en-US&aid=5407
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