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OFFICE OF MISSION SUPPORT

September 29, 2021

RE: Request Number: EPA-2021-006620

Thank you for your Freedom of Information Act request. This letter concerns the above-referenced
Freedom of Information Act (FOIA) request, received by the U.S. Environment Protection Agency
(EPA) Freedom of Information Office on September 20, 2021 in which you requested “A copy of the
EPA Personal Property Policy and Procedures Manual.”

The Office of Mission Support, Office of Administration has reviewed your request and is providing a
full release.

Final Appeal Rights and Contact Information

You can access the records via FOIAonline.

This letter concludes our response to your request. You may appeal this determination by email at
hq.foia@epa.gov, or by mail to the EPA’s National FOIA Office, U.S. EPA, 1200 Pennsylvania
Avenue, N.W. (2310A), Washington, DC 20460 or through FOIAonline, if you are an account holder. If
you are submitting your appeal by hand delivery, courier service, or overnight delivery, you must
address your correspondence to 1200 Pennsylvania Avenue, N.-W ., WJC-N Building, Room 7309C,
Washington, DC 20460.

Your appeal must be in writing, and it must be received no later than 90 calendar days from the date of
this letter. The Agency will not consider appeals received after the 90 calendar day limit. Appeals
received after 5:00 pm EST will be considered received the next business day. The appeal letter should
include the FOIA tracking number listed above. For quickest possible handling, the subject line of your
email, the appeal letter, and its envelope, if applicable, should be marked “Freedom of Information Act
Appeal”

If you need any further assistance or would like to discuss any aspect of your request, you may seek
assistance from EPA’s FOIA Public Liaison at hq.foia@epa.gov or call (202) 566-1667. You may also
seek assistance from the Office of Government Information Services (OGIS). You may contact OGIS in




any of the following ways: by mail, Office of Government Information Services, National Archives and
Records Administration, 8601 Adelphi Road, College Park, MD 20740-6001; email: ogis(@nara.gov;
telephone: (202)741-5770 or (877) 684-6448; or fax: (202) 741-5769. For all media inquiries, please

contact press(@epa.gov.

Sincerely,

Digitally signed by YVETTE

YVETTE JACKSON Jackson

Date: 2021.09.29 08:20:52 -04'00'

Yvette Jackson, Director
Office of Administration
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NOTICE

This Manual presents a summary of the EPA Personal Property Management Program
guidelines. It is not meant to be a complete or detailed description of all EPA regulations. For
more information concerning specific requirements, consult the authorities and references
cited throughout this Manual.
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FOREWORD

The U.S. Environmental Protection Agency (EPA) Personal Property Manual, (hereafter referred to as the
‘Manual’) is the authoritative reference for the EPA’s management of personal property. The Manual
supplements and implements authorities derived from Title 41 of the Code of Federal Regulations (CFR)
Chapter 102, “Federal Management Regulation;” 48 CFR §1545, “Government Property”; 48 CFR §52.245,
“‘Government Property;” and 48 CFR Chapter 15, “EPA Acquisition Regulations,” related to the acquisition,
accounting, management, utilization and disposal of government personal property. It incorporates relevant
public laws, U.S. Code, executive orders, regulations of control agencies such as the General Services
Administration, Government Accountability Office, Federal Accounting Standards Advisory Board and the
Office of Management and Budget, as well as agency directives.

The goal of the Manual is to ensure compliance with federal mandates affecting the management and
operation of the EPA Personal Property Management Program (PPMP). It furnishes guidance for the
acquisition, receipt, use, and disposal of EPA personal property.

This Manual provides the EPA with a single comprehensive source of information that will support agency
efforts to achieve the goals of the Executive Branch pertaining to personal property management. It also
creates a new organizational climate or culture in managing EPA personal property, shaped by the values
maintained and demonstrated by EPA management through its written policies, procedures, words and
actions and implemented by EPA employees and contractors.

The office responsible for this publication is the Office of Administration and Resources Management,
Office of Administration, Real Property Services Staff (RPSS). Once signed, periodic updates will be made
to this Manual when new personal property management principles and policies are implemented. The
approving official will revalidate this Manual when changes aggregate to such a level that it requires
reissuance. Requests for exception to requirements contained in this publication, as well as recommended
changes to this Manual, must be submitted in writing through official correspondence to the RPSS. This
Manual is located on the EPA Intranet at the following link
http://intranet.epa.gov/oa/rpss/property/index.htm .

| endorse this Manual and the EPA PPMP. | encourage each of you to carry out your appointed roles and
responsibilities to the best of your ability with the utmost professionalism while maintaining the highest ethical
standards.

Donna Vizian
Acting Assistant Administrator
Office of Administration and Resources Management
U.S. Environmental Protection Agency

FOREWORD ‘I‘
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EXECUTIVE SUMMARY

The U.S. Environmental Protection Agency (EPA) was established in 1970, and enacted into law under the
Reorganization Act Amendments of 1984, Title 5, United States Code (U.S.C.), Section 901, Public Law [PL]
98-614, Nov. 8, 1984, 98 Stat. 3192. As the EPA continues to mature, we must take a unified and integrated
approach to policies and procedures to enhance our ability to perform our missions. Together, the agency
has a wealth of personal property and managing this property throughout the EPA presents unique
challenges. The EPA policy statement, as included in the agency’s Strategic Sustainability Performance Plan
issued in June 2015, states in part: “EPA continues to support its commitment to reduce its carbon footprint,
conserve resources, protect the environment, and address climate change adaptation...EPA applies the
overarching principles of leadership by example, accountability, mission enabling, community awareness,
continuous improvement, lifecycle cost effectiveness, transparency, and conservation first to reduce
greenhouse gas emissions. The agency recognizes the need to continue to serve as a model for other federal
agencies in reducing its impact on the environment. Taking budget conservations into account, EPA plans to
continue to invest in human and financial resources needed to support ongoing, cost-effective improvements
in its energy and environmental performance.” Incorporating sustainable practices into our mission conserves
energy and natural resources, reduces pollution and contamination releases, enhances the workplace
through less exposure to hazardous materials and chemicals, and strengthens our environment by
encouraging energy independence. Employees at all levels within the agency must be responsible and
accountable for integrating environmental stewardship into their day-to-day activities to reduce the
environmental impact of their activities and to protect natural resources. These precepts are integral aspects
of all agency activities. Incorporating sustainability into day-to-day business processes, decision-making and
the property management lifecycle is an important step in enhancing mission performance and demonstrating
our commitment to compliance with environmental and energy statutes, regulations, and executive orders
and protecting the nation's natural resources.

The EPA is committed to meeting these challenges with solutions that benefit program/regional offices, the
agency, the federal government and its citizens. A listing of the program/regional offices are in Appendix G,
“‘EPA Program/Regional Offices.” Our collective commitments will ensure that the EPA can meet its missions
and goals of safeguarding the citizens of the United States.

This Manual presents policy guidance on personal property management issues for EPA employees and
contractors. For the purpose of this Manual, personal property is defined as any property, except real
property. References to the agency hereafter refer to the EPA. All EPA employees and contractors must
adhere to the policy guidance set forth in the Manual when executing personal property management
functions on behalf of the EPA.

In publishing this Manual, the EPA sets out to establish common property management policy and guidance
across the agency. Personal property management professionals throughout the EPA shall share one
common goal, the sustainability of the EPA Personal Property Management Program. Sustainability
measures touch every facet of asset lifecycle management by preventing unneeded procurement,
maximizing asset utilization, having effective asset identification and tracking systems, controlling

EXECUTIVE SUMMARY ‘II‘
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administrative costs, and having an effective disposition plan. Through a unified approach to sustainability in
the management of the EPA personal property assets, the agency will effectively meet its missions.
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CHAPTER 1. GENERAL

This Manual implements the U.S. Environmental Protection Agency (EPA) Directive 4832 “Personal Property
Management Program.” The EPA is responsible for protecting human health and the environment. For the
EPA to effectively perform its mission, the agency’s personal property assets must be properly managed.

This Manual was developed to serve as a property management tool that establishes uniform EPA standards
and guidance in the management of EPA personal property. This Manual is based on:

e - 41 CFR Chapter 102, Federal Management Regulation (FMR);

o - 48 CFR §1545, Government Property;

- 48 CFR §52.245, Government Property;

o - 48 CFR Chapter 15, EPA Acquisition Requlations (EPAAR);

« - International Organization for Standardization (ISO) 55000: 2014 “Asset Management”; and

o - Other applicable laws, regulations, executive orders (EOs) and control guidance relating to
government furnished property.

The Assistant Administrator of the Office of Administration and Resources Management (OARM) is
responsible for the development and maintenance of this Manual.

1.1 PURPOSE AND SCOPE

The purpose of this Manual is to serve as the primary guiding authority for the management of EPA personal
property assets where records and controls must be maintained. The Manual supplements those portions of
the FMR and other authorities and regulations, as revised, which pertain to the management of personal
property assets in the EPA.

” o«

Note: The terms “property,” “asset,” “personal property” and “federal or government furnished property,”
as used in this Manual are synonymous terms.

1.2 GENERAL

This Manual serves to provide general and specific guidance in the management of EPA personal property
assets. The main body of the document is intended to provide guidance and references on EPA policy and
federal regulations that apply to almost all personal property. Additional guidance may be issued in the form
of Appendices to this Manual, or as separate documents, to address specific types of personal property that
may require special handling.

This guidance applies to all EPA personal property assets under the accountability and stewardship of fixed
facilities and all temporary or permanent facilities during both disaster and non-disaster periods.
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A key goal of this Manual is to ensure that EPA personal property assets are managed in accordance with
all laws, regulations and EPA policy, and that asset management decisions are based on sustainability,
maximizing return on investment and in the overall best interests of the government and all citizens.

The main objective of the Manual is to provide guidance and references for all program/regional offices, so
they may develop internal procedures that implement the laws, regulations and EPA policies pertaining to
the management of government personal property. Appendix G, “‘EPA Program/Regional Offices,” lists all
program/regional offices as defined by the EPA.

1.3 AUTHORITIES AND REFERENCES

The main regulatory authority, the FMR, governs the management of government personal property. In
addition, the ISO 5500: 2014 series includes three standards that govern asset management. Specifically,
the 1ISO 55001 standard requires an integrated, effective asset management system that is currently in a
draft EO titled, “Establishing a Common Asset Management System.” This Manual provides excerpts directly
from the FMR, and other government references to provide direct guidance and reference to the regulations.

EPA Directive 4832, “EPA Personal Property Policies and Procedures Manual,” and all authorities contained
herein are incorporated in this Manual. All authorities and references mentioned in this Manual are listed in
Appendix A, “Authorities and References.”

1.4 PROPERTY MANAGEMENT GUIDING PRINCIPLES
The following nine guiding principles govern the management of personal property within the EPA:

« Maximize the return on investment.

« Manage the inventory effectively.

« Minimize the cost of management systems.

« Make excess the first source of supply.

» Maximize reuse.

» Meet national disposition objectives.

« Enhance recycling and energy conservation efforts.

« Ensure property managers are well-trained.

«  Ensure property accountability is a top priority while achieving the agency mission.

Through collaborative and innovative efforts of all employees, the EPA will achieve its goals and objectives
related to personal property management.

1.5  SUPPLEMENTAL PERSONAL PROPERTY PROCEDURES

Developed in coordination with program/regional offices, the Manual serves as the foundation for all
program/regional offices’ Personal Property Management Programs (PPMPs), manuals, standard operating
procedures and guidance. Program/regional offices may augment this guidance with more stringent internal
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procedures to meet mission essential functions provided such instructions are consistent with the policies
and procedures prescribed in regulation or this Manual.

All program/regional offices shall establish formal processes and controls to ensure all personal property
assets are handled in accordance with all laws, regulations and EPA policy. Formal processes and controls
shall, at a minimum, address the following subject areas in sufficient detail to provide staff with the proper
guidance and instruction to perform personal property management duties.

All supplemental program/regional office instructions, procedures or guidance developed shall be
coordinated with the EPA Agency Property Management Officer (APMO) for review and approval prior to
issuance. The APMO shall coordinate reviews with individual program/regional offices as part of its oversight
responsibilities.

1.6 CHANGES AND UPDATES TO THIS MANUAL

This Manual is a living document and will be reviewed every two years and updated as conditions warrant to
ensure accuracy and applicability. The APMO is responsible for developing and maintaining this Manual.

Significant updates, such as changes in the regulation or significant EPA policy, will be processed in
accordance with EPA Manual 1315, Directives Manual, as revised. Minor updates, such as changes to
references, names, titles and minor requirements, shall be made as necessary. Program/regional offices will
be notified as changes are made and shall be responsible for keeping any convenience copies of this Manual
in their possession up-to-date. The current version of this Manual will be maintained on the EPA intranet at
http://intranet.epa.gov/oa/rpss/property/index.htm.

Program/regional offices are encouraged to provide periodic feedback, suggestions and recommendations
on the content of this Manual to ensure continued applicability, and to ensure that all opportunities to employ
best practices are shared across the agency. Feedback must be directed to the APMO, Office of
Administration and Resource Management/Office of Administration/Real Property Services Staff
(OARM/OA/RPSS).

1.7 INHERENTLY GOVERNMENTAL FUNCTIONS

While many property management functions can, and often are, performed by contractors, some functions
are inherently governmental and cannot be performed by contractors. "Inherently governmental function," as
defined in Section 5 of the Federal Activities Inventory Reform Act of 1998, Public Law 105-270, means a
function that is so intimately related to the public interest it requires performance by federal government
employees.

Additional guidance on determining whether a specific duty or position is inherently governmental can be
obtained on the OMB website. Though not an all-inclusive list, for purposes of EPA property management,
the following duties are identified as inherently governmental functions:

« Determining agency policy, such as the application of property regulations.
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« - Determining what property is to be acquired by the agency (although an agency may give contractors
authority to acquire property under a contract within specified guidelines and under other reasonable
conditions deemed appropriate by the agency).

« - Controlling the adjudicatory functions, such as conducting the administrative review or participating
on a Board of Survey (BOS).

« - Determining what agency property is to be disposed of and on what terms (although an agency may
give contractors authority to dispose of property on a contract within specified guidelines and under
other reasonable conditions deemed appropriate by the agency).

Generally, functions that involve setting policy, having oversight of government employees or that provide
final approval on an action are inherently governmental.
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CHAPTER 2. PROPERTY MANAGEMENT ROLES AND RESPONSIBILITIES
21 PURPOSE AND SCOPE

The purpose of this chapter is to define the roles and responsibilities of Property Officers who are directly
responsible for personal property management within the EPA, and to identify other key stakeholders, internal
and external to the agency, who also hold an inherent government responsibility for the management of EPA
personal property. The EPA Personal Property Management Program (PPMP) organizationally resides under
the Assistant Administrator within the Office of Administration and Resources Management (OARM).

2.2 PERSONAL PROPERTY PORTFOLIO MANAGEMENT

EPA Portfolio Management encompasses the activities that provide a consistent application of policy and
oversight for the PPMP. EPA Portfolio Management is a broad overview of the accountable personal property
footprint and how it can be managed effectively from a macro level. Personal property inventory data and
performance metrics are used to achieve the right size, right cost and right condition of the portfolio to meet
the mission of the EPA.

Coordinating this overall EPA portfolio strategy with planning, acquisition and operational functions of an
asset lifecycle is critical to reducing risk, improving fiscal accountability and enhancing the agility of the
portfolio. Portfolio management ties together EPA personal property and mobile assets through performance-
based management.

The personal property portfolio management guidance in this Manual is applicable to all EPA organizations,
including headquarters and program/regional offices.

For the purposes of this Manual, the personal property portfolio shall be defined as all property that is not
real property, is owned by or under the stewardship of EPA and is used, but not consumed, in support of the
agency’s mission.

The primary objectives for managing the EPA personal property portfolio are to:
« - Establish effective planning and scheduling of requirements to ensure that sufficient personal
property is available to support the strategic needs of EPA operations.
« - Maximize the utilization of personal property and its return on investment.
« - Ensure that property is used for official purposes only.

» - Effectively manage the inventory by providing for proper storage, maintenance, preservation and
accountability of property.

« - Define the establishment and utilization of property management records.
2.3 PERSONAL PROPERTY MANAGEMENT ORGANIZATIONS

The General Services Administration (GSA) is the governing body for personal property management
regulations and sponsors several interagency committees to facilitate collaboration on the management of
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government personal property. Working through these committees, the GSA provides policy solutions for the
comprehensive management of federal personal property. Additionally, there are nongovernmental
organizations that promote international and national standards and share best business practices, which
may be of interest to career-minded personal property professionals. Please note that the EPA does not
endorse any of these organizations and does not require membership or participation in any of them. EPA
personal property professionals seeking additional information on GSA-sponsored committee membership
should work through their Agency Property Management Officer (APMO).

2.31 Property Management Executive Council (PMEC)

The purpose of the PMEC is to establish a long-term strategic vision for government-wide personal property
management. The PMEC is engaged in collaborative efforts with commercial industry to develop best
practices in the area of asset management from asset inception through disposal. The Director of the GSA
Office of Government-wide Policy serves as chair of the PMEC.

2.3.2 Interagency Committee on Property Management (ICPM)

The ICPM conducts appropriate studies, reviews and projects, and submits recommendations to the GSA
Assistant Administrator for Government-wide Policy for improvements in government-wide property
management policies and practices. The committee consists of a representative designated by any and all
executive agencies interested in personal property.

233 EPA Personal Property Management Committee (PPMC)

The PPMC is sponsored by the EPA, and its mission is to provide a forum for headquarters and
program/regional offices to collaborate on policy, discuss requirements, coordinate tasks, synthesize
activities, facilitate data collection and develop issues for presentation to senior leadership.

The APMO chairs the PPMC. Program/regional office senior leadership shall designate one primary and one
alternate representative to the PPMC and may designate additional alternate representation at their
discretion.

2.3.4 ASTM International

GSA Federal Management Regulation (FMR) Bulletin B-18, “Procedures Covering the Use of Voluntary
Consensus Standards in Personal Property Management,” suggests that government agencies may utilize
voluntary consensus standards (VCSs, except when inconsistent with applicable law) when managing their
government personal property. It further states that “agencies are strongly encouraged to review all VCSs to
consider which standards may add value to their asset management activities.”

ASTM International is a nongovernmental, globally recognized leader in the development and delivery of
international VCSs. The ASTM’s membership includes top technical experts and business professionals
around the world, and together they develop and deliver standards, specifications and best practices used
by private industry and governments worldwide.

CHAPTER 2, PROPERTY MANAGEMENT ROLES AND RESPONSIBILITIES
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The EPA recognizes the contributions ASTM International has made to standardization and has incorporated
some ASTM standards in the policies and procedures presented in this Manual. The EPA will continue to
evaluate the application of existing and new standards as the Manual matures.

24  EPAPROPERTY MANAGEMENT ORGANIZATIONAL STRUCTURE

Personal property management within the EPA is subject to oversight by the EPA Assistant Administrator,
OARM and the Office of the Inspector General (OIG). Office of Administration and Resources
Management/Office of Administration/Real Property Services Staff (OARM/OA/RPSS) is responsible for
establishing the EPA policy for personal property management for all program/regional offices. Personal
property management functions within the agency comprise three components:

- Administration and Oversight: This includes personnel responsible for administering the EPA
policies, procedures and specific guidelines (if required) that allow appointed Property Officers to
perform their operational property management duties. These personnel will also oversee personal
property management operations to ensure compliance with federal laws, regulations and guidance,
as well as agency policies, processes, procedures and guidance.

e - Operational: This includes Property Officers who are responsible for the daily management of
personal property assigned to their program/region or Custodial Area (CA) throughout the property
management lifecycle. Operational personnel are accountable for property within their area, and can
implement additional procedures as required to effectively manage the property for which they are
accountable. However, all property management operations will be subject to oversight as specified
previously in this section.

« - Stakeholders: This includes stakeholder representatives such as the Chief Financial Officer (CFO),
Chief Information Officer (CIO) and the OIG who are responsible for the daily management and
oversight of financial and information technology (IT) activities related to personal property.
Stakeholders have equities in the property management lifecycle related to accountability,
administration of the General Ledger and preparation of the agency’s financial Statement of
Assurance, as well as managing IT investments.

Program/regional offices shall establish a personal property management support structure commensurate
with the size of their organization, number of assets, complexity of assets, vulnerability of assets,
geographical location of assets and offices, and other factors as identified by the program/regional office, to
ensure sufficient resources are allocated to effectively manage their personal property portfolio.

241 EPA Basic Property Management Organizational Structure

The EPA personal property management organization structure is comprised of 13 program offices and 10
regional offices throughout the nation. Currently, these 23 program/regional offices are further segregated
into multiple CAs. This structure can be changed to support any addition of new facilities or realignment of
programs/regions. However, the basic premise is that EPA personal property is accountable under a
program/regional office, with reporting up to the APMO in OARM/OA/RPSS.
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Figure 2-1 illustrates the basic personal property management organizational structure within the EPA and
the administrative relationship between headquarters and its program/regional offices.

Figure 2-1. Basic EPA Personal Property Management Organization Structure

U.S. EPA ORGANIZATIONAL STRUCTURE
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2.5 PROPERTY MANAGEMENT ROLES AND RESPONSIBILITIES: ADMINISTRATIVE AND
OVERSIGHT POSITIONS

Recordation is the act or process of recording, writing down or making electronic entries in a system to
document a sequence of events, transactions or circumstances. Every transaction involving EPA accountable
property shall be recorded in the official property record in the Agency Asset Management System (AAMS).
Recording property transactions and events is the responsibility of the designated EPA property official.
Generally, a property record will consist of hard copy documents, the property data elements in AAMS and
electronic copies of the hard copy documents, as well as other supporting material. In cases where electronic
signatures and/or electronic records are deemed the official record as approved by an EPA records
management official or policy, they shall serve as the official property record.

The following positions fulfill administrative and oversight roles that have impact on the EPA PPMP.
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2.5.1 Assistant Administrator, Office of Administration and Resources Management

As delegated by the Administrator of the EPA, the Assistant Administrator, OARM is responsible for
agencywide property management. Personal property includes all accountable, non-accountable, sensitive,
controlled, aviation, transportation, motor vehicles, marine vessels and government property in the
possession of a contractor. The Assistant Administrator promulgates the agency’s PPMP requirements,
provides oversight of the program and sets agency policy.

The Assistant Administrator, OARM is responsible for:

» - Providing management oversight of the EPA PPMP and activities.
« - Ensuring that an APMO is appointed, in writing, with responsibility for the agency’s PPMP.
« - Providing sufficient resources to execute property management functions.

« - Establishing internal control systems to ensure management accountability and to provide optimum
protection against fraud, waste, misuse and abuse of government property throughout the property
lifecycle.

2.5.2 Director, Office of Administration

The Director of the OA is responsible for providing leadership for the EPA PPMP.

2.5.3 Director, Real Property Services Staff

The Director of RPSS is responsible for providing leadership and guidance for the EPA PPMP, including:

« - Building core capability to reduce the agency'’s risks in the area of asset management by ensuring
the development and promulgation of consistent, correct and compliant policies and processes
through the decentralized confederation of offices and agencies that comprise the EPA.

» - Building capability to consolidate the agency’s asset data into meaningful information.
« - Building capability to develop and deploy analytical and planning processes.

« - Building capability to provide strategic guidance and oversight to ensure effective management of
the agency’s personal property portfolio.

« - Serving as the reviewing authority for matters pertaining to personal property management.
« - Appointing an APMO, in writing.
« - Serving as the reviewing authority for national boards’ findings and recommendations.

« - Approving annual capitalized personal property inventory reports certified by Senior Resource
Officials (SROs) and submitted by the APMO.

« - Submitting required external reports on behalf of the EPA PPMP.

CHAPTER 2, PROPERTY MANAGEMENT ROLES AND RESPONSIBILITIES
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254 Program/Regional Office Leadership

The Director of the RPSS has delegated specific personal property management responsibilities to
program/regional senior leadership, e.g., Assistant and Regional Administrators (Delegation of Authority 1-
4A, “Personal Property and Government Owned-Vehicles”). These officials may re-delegate their authority,
in writing, down to the Office Director level to assume the property management leadership role and
responsibilities outlined below. If this authority is re-delegated, the delegating official must formally notify the
APMO of the individual authorized to act on his/her behalf. Program/regional office leadership responsibilities
include:

- Complying with all personal property management laws, regulations, policies, guidance and
instructions enacted by the Executive Branch, Congress and the EPA.

« - Administering a sound and effective program for the management of personal property within the
program/regional office under their authority.

« - Ensuring the effective administration, maintenance, accountability, control and reporting of the
program/regional office’s personal property, including government property in the possession of
contractors.

« - Establishing internal control systems to ensure property management accountability.
« - Providing protection against fraud, waste, misuse and abuse of government property.
« - Providing sufficient resources to carry out property management responsibilities.

« - Appointing a Property Management Officer (PMO), Property Accountable Officer (PAO), Property
Utilization Officer (PUO) and a Board of Survey (BOS, cannot be Property Officers) in writing for the
Jurisdictional Program/Regional Manager under their leadership authority to the APMO.

« - Providing established reports and ad hoc requests for information to the APMO or his/her designee.

» - Providing a memorandum to the APMO regarding any planned major program change that would
affect the EPA PPMP.

» - Serving as the reviewing authority for BOS findings and recommendations.
255 EPA Division Directors and Branch Chiefs

Division Directors and Branch Chiefs, or their equivalents, are responsible for the establishment and
continuous enforcement of administrative directives and measures for EPA personal property within their
control. They are also responsible for ensuring that personal property is properly acquired, utilized,
maintained and safeguarded, and that excess property is properly reported to the PUO. Division Directors’
and Branch Chiefs’ responsibilities include:

« - Ensuring that proper resources are available to Property Custodial Officers (PCOs) to perform their
duties.

« - Designating, in writing, a PCO (and alternate PCO if required) for CAs under their authority.

» - Working with the PAO to ensure that PCO positions are filled at all times.
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« - Ensuring that accountability procedures are in place for personal property considered not
accountable.

« - Ensuring that personal property is acquired for official government use only and not for personal use.
« - Ensuring that all relocation of personal property or reassignment/relocation of EPA employees is
reported to the PCO and/or PAO.
2.5.6 EPA Agency Property Management Officer

The APMO provides leadership and direction to promote best practices, a culture of accountability and a
strategy that supports an enterprise-wide PPMP. The APMO is responsible for ensuring management and
oversight of the agency’s PPMP, which includes:

e - Structuring the PPMP in a manner to demonstrate agency compliance with all personal property
management laws, regulations, rules, policies and instructions enacted by the Executive Branch,
Congress and EPA.

« - Prescribing agency rules, policies, directives and procedures supporting the EPA PPMP.
« - Ensuring that EPA PPMP is carried out according to established policy.

« - Managing agency property management control and accountability systems that ensure effective
accountability, receipt, utilization and disposal of EPA personal property.

« - Establishing thresholds for accountability and control.
« - Providing agency oversight of program/regional office property programs.
« - Providing leadership and technical assistance to Property Officers.

« - Conducting program reviews in each program/region, recommending program improvements and
corrective actions, and reporting program effectiveness and efficiency.

» - Submitting required personal property management reports within the agency and externally.
« - Ensuring that all accountable EPA personal property is maintained in the AAMS.
« - Advising employees of their responsibilities for managing and accounting for government personal
property, as well as providing training as needed.
2.5.7 EPA Senior Resource Official

Each program/regional office has a designated SRO. The SROs are responsible for accounting for EPA
capitalized personal property. The SROs’ responsibilities include:

« - Accounting for and ensuring that EPA capitalized personal property under their jurisdiction is
safeguarded.

« - Overseeing the annual physical inventory of capitalized personal property for the program/region
within their authority and certifying to the APMO that the inventory was completed and reconciled to
the accountable property records.
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258 Program Accountable Representative (PAR)

The SROs should appoint a PAR for each program office or laboratory within the program/region under their
authority to assist with the accountability of personal property. The PAR's responsibilities include:

« - Serving as the central point of contact for their respective program office or laboratory to assist in
resolving issues that require intervention, including responding to BOS requests.

« - Supporting the annual inventory process to ensure that it is properly completed within the program
office or laboratory.

« - Assisting with efforts to ensure that all personal property is accounted for within the program office
or laboratory.

» - Providing a notice by memorandum to the PMO with regard to any EPA installation or activity
scheduled to be discontinued or about any major program change that would affect the personal
property within that program office or laboratory.

2.6 PROPERTY MANAGEMENT ROLES AND RESPONSIBILITIES: OPERATIONAL POSITIONS

Each program/regional office shall designate one PMO and one PUO, and the number of PAOs and PCOs
designated by the program/regional office may be in any quantity deemed appropriate for the effective
management of the EPA personal property. The following operational Property Officer positions perform
personal property management functions on a daily basis. The appointment of Property Officers may or may
not correlate with the employee’s official position description title.

2.6.1 EPA Property Management Officer

PMOs are responsible for the effective daily management and implementation of the PPMP throughout their
program/region. The PMOs’ responsibilities include:
« - Providing direction, leadership and general supervision of the PPMP throughout the program/region.
« - Defining the PCO CAs within his/her respective program/region.

« - Ensuring the program/region’s personal property management team, composed of a PAO, a PUO
and PCOs, is established and trained.

« - Ensuring that a BOS is established for his/her respective program/region.

« - Assisting with the establishment and maintenance of their program/region’s procedures and
satisfying the requirements of the Manual and the laws and regulations referenced therein.

« - Advising the PAO of inventory schedules and establishing a timeline for completing the annual
inventory process.

« - Ensuring that required reports are submitted to the APMO.

» - Assigning jurisdiction, in writing, to PAOs to account for and control all the program/region’s personal
property within their assigned jurisdiction.
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« - Assisting with the implementation of procedures for the repair and rehabilitation of personal property
within their program/region.

« - Providing PAOs with disposal instructions in accordance with the FMR and the EPA’s policies and
procedures.

« - Ensuring that personal property subject to loss, theft, damage or destruction (LTDD) is investigated
in accordance with the Manual, convening the BOS in appropriate circumstances and forwarding a
summary of BOS findings to the APMO once every fiscal year.

« - Issuing certification to PCOs when training has been completed and ensuring that they are recertified
every 3 years.

« - Ensuring the accountability and updated maintenance of the AAMS.
« - The APMO serves as the National Utilization Officer (NUO) and shall act as an advisor to all PUOs
in matters pertaining to utilization, redistribution and disposal of excess EPA personal property.
2.6.2 EPA Property Accountable Officer (PAO)

The PAO is responsible for ensuring the effective acquisition, management, utilization and disposal of
personal property and overall accountability of the AAMS as it relates to personal property. The PAOs’
responsibilities include:

« - Updating the AAMS to control and account for personal property assigned to his/her program/region.

« - Verifying that assets received match the assets recorded on the delivery document and assets
purchased.

» - Verifying that assets received do not contain any visual or concealed damage.
« - Ensuring that assets are decaled and identified as government property.

» - Recording all accountable property in the EPA personal property management system (e.g., AAMS),
including all mandatory data elements.

« - Maintaining current and accurate records and supporting documentation.

« - Ensuring that newly received assets are properly transferred and delivered to the appropriate
program/region and notifying the appropriate PCOs.

« - Ensuring that non-decaled accountable property, including fabricated equipment, found in the
programs/regions is recorded in AAMS.

- - Entering additions, transfers and deletions into the AAMS in a timely manner, including BOS
determinations.

« - Ensuring that annual fiscal year inventories are established and implemented to inventory all
personal property in his/her program/region.

« - Ensuring that the PCOs have current records for accountable property within their assigned CAs.
« - Ensuring that the PCOs have the necessary training to successfully perform their property-related

tasks.
Y
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2.6.3

- Ensuring that physical inventories are conducted, records are reconciled and discrepancies are

investigated and resolved.

- Designating, by name or position, those individuals authorized to sign or approve property

transaction documents.

- Ensuring that personal property is fully utilized and safeguarded from misuse or theft.
- Ensuring that unneeded personal property is promptly reported as excess.
- Ensuring that EPA Form 1740-12, “Report of Survey,” (see Appendix E, “EPA Forms”) is completed

for personal property declared LTDD and submitted to the PMO for review.
Coordinating criteria with the PMO for replacing or upgrading over-age equipment.
Ensuring that proper EPA property tags are affixed to accountable EPA personal property.

EPA Property Custodial Officer

The PCO is responsible for the proper care, use, accountability, and security of personal property assigned
to his/her CA(s). The PCOs’ responsibilities include:

Maintaining current custodial records for all accountable personal property within their assigned CAs.

Reporting immediately to the appropriate security office and the PAO any incident when property is
declared LTDD, submitting a “Survey Report Memorandum” (see Appendix E, “EPA Forms”) to the
PAO documenting the circumstances, and notifying his/her supervisor of the action taken.

- Supporting the effort to decal newly procured EPA personal property (including sensitive items), as

requested by the PMO or the PAO.

- Conducting and verifying the results of physical inventories of the personal property within their CAs

as directed by the PMO or the PAO, and reconciling discrepancies discovered during inventories.

- Assigning accountable property to EPA employees on EPA Form 1740-22, “Personal Property

Custody Card,” (see Appendix E, “EPA Forms”) or electronic equivalent.

- Verifying the return of all accountable property assigned to employees leaving the EPA and advising

the PAO to sign the Personal Property section of EPA Form 3110-1, “Employee Separation or
Transfer Checklist” (see Appendix E, “EPA Forms”).

- Issuing EPA Form 1700-9, “EPA Property Pass” (see Appendix E, “EPA Forms”) to EPA employees.
- Completing the appropriate sections of EPA transfer forms to document transfers of personal

property between CAs (EPA Form 1740-10, “Property Action Request and Memorandum Receipt,”
[See Appendix E, “EPA Forms™)).
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2.6.4 EPA National Utilization Officer

The NUOQ is responsible for promoting the acquisition and profitable use of available excess personal property
from known sources within the EPA, the GSA, and other federal agencies. The NUO’s responsibilities include:

« - Serving as the technical expert and facilitating or performing the work required to redistribute, donate,
exchange, sell, abandon, destroy and promote the use of excess and surplus personal property.
« - Serving as the technical expert on property disposal policies, programs, regulations and procedures.

« - Coordinating with GSA to provide user accessibility to the GSAXcess® federal disposal and
screening system.

« - Facilitating or initiating actions to exchange, sell, destroy, or abandon property, instead of
redistributing, based on value, type, demand, condition, or hazardous material or waste content.

« - Making determinations on eligibility for donation to qualified recipients for specified purposes (e.g.,
education, public health and public airports).

« - Advising on the destruction, demilitarization, or abandonment of property.
« - Advising on the proper management of hazardous materials and dangerous property.

« - Interpreting disposal policies and procedures, researching disposal techniques, and making
recommendations on methods most beneficial to the government.

« - Authorizing disposal of government property by trade-in/exchange, sale, transfer, donation,
abandonment, cannibalization or destruction in coordination with the NUO.

The requirements for managing excess personal property are found in 41 CFR §102-36.45(b).

2.6.5 EPA Property Utilization Officer

The PUO shall be a federal employee within each program office, designated in writing by the PMO, who
coordinates with the GSA and other PUOs to manage excess personal property assets. The PUOs’
responsibilities include:

« - Serving as the program office single point-of-contact for all excess personal property.

« - Promoting the use of available excess assets, and interacting as necessary with the GSA in the
administration of the federal excess asset disposition program.

« - Providing guidance to program officials and personnel in acquiring excess property assets as the
first source of supply in lieu of direct purchase.

« - |dentifying and claiming excess personal property from other federal agencies as part of the GSA'’s
screening process to fill current or future authorized requirements in lieu of new procurements.

« - Ensuring that idle personal property is screened internally across the program office and
subsequently through the NUO across the agency as prescribed by this Manual prior to declaring
the assets excess, and subsequently reporting the assets to the GSA.
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« - Ensuring that all personal property reutilization, including exchange/sale, donation (where ethically
and legally permissible), and recycling activities adhere to the personal property provisions of
Executive Order (EO) 13693 including reducing the quantity of toxic and hazardous chemicals and
materials acquired, used and disposed by the EPA, and maintaining a cost-effective waste
prevention and recycling program.

« - Ensuring that all personal property activities relating to sustainability adhere to the provisions of
EO 13693 to include but are not limited to:

- Reducing greenhouse gas (GHG) emissions by improving fuel efficiency and fleet management,
specifically the EPA’s per-mile GHG emissions by 4 percent by the end of fiscal year 2017;
15 percent by the end of fiscal year 2021; and 30 percent by the end of fiscal year 2025 in agency
fleets of 20 motor vehicles or more; deploying telematics in all new passenger and light-duty
acquisitions (and medium-duty, where appropriate); determining the optimal fleet inventory;
ensuring that 20 percent of new passenger vehicle acquisitions are zero emission vehicles or
plug-in hybrid electric vehicles; and planning for opportunities to support vehicle-to-grid
technology.

- Procuring bio-based, environmentally preferable, low or non-toxic, energy- and water-efficient
(such as ENERGY STAR® qualified and Federal Energy Management Program-designated
products, identified by the EPA and Department of Energy); and recycled-content products
unless there is an allowable exception for acquiring a sustainable product or service.

- Adhering to end-of-life management requirements (e.g., the FMR, agency property management
regulations and guidance, GSA FMR Bulletin B-34, "Disposal of Federal Electronic Assets," or
the most current guidance issued by the GSA) for the disposition of all agency excess and
surplus electronics or when returning leased electronics.

« - Keeping abreast of program office mission requirements and identifying opportunities for reutilizing
and repurposing assets.

« - Ensuring that excess personal property is used to the maximum extent possible throughout the
program or region.

« - Ensuring that all GSA disposal methods are used in the best interests of the agency, including the
Exchange/Sale program.

« - Serving as the liaison between the program or regional office and the NUO and/or the GSA on
matters related to the use, reutilization, or disposition of property.

« - Providing technical assistance to program officials and personnel, including information pertaining to
disposal, recycling and GSA disposal programs supporting the personal property lifecycle.

« - Working with the PCOs to identify unused and unneeded personal property within the program/region
and make a determination if it is excess to program requirements.

« - Reporting the EPA’s excess personal property to the EPA NUO for screening and potential
reutilization.
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« - Ensuring that the AAMS is updated after final disposition of excess personal property to document
the disposal transaction and maintain a clear audit trail.

2.6.6 Asset Manager

An Asset Manager is a broad term used for those individuals responsible for managing an asset including
personal property. EPA employees or contractors serve in this role and are responsible for safeguarding
personal property. Asset Managers oversee day-to-day utilization of the assets (e.g. scientific equipment,
vehicles, IT equipment).

2.6.7 Property Technician

This role is designed for EPA employees and contractors with property responsibilities, such as inventory
data, performing asset searches and updating inventory data, as directed. This includes but is not limited to,
emergency responders, warehouse contract support and IT contract support staff.

2.6.8 Warehouse Manager

A Warehouse Manager is responsible for all aspects of warehouse operations, and must account for
equipment, supplies and materials. The Warehouse Manager must ensure that assets and materials are
accounted for in the property system.

2.6.9 EPA Employees

EPA employees are obligated to abide by the policies, procedures, and guidance of the EPA PPMP as it
relates to personal property. EPA employees’ responsibilities, at a minimum, shall include:

« - Being accountable for EPA personal property that is issued for use or is under their stewardship
control.

« - Properly caring for, protecting, handling, utilizing and conserving EPA personal property assigned
for their use within or away from an EPA facility.

« - Ensuring that personal property in their possession, custody or control is used only for official
authorized programs/regional offices and projects within their scope of employment and assigned
duties (except as allowed per EPA Order 2101.0, “Policy on Limited Personal Use of Government
Office Equipment”).

« - Requesting issuance of official property passes when appropriate.
« - Reporting any personal property that is declared LTDD immediately to the PCO and their supervisor.

« - Reporting the new location of all accountable personal property to their PCO and supervisor when
moved.

« - Ensuring that property is returned to the PCO when no longer needed.

« - Obtaining a check-off of the personal property section of the “Employee Separation Checklist” when
leaving agency employment.

CHAPTER 2, PROPERTY MANAGEMENT ROLES AND RESPONSIBILITIES ‘17‘



EPA PERSONAL PROPERTY MANUAL JUNE 2017

« - Appropriately managing EPA records and EPA content created using personal property (see EPA
Records Management Policy, CIO-2155.3, http://intranet.epa.gov/oei/imitpolicy/gic/ciopolicy/CIO-

2155.3.pdf).

The minimum level of care that the EPA expects its employees to exercise over personal property includes:

« - Do not store EPA personal property in an unlocked vehicle.

« - Store sensitive property in a locked room or secure manner to deter theft when not in their
possession.

« - Maintain an awareness of all EPA personal property under their stewardship control.

» - Perform due diligence in caring for, managing, protecting and preserving all EPA personal property,
including non-accountable property, in their possession.

« - Do not misuse EPA property.
2.6.10 EPA Contractors

EPA contractors who use, supervise the use of, or have control over EPA personal property within an EPA-
owned or leased facility are obligated to properly care for, handle, utilize and be accountable for government
personal property assigned for contractor use within or away from the facility. EPA contractors’
responsibilities include:

« - Ensuring that personal property in their possession, custody or control is used only for government
purposes and not for personal or private use or any other unpermitted use. There is a narrow
exception for limited personal use of government office equipment. See EPA Order 2100.3 A1.

« - Requesting issuance of property passes when appropriate.

e - Reporting immediately to their EPA Contracting Officer's Representative (COR, formerly titled
Contracting Officer's Technical Representative [COTR]) and Contracting Officer (CO) if any
government personal property is declared LTDD.

Chapter 8, “Government Furnished Property,” provides additional guidance on the acquisition of personal
property by the EPA and subsequently furnishing it as GFP to a contractor for use in the performance of a
contract. Additionally, when a contractor is authorized to acquire or fabricate government property in the
performance of a contract, this method of acquisition is called Contractor-Acquired Property (CAP).

2.6.11  EPA Board of Surveys Members

The BOS for each program/region shall be composed of three to five members serving 3-year terms from
organizational elements within each program/region. Property Officers are not eligible to serve on the BOS
but may act in an advisory capacity if requested. The BOS serves as a fact-finding body charged with
determining the circumstances and conditions of each case in which EPA personal property is declared
LTDD. The BOS members’ responsibilities include:
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« - Informing the employee of the BOS and ensuring that the employee has an opportunity to submit
their statement.

« - Conducting a thorough investigation and examining all evidence that is presented.

« - Providing recommendations to remove property declared LTDD from the AAMS.

» - Determining if negligence is involved in the LTDD incident.

« - Determining if the employee(s) involved are at fault for the LTDD incident.

» - Informing the OIG of all LTDD incidents involving gross negligence, willful misconduct or fraud.

2.6.12  Newly Hired Employees

When new employees are hired, they will receive a personal property briefing as part of the orientation
process from an authorized personal property official or supervisor. The briefing shall include their roles and
responsibilities as an Authorized User, and they shall receive an asset receipt for all property issued to them.
The absence of a dedicated briefing does not relieve the Authorized User from acting responsibly when using
and safeguarding government property.

The PMOs are encouraged to incorporate a formal personal property asset management briefing as part of
the employment onboarding process and a formal debriefing as part of the separation process.

2.6.13  Employee Separation

When employees change programs/regions or separate from the EPA (whether that involves transferring to
another program/regional office, federal agency or leaving the federal government), and they have personal
property assets issued to them, it is mandatory that assets are accounted for as part of the employee exit
process.

The PMOs shall ensure that personal property asset verification is incorporated as part of the employment
exit process to ensure all personal property is accounted for and returned by the exiting employee prior to
their last reporting date or their official release date, whichever is sooner.

The PAOs and the PCOs shall ensure that all personal property assets of exiting employees are fully
inspected and collected. Any discrepancies must be resolved prior to the release of the employee.

All separating employees shall complete EPA Form 3110-1, “Employee Separation or Transfer Checklist’
with their supervisor to ensure that all personal property assets assigned, along with all associated
peripherals (e.g., power cords, charging stations) are presented to the PCO or the PAO prior to their last
reporting date and that their records are appropriately managed.

2.7 OTHER PROPERTY MANAGEMENT STAKEHOLDERS
2.71 EPA Chief Financial Officer
The CFO, Office of the Chief Financial Officer (OCFO) is responsible for:
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« - Effectively managing and maintaining the financial accounting and General Ledger for EPA Property,
Plant, and Equipment (PP&E).

« - Providing management oversight over EPA personal property activities in relation to financial
accounting.

« - Establishing internal control systems to ensure management accountability and providing optimum
protection against fraud, waste, and abuse of EPA personal property.
2.7.2 EPA Chief Information Officer

The CIO, Office of Environmental Information (OEI) is responsible for:

» - Effectively managing and maintaining EPA IT personal property including mobile devices.
« - Providing management oversight over EPA IT activities.

» - Establishing internal control systems to ensure management accountability and to provide optimum
protection against fraud, waste, misuse and abuse of EPA IT personal property throughout the
property management lifecycle.

« - Providing sufficient resources to execute property management roles and responsibilities for IT
personal property throughout the property management lifecycle.
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CHAPTER 3. ACCOUNTABILITY
31 PURPOSE AND SCOPE

This chapter provides information on accountability for personal property and discusses how property is
determined to be accountable and the management processes and actions (e.g., physical inventory) required
to ensure accountability for personal property throughout its lifecycle. Accountable personal property shall be
recorded in the Agency Asset Management System (AAMS) as designated by the Agency Property
Management Officer (APMO). At a minimum, the Property Record Data Elements as defined in Section 3.7.2,
“Property Record Data Elements and Standards” and any data elements specific to the AAMS as revised,
shall be recorded for each asset. It also describes the steps necessary to investigate and resolve
accountability issues related to loss, theft, damaged, or destroyed (LTDD) property.

3.2 GENERAL

Generally, personal property is classified by acquisition cost and type. Personal property with an acquisition
cost that exceeds the acquisition unit cost of $5,000 must be maintained as accountable property. However,
property that is categorized as sensitive, pilferable or controlled must be maintained as accountable property
regardless of cost. Personal property that exceeds the capitalization acquisition unit cost threshold of $25,000
is defined as a capitalized asset. Property Custodial Officers (PCOs) must record all capitalized assets in the
AAMS upon receipt and accurately record when the asset is placed into service. This property record
transaction enables the Office of the Comptroller (OC) to record the acquisition cost in the program office’s
General Ledger and start depreciating the asset over its service life. Finally, non-accountable property is
property that does not meet the categorization of accountable, capitalized or sensitive, and is not subject to
the same accountability requirements. However, a program/regional office may determine that certain non-
accountable assets may be designated as controlled property in accordance with an office procedure and
should be tracked.

3.3 CATEGORIES OF PERSONAL PROPERTY
3.31 Capitalized Property

A capitalized asset is a non-expendable asset that has an estimated useful life of two years or more and has
an acquisition cost at or above the capitalization threshold of $25,000. Section 3.8.2.1, “Capitalization
Thresholds and Useful Life Designations,” defines the capitalization threshold and service life for each asset
type. PCOs must accurately record the asset in AAMS with supporting documentation (e.g., invoice, shipping
document, purchase order [PO]) so the asset’s value is depreciated over the course of its useful life. All
capitalized assets must be reflected in the financial records and General Ledger through OC. The recording
of capitalized assets in the AAMS by Property Officers and the financial recording of the same assets in the
financial management system by Financial Officers is a total team effort. The goal is to accurately account
for all capitalized property to ensure agency compliance with the Statement of Federal Financial Accounting
Standards No. 6, “Accounting for Property, Plant, and Equipment” and related accounting standards and
policies, and the Chief Financial Officer's (CFO’s) annual Statement of Assurance.
| N
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3.3.2 Expense Property

An expense asset is a non-expendable asset that has an estimated useful life of two years or more and has
an acquisition cost less than the capitalization threshold. The asset’s value is expensed at the time of receipt.
Expense assets categorized as accountable or sensitive property must be recorded in the AAMS and
reflected in the agency'’s financial records and General Ledger.

3.33 Leased Property

Leased property refers to property that is not owned by the EPA, but is leased by the EPA under terms within
the lease agreement (this excludes the leasing of property by contractors in the performance of a contract).
All leased property, regardless of the lease term or cost, is considered accountable and must be tracked and
managed in accordance with standards as set forth by this Manual. In addition, the initial event status of the
property, within the AAMS, must reflect the property is in a leased status, either through commercial lease,
capital lease or a General Services Administration (GSA) lease.

3.4  TYPES OF PERSONAL PROPERTY

Personal property is classified by acquisition cost, property category and sensitivity guidelines. Property with
an acquisition cost that exceeds an established dollar threshold must be maintained as accountable property.
Personal property that exceeds an established acquisition cost threshold is defined as capitalized, which
requires that its value be depreciated over its lifetime based on the date it is placed into service. In addition,
some property, regardless of its acquisition cost, is deemed sensitive, and is also considered accountable.
Non-accountable property that does not meet any of the previously mentioned standards is not subject to the
same accountability requirements. However, dependent on the category of property, it may require
management controls to preclude pilferage or loss.

3.41 Accountable Personal Property

Assets that meets one or more of the following criteria: (1) for which expected useful life is two years or longer
and an acquisition value of $5,000 or more; (2) that is classified as sensitive; (3) for which controls and official
asset records are maintained; (4) for which physical inventories are conducted; and/or (5) that is otherwise
assigned and accounted for. It includes capitalized property, sensitive property, controlled property, firearms
and weapons, motor vehicles and trailers, vessels, aircraft, and classified property.

Note: Regardless of whether an asset meets the definition of accountable, program/regional offices shall
develop and maintain internal controls that provide reasonable assurance that all assets are managed in
accordance with federal laws, regulations and EPA policy.

All personal property recovered as Found on Installation that is deemed accountable must be documented
on EPA Form 1740-10, “Property Action Request and Memorandum Receipt,” assigned a voucher number
for document control purposes and recorded in the AAMS.
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All accountable personal property is subject to asset lifecycle management and tracking in the AAMS, the
official EPA asset management system of record, as determined by EPA Property Officer. Program/regional
offices may augment control and accountability with the use of internal systems.

3.4.1.1 Sensitive Property

Sensitive property is defined as all assets, regardless of unit acquisition cost, that require special controls
and accounting to ensure accountability and safeguarding. Sensitive assets must be formally accounted for
in AAMS and include, but are not limited to, assets in the following categories:
« - Dangerous and hazardous assets (e.g., chemicals).
« - Law enforcement equipment, including:
- Firearms.
- Weapons.
- Tasers.
- Body armor.

« - Assets authorized for storing and/or processing sensitive information (e.g., Personally Identifiable
Information).

« - Assets with retainable memory and data, including:
- Desktop computers.
- Digital cameras.
- External zip drives.
- iPads.
-~ Jump “flash” drives.
- Laptop computers.
- Personal digital assistants (e.g., BlackBerries, Palm Pilots).
- Portable disk drives.
- Scanners.
- Smartphones.
« - Electronic metering equipment that measure:
- Air flow.
- Conductivity.
- Chlorine.
- Gas.
- Light.
- Ozone.
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- pH.
- Sound.
« - Medical and other technical equipment, including:
- Automatic external defibrillators.
- Polygraph systems.
- Spirometers.
« - Classified property, including assets authorized for storing and/or processing classified information.

Note: A list of sensitive assets will be flagged and maintained in the AAMS.

Classified personal property is managed by Property Officers with the appropriate security access levels and
need-to-know in accordance with this Manual. Classified property has security processes and protocols that
require specific controls regarding acquisition, access, use, movement and disposal. Classified property can
be classified at the secret, top secret and sensitive compartmented information levels (See National Industrial
Security Program Operating Manual, DOD 5220.22-M, Chapter 4, “Classification and Marking”). The security
classification is determined based on the information processed or stored. Classified property shall be
identified with an EPA property decal and recorded in the AAMS at the “Unclassified” level (e.g., official name,
manufacturer's name, model number, serial number) and managed throughout the property management
lifecycle.

Note: Under NO circumstances shall classified information be recorded in the AAMS. Classified personal
property will be flagged and coded in the AAMS to identify its security classification in an unclassified
manner.

3.4.2 Non-Accountable Property

Personal property assets defined as non-accountable have an acquisition cost under the accountability
threshold, as revised, or are categorized as expendable. Expendable means it is consumed, loses its identity,
or becomes an integral part of other property and is charged to an expense account either when it is issued
for use or at the time of receipt. Non-accountable property shall not be recorded in the personal property
management system of record unless specific mission requirements dictate.

Examples of non-accountable property include:
« - Equipment under the $5,000 accountable property threshold that is not sensitive, pilferable or does
not require preventative maintenance or calibration.
« - Office supplies.
« - Accessory computer equipment (e.g., sound cards, graphics cards, keyboard, mouse).
« - Non-case good furniture, including systems furniture.
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343 Special Handling of Personal Property

There may be instances where special handling is required of personal property. This includes property
containing hazardous materials or property that exhibits dangerous characteristics such that improper use,
storage, transportation or disposal may lead to potential safety, health, environmental, economic or national
security risks. Program/regional offices shall follow the specific requirements in 41 CFR §102-40, Subpart B:

Responsibilities.
344 Communications Security (COMSEC) Property

COMSEC equipment is managed by a COMSEC custodian and has its own security protocols in place
separate from personal property asset management policies or procedures as set forth in this Manual.
Examples of COMSEC equipment include, but are not limited to:

« Secure cellular telephones.

« Secure satellite telephones.

« Crypto ignition keys.

» Fortezza cards.

Questions and guidance with regards to COMSEC equipment and the requirements for managing these
assets must be addressed to the EPA COMSEC Security Officer.

3.45 Firearms and Weapons

Chapter 10, “Firearms,” provides comprehensive policies and requirements for the management of EPA
firearms. Program/regional offices shall also be guided by 41 CFR §102-40.175, “How do we handle
firearms?”

3.4.6 Motor Vehicles

The EPA is only authorized to own non-passenger motor vehicles [see 31 U.S.C. §1343(b)]. Employees,
supervisors and contractors entrusted with the management and operation of EPA-owned, non-passenger,
leased or rented motor vehicles are responsible for their proper use and care. Consistent with the
environmental impact of a motor vehicle fleet, all personnel managing and operating motor vehicles must
comply with EPA’s goals to increase fuel efficiency, reduce greenhouse gas (GHG) emissions, and use
petroleum-based fuels to meet federal regulations, executive orders (EO) and agency fleet management
policy. See Chapter 11, “Motor Vehicles” for additional information.

3.4.7 Vessels

Vessel refers to every description of watercraft or other contrivance used or capable of being used as a
means of transportation on water, but does not include aircraft that can float on water. Examples of vessels
are sail boats, row boats, kayaks, power boats, ships, barges, other water craft or any structure capable of
floating on the water.

.
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41 CFR §102-36.40 excludes naval vessels of the following categories from the definition of personal
property: battleships, cruisers, aircraft carriers, destroyers and submarines, and therefore are not covered by
this Manual. This Manual applies to all other vessels.

The GSA divides vessels into two categories, those under 50 feet in length and those over 50 feet in length,
with each category having different excess reporting requirements. The Federal Boat Executive Committee
defines vessels as watercraft 65 feet or longer, and their Federal Boat Management Guide is specifically
focused on watercraft that are less than 65 feet in length, which they refer to as “boats.” Regardless of their
length, EPA policy is that all vessels meeting the definition of accountable personal property shall be recorded
in the AAMS.

3.4.8 Aircraft

Aircraft is defined as a fixed or rotary winged machine capable of flight propelled by jet engines, propellers
or other technological means. Currently, EPA has no authority to own aircraft, but may lease them. All EPA-
leased aircraft must be recorded in the AAMS, although individual program/regions may augment
accountability with additional internal systems.

Aircraft assets usually retain significant value throughout the property lifecycle, and are often replaced by
similar assets that are more capable to meet mission requirements as missions expand and mature.
Program/regional offices shall exercise the GSA Exchange/Sale Authority for the disposal of aircraft and
aircraft parts whenever practical and cost effective to do so. Property Management Officers (PMOs) shall
establish adequate procedures to promote aviation program sustainability and to ensure that aviation assets
are not disposed of, donated or scrapped without proper oversight and authoritative approval.

Program/regional offices must account for aircraft costs, maintain systems and measure effectiveness to
support aircraft operations. Additional information on aircraft assets may be found in:

e 41 CFR §102-33, “Management of Government Aircraft.”
» OMB Circular A-126, “Improving the Management and Use of Government Aircraft.”

All EPA aircraft shall be recorded in the AAMS. Managing aircraft data allows the EPA to increase efficiencies
by providing the resource information to conduct a thorough analysis, identify gaps and redundancies, and
pinpoint areas of strength and weakness within its program. Program/regional offices utilizing Government
aircraft in the performance of their missions, including the use of contracted Commercial Aviation Services,
but excluding commercial scheduled passenger airline travel, shall report the following in the format
established by the EPA APMO:

« Aircraft inventory.

« Aircraft costs, including operational costs.
« Aircraft mission hours.

« Aircraft incidents and accidents.

CHAPTER 3, ACCOUNTABILITY ‘26‘


http:102�36.40

EPA PERSONAL PROPERTY MANUAL JUNE 2017

349 Heritage Property

A heritage asset is any personal property that is retained by the EPA because of its historic, cultural,
educational or artistic value as opposed to its current usefulness to carrying out the mission of the agency.

Some items, due to their age or obvious historical significance, are inherently historical artifacts. EPA policy
is to designate personal property assets as a heritage asset when it illustrates the social, educational and
cultural heritage of the agency and its program/regional offices. Some examples of historical artifacts that
may be deemed a heritage asset would be flags, pennants, medals, and insignia, and items associated with
a significant person, event or place that represents the uniqueness of the mission of the EPA and its
program/regional offices.

Program/regional offices shall ensure they have appropriate personal property asset management
procedures in place to address the special requirements of caring for heritage assets.

3.410 Gifts and Decorations from Foreign Governments

EPA employees are subject to the Emoluments Clause of the U.S. Constitution, Art. I, Sec. 6, Clause 2, which
prohibits them from accepting any gift from a foreign government or multinational organization — unless
Congress consents otherwise. Pursuant to the Foreign Gifts and Decorations Act, 5 U.S.C. § 7342,
employees may be permitted to accept and retain gifts of minimal value received as a souvenir or mark of
courtesy or decorations offered or awarded from a foreign government or a multinational organization, but
only under limited circumstances and with the approval of the appropriate ethics official. The EPA lacks
agency gift acceptance authority, so only an ethics official can make the necessary determination.

A gift is defined as a monetary or nonmonetary 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 securities and negotiable financial
instruments. A monetary gift may include payment of or reimbursement for travel expenses, whether in official
capacity or in personal capacity. Only the Office of General Counsel/Ethics (OGC) can approve acceptance
of travel expenses from a foreign government or multinational organization, so employees must consult with
OGC in advance of any such travel.

A nonmonetary gift may include, but is not limited to, artwork, books, clothing, equipment and supplies.
Nonmonetary gifts valued more than the GSA established minimal value threshold [Note: The GSA
determines the minimal value threshold every three years. The minimal value will be adjusted in regulation
prescribed by the GSA every three years to reflect changes in the consumer price index for the immediately
preceding 3-year period.] shall be reported by the recipient in writing to the Office of General Counsel/Ethics
within 30 calendar days. Because EPA does not have gift acceptance authority, gifts from foreign
governments valued above the GSA threshold cannot be retained by the agency or individual employees and
must be turned over to the GSA.

Foreign gifts valued more than the GSA-established minimal value threshold shall be reported by the recipient
in writing to the Office of General Counsel/Ethics within 30 calendar days of accepting the gift so that an
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agency determination can be made about its value and ethical determination. Employees may purchase the
gift based on fair market value (FMV) in the United States, not the country of origin. The EPA does not have
any authority to retain the gift for official use.

Foreign gifts valued less than the GSA-established minimal value threshold must be reported by the recipient
to the appropriate ethics official within 30 calendar days of accepting the gift. Recipients may be permitted to
retain gifts valued less than the GSA-established minimal value once an ethics official makes the
determination as to the value. If the recipient does not intend to retain the foreign gift, the gift is forwarded to
the Property Utilization Officer (PUO) within the program/regional office for disposition.

The Emoluments Clause may serve to prohibit employees from accepting such gifts given to them in their
personal capacity, so employees should consult with their appropriate ethics official for advice.

3411  Employee-Owned Personal Property

Employees are advised to take precautions when bringing personally owned property into government-owned
or leased facilities, especially if the items could be misidentified as EPA-owned personal property. EPA policy
is to limit the amount of employee-owned personal property in the workspace when the property can be easily
misidentified as EPA property or is of such value that it may be subject to theft. Program/regional offices shall
establish and manage internal limits in this area. The PCO shall make a determination if the personal property
is appropriate to be in the workspace, taking into consideration its value, security and whether it could be
misidentified as EPA property. Employees cannot use employee-owned personal property in the workplace
for any unethical or prohibited purpose including but not limited to gambling, pornography or political activity.

Any claim for damage to personal property brought into the workplace will be governed by 40 CFR Part 14.
3.412  Contractor-Owned Property

Contractors are advised to take precautions when bringing contractor-owned property into government-
owned or leased facilities. Contractor-owned property shall be identified with the contractor’s property decal
so that the item(s) is not misidentified as EPA property. All contractor-owned property must be declared to
the PCO. Contractors cannot use contractor-owned personal property in the workplace for any prohibited
purpose including but not limited to gambling, pornography, or political activity. The owner shall send a brief
memorandum, updated annually, to the PCO. The PCOs shall coordinate efforts concerning contractor-
owned property with the appropriate Contracting Officer (CO).

The memorandum shall provide details about the item (e.g., description, date item was brought into the office,
quantity, serial number, model number, brand name, receipt showing personal ownership).

3.5 REPORTING REQUIREMENTS

The EPA is required to report the agency’s personal property management activities to a number of
government agencies. Reporting requirements specific to a type of property, such as aircraft and motor
vehicles, shall be provided in the appropriate sections of this Manual.
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3.5.1 EPA Property Reporting

Program/regional offices shall submit the personal property reports listed in Table 3-1 to the APMO in
accordance with the scheduled due dates.

Table 3-1. EPA Property Reporting Matrix

‘ Program/Regional Office Report

Report to EPA Personal Property

Quarterly, 1st business day of each quarter for previous

Quarterly LTDD quarter (Negative report required)

Annual Warehouse Self-Assessment Annually, May 31st for current fiscal year

Report

Annual Physical Inventory Report Annually, September 15t for current fiscal year

" —

Annual LTDD Report Annuallly, November 13 for previous fiscal year

(Negative report required)

On the first business day of each quarter, program/regional offices shall submit their LTDD Report for the
previous quarter. Refer to Section 6.11, “Loss, Theft, Damage and Destruction of Property,” for additional
requirements.

Within 30 days after the fiscal year begins, each program/regional office shall submit a Self-Assessment
Report to the APMO as a summary of their oversight functions for the previous fiscal year. See Section 3.6.1,
“Annual Self-Assessment Report,” for additional details.

Each program/regional office shall submit an annual report of LTDD assets in conjunction with their Annual
Physical Inventory Report. These reports shall include:
» - Annual Physical Inventory Report.
- Total Quantity of Assets Inventoried.
- Total Dollar Value of Assets Inventoried.
- Total Percentage of Assets Inventoried.
- Total Listing of Assets Not Located During Inventory.
= |temized Listing of Capitalized Assets Not Located During Inventory.
= |temized Listing of Sensitive Assets Not Located During Inventory.

= |temized Listing of Accountable Assets Not Located During Inventory (e.g., Not Capitalized
or Sensitive Assets).

e - Annual LTDD Report.
- Total Quantity of LTDD Assets.
- Total Dollar Value of LTDD Assets.
- Total Listing of LTDD Assets.
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3.5.2 GSA Property Reporting

The EPA has the annual requirement to submit the following reports through the GSA Personal Property
Reporting Tool (PPRT). Table 3-2 includes the GSA property reporting requirements.

Table 3-2. GSA Property Reporting Requirements

Report ‘ Purpose
To report excess computer equipment donated through the

Computers for Leaming Donation Report Computers for Learning Program under EO 12999.

To report excess personal property exchanged or sold to

Exch le Report
xchange/Sale Repo support the acquisition of property for replacement purposes.

To report excess personal property furnished to non-federal

Non-Federal Recipients Report L
recipients.

Program/regional offices shall submit their annual GSA reports online to the APMO in accordance with the
report deadlines listed in Table 3-3. Negative reports are required. The APMO will monitor compliance to
ensure all reports are submitted on time. Program/regional offices requiring a login to the PPRT or PPRT
support shall contact the APMO for assistance.

Table 3-3. GSA Reporting Matrix and Schedule

Program/Regional Office Upload to GSA

EPA Report to

Report

Considerations

Personal Property Reporting Tool (PPRT)

GSA

Computers for | Transactions None: already recorded by the GSA October 15 for
Learning processed through previous fiscal
Donations GSAXcess® Reported by September 30 for previous year through the
or fiscal year in conjunction with GSA PPRT
Transactions not | Exchange/Sale and Non-Federal Recipients
processed through | Reports in the GSA PPRT
GSAXcess (Negative report required)
Exchange/Sale | Transactions None: already recorded by the GSA October 15 for
processed through previous fiscal
GSAXcess Reported by September 30 for previous year through the
or fiscal year in conjunction with Computers for | GSA PPRT
Transactions not Learning Donations and Non-Federal
processed through | Recipients Reports in the GSA PPRT
GSAXcess (Negative report required)
Non-Federal Transactions None: already recorded by the GSA October 15 for
Recipients processed through previous fiscal
GSAXcess Reported by September 30 for previous year through the
or fiscal year in conjunction with Computers for | GSA PPRT
Transactions not Learning Donations and Exchange/Sale
processed through | Reports in the GSA PPRT
GSAXcess (Negative report required)
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3.6 MANAGEMENT AND OVERSIGHT FUNCTIONS

Quality reviews verify that assets are managed in accordance with federal regulations, various laws and EPA
policies. Quality reviews should take place throughout the asset management lifecycle. The APMO shall
establish reporting requirements necessary to provide agency monitoring and oversight.

3.6.1 Annual Self-Assessment Report

Program/regional offices shall establish guidance, processes and procedures and internal controls to ensure
that all personal property-related activities continue to be performed in compliance with all public laws, federal
regulations and EPA policies. Annual program/regional self-assessment activities shall include the following
minimum elements:

» - Organization and Management Structure.

« - Staffing Plan.

e - Training Plan.

» - Manuals/Guidance.

« - Acquisition and Requirements Planning.

« - Accountability and Inventory Management.

« - Maintenance and Repair.

« - Utilization.

« - Disposal.

o - LTDD/Reports of Survey.

« - Government Furnished Property.

* - Reporting.
Program/regional offices shall develop an annual report documenting their self-assessment activities and

outcomes, and certifying that all inventories have been completed, reconciled, and that property records are
accurate and reflect the actual property in inventory. The report shall, at a minimum, consist of the following:

« - Significant Findings: A summary list of significant findings, including commendable items and
statements of adequacies and deficiencies.

e - Corrective Action Required: Each major deficiency will be documented with a verifiable fact or set
of facts. A milestone chart will be included detailing timeframes for corrective actions to be completed
by the Component activity.

» - Recommendations: General comments for potential improvements to the property management
program that do not require immediate corrective action.

« - Statement and Signatures: Inventory certification statement and signatures of personnel
performing the inventory, the PMO, Senior Resource Official, and program/regional office senior

leadership.
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This report shall be submitted to the APMO in accordance with the schedule reflected in Table 3-3.
3.6.2 Metrics and Reporting
3.6.2.1 Environmental Stewardship Report (Internal)

As part of the APMO’s oversight function, scorecard measures are developed to motivate and mobilize
personal property stakeholders to achieve results towards a common vision and goal. A scorecard measure
identifies a specific area or function subject to monitoring, and program/regional offices are measured on
their ability to meet certain levels of achievement in a property area or function.

The EPA shall provide program/regional offices with the details of the next fiscal year's scorecards prior to
the end of the current fiscal year. The EPA Personal Property Management Committee (PPMC) shall be the
means in which the APMO communicates and distributes scorecard information.

3.6.2.2 Strategic Sustainability Performance Plan (SSPP)

The EPA’s SSPP is a comprehensive, multi-year planning document that identifies goals, metrics, and targets
for reducing the agency’s environmental footprint (energy, water, waste and other resource use); and the
management of electronics. Annually, electronic asset acquisition, disposal and recycling are assessed to
determine compliance with EO 13693 requirements. The EPA’s Personal Property Teams should consider
integrating the goals and guidelines set forth by EO 13693 on personal property into its acquisition plan.

3.6.3 HQ Reviews and Assessments

The APMO shall conduct reviews and assessments of program/regional offices as prescribed in this Manual
and as required to satisfy internal and external inquiries (e.g., Office of Inspector General [OIG] reports,
Congressional inquiries). (See Appendix A, “Authorities and References” for information on International
Organization for Standardization [ISO] 5500: 2014, “Asset Management.”)

3.6.4 Third Party Reviews, Assessments, and Audits

The EPA recommends that an independent third party conduct or observe annual inventories and approved
sampling. An independent third party does not necessarily mean a private contracting organization, though
program/regional offices may use such services. An independent third party for the purposes of inventory
verification may be an agency employee without direct interest or control over the assets inventoried. An
example would be where an agency has a separate investigative organization established that performs
reviews, assessments and audits throughout the organization. This investigative organization would qualify
as an independent third party, except in the case where their own accountable property inventory would need
to be verified.

Program/regional offices and the APMO may engage independent third parties to conduct reviews and audits
from time to time or conduct internal self-assessments, as necessary.

CHAPTER 3, ACCOUNTABILITY ‘32‘



EPA PERSONAL PROPERTY MANUAL JUNE 2017

3.7 AGENCY ASSET MANAGEMENT SYSTEM

To maintain an effective Personal Property Management Program (PPMP), accountable personal property
must be managed throughout its lifecycle and official property records must be recorded in the AAMS. The
AAMS is the official property management system of record for the EPA and shall be used by all
program/regional offices.

3.71 Property Records

Property records established in the AAMS are the official records of the EPA. All personal property
transactions recorded in the AAMS must be complete and accurate and have a documented audit trail.

3.7.2 Property Record Data Elements and Standards

A data element is an individual piece of descriptive information collected about an asset to populate the
property record in the AAMS. Standardization of data elements allows greater efficiencies in the identification
of assets agencywide.

Program/regional offices shall use standardized data elements as determined by the APMO and as
incorporated in the AAMS. Appendix D, “EPA Personal Property Data Elements,” identifies the minimum
property record data elements, as revised, to establish an official property record in the AAMS.
Program/regional offices with specific new data element requirements shall contact the APMO for review and
designation as an official EPA property record data element in the AAMS.

3.7.3 Reconciliation of Property and Financial Records

EPA Financial Management relies on the agency’s property management team to maintain complete and
accurate property records to report the investment and depreciation of capitalized personal property owned
by the agency. Capitalized personal property accountability records must be reconciled quarterly with the
financial control accounts in accordance with procedures established by the EPA CFO. The PCOs and
Property Accountable Officers (PAOs) are encouraged to work with their PMO and OC in reconciling any
capitalized property under their control.

The bottom line is all personal property records in the EPA personal property management system must be
complete and accurate to support the agency’s annual Statement of Assurance and to comply with the CFO
Act of 1990.

3.8 FINANCIAL MANAGEMENT OF PERSONAL PROPERTY
3.8.1 Financial Management Policy

EPA Financial Management Policy 2550 series provides guidance on financial management functions within
the agency. The following financial management policies are a valuable resource and have relevance to
Personal Property Officers:

e 2540-01, “Financial and Accounting Management.”
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o 2540-11, “PP&E Highlight.”
o 2540-11-T1, “Property, Plant and Equipment: Technical Interpretation.”

3.8.2 Capitalization

All EPA personal property meeting capitalized thresholds shall be marked as capitalized in the EPA property
management system and reported to the OC. Capitalized personal property being transferred across
appropriation, program, organization or other specified accounting classification code shall be reported to the
OC. These transfers are typically treated as a reclassification event in the General Ledger.

Capitalized personal property that has been formally disposed of shall be reported to the OC to allow for the
retirement and write-off of the item in the General Ledger. The disposition of capitalized personal property
shall be reported to the OC as soon as practical to allow the retirement/write-off in the General Ledger to be
recorded in the same period the disposition occurred.

All agency and contractor employees in administrative (e.g., COs, Project Officers, Service Managers) and
technical (e.g., Laboratory Scientists, Technicians) positions shall provide the date to the PAO within 3
business days when capitalized property is placed into service within their program/region. The date when a
capitalized asset is placed into service starts the asset's depreciation schedule. PMOs shall ensure that
PAOs and PCOs accurately record the date when capitalized property is placed into service. PMOs shall
coordinate through the APMO to annually report the current inventory of capitalized personal property to the
OC. EPA CFO Policy 2550-11-T1, “Property, Plant and Equipment: Technical Interpretation,” provides further
clarification for classifying capitalized personal property.

3.8.21 Capitalization Thresholds and Useful Life Designations

Table 3-4 identifies capitalization thresholds and useful life designations for EPA-owned property.

Table 3-4. EPA Capitalization Thresholds and Useful Life Designations

‘ ‘ Useful
Asset Type Threshold | Life (Yrs)
Aircraft $ 25,000 5
Audio Visual Equipment $25,000 5
Boat, Non-Standard $25,000 5
Boat, Standard $25,000 20
Communication Equipment $25,000 5
Cleaning Equipment $25,000 5
Electric Power Supply/Distribution Primary/Backup $25,000 8

IT Equipment/Automatic Data Processing Equipment $25,000 3
Internal Use Software $250,000 5
Office Equipment $25,000 5
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‘ ‘ Useful
Asset Type Threshold | Life (Yrs)
Office Furniture and Fixtures $25,000 15
Other Equipment $25,000 5
Security Equipment $25,000 5
Training Equipment $25,000 5
Vehicle, Bus $25,000 5
Vehicle, Non-Passenger $25,000 5
Weapons, Firearms, and Armor $25,000 5
Vessels over 50ft in length $25,000 50
Real Property: Building, Temporary, Light Wood Frame, Plywood $85,000 10
Real Property: Building, Prefabricated $85,000 20
Real Property: Building, Wood Framing, Wood Siding, and Shingles $85,000 30
Real Property: Building, Light Steel with Finished Interior $85,000 40
Real Property: Building, Masonry Exterior, Wood Interior/Steel Frame $85,000 50

Note: Any revision to the capitalization thresholds as established by the EPA CFO will supersede these
guidelines.

3.8.3 Depreciation

The OC shall calculate and perform periodic depreciation of capitalized property based on the useful life of
the asset and the date the asset is placed into service.

3.9 PHYSICAL INVENTORY

A physical inventory is a form of inventory verification. It is also the process in which every asset is physically
identified and visually inspected. During the reconciliation process, if an asset is unavailable during the
physical inventory, there are generally several alternate reconciliation methods of verification. Reconciliation
methods in these instances provide verification that someone has physically seen the asset within the year
of the inventory cycle. The main benefits of conducting a physical inventory include the following:

« Verification that the property decal is readable and properly affixed.

« Verification of the physical condition of the asset.

« Verification that other physical attributes specific to the type of asset being inventoried are accurate.

« Verification of completeness and accuracy of property records and financial accounts.

« Verification of the accuracy and effectiveness of the PPMP.

A physical inventory is the EPA standard for inventory verification for all accountable assets that are sensitive
or capitalized. For these assets, alternative inventory verification methodologies, such as those mentioned in
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Section 3.9.1, “Inventory Verification,” may be incorporated into program/regional office inventory plans only
after approval in writing by the APMO.

Recommended Reference:

ASTM International E2131-11, “Standard Practice for Inventory Verification: Electronic and Physical
Inventory Assets.”

3.9.1 Inventory Verification

The purpose of inventory verification is to ensure all accountable personal property assets are validated for
existence and completeness and are accounted for in the AAMS.

There are various inventory verification methodologies to validate the existence, location and/or quantity of
assets. These methodologies include, but are not limited to, physical inventory, sampling, asset receipt
review, barcode scanning, maintenance activity, radio transmission, transfers of accountability or location,
network log-on, owner validation, or validation by an independent individual. However, not every method or
activity is appropriate for all types of assets being verified and all methods may not satisfy EPA inventory
verification requirements.

The EPA recognizes that a best business practice of performing inventory verification is planning, and
program/regional offices are encouraged to incorporate the practice of conducting a pre-verification
assessment into their inventory plans. A pre-assessment involves making preliminary assessments of the
assets subject to verification, a tour of the inventory locations, ensuring inventory areas are safely accessible,
separating non-accountable property that does not need to be inventoried from accountable property and/or
other practical pre-planning activities.

The PMO is responsible for ensuring that inventories are verified in accordance with their established
Inventory Plan and EPA inventory requirements. Lifecycle activities for personal property take place during
October 1 through September 30 of each year.

3.9.2 Physical Inventory Schedule

PMOs are responsible for scheduling the annual fiscal year inventories at a minimum for their program/region
to the APMO by January 15 of every year. However, certain types of personal property (e.g., sensitive:
firearms, hazardous equipment) may require more frequent inventories than other types. Reconciliation takes
place during August 1-31 of each year. All physical inventories must be completed by July 31 each fiscal
year. The PMO may, at his/her discretion, require changes to this schedule. Fiscal year inventories can take
place on a continuous basis throughout the year, depending on the amount of property and areas to be
inventoried. PMOs must submit their final physical inventory report through their Assistant Administrator to
the APMO by September 15 of each year. The final report must include the reconciliation of any irregularities
and its accuracy must be certified by the PMO. The APMO will also report the agency’s capitalized personal
property inventory to OC by mid-October of each year. The APMO is responsible for reporting the agency’s
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property inventory to the Assistant Administrator of the Office of Administration and Resources Management
(OARM) by November 1 of each year.

3.9.3 Types of Physical Inventories

The most common type of physical inventory is the annual fiscal year inventory, which involves a complete
wall-to-wall visual check of all accountable personal property within an area and matches that to the property
record for what is supposed to be there. Other occasions when a physical inventory may be required include:

- By Exception: An inventory by exception is used when accountable property is validated through
methods other than physical sighting or barcode scan, such as auto discovery for information
technology (IT) property and Inventory by letter (submitted by the user to the PCO) used to validate
the accountability of the asset and the accuracy of the property record.

e - Wall-to-Wall: A scheduled inventory of designated programs/regions on a wall-to-wall basis to
validate the existence of the asset and the accuracy of the property record.

« - Spot: An unscheduled inventory of randomly chosen property to check the accuracy of the property
record.

« - Special: A scheduled inventory of selected property (e.g., laptops, weapons, or vehicles). A
purposive sampling may be used in a special physical inventory.

e - PMO, PAO, or PCO Change: An inventory should be conducted with an outgoing PMO, PAO or
PCO and their incoming counterpart, to confirm the completeness of the property record before the
incoming Property Officer becomes officially accountable.

3.9.4 Physical Inventory Standard

A physical inventory is the EPA standard for inventory verification for all accountable assets that are sensitive
or capitalized. For these assets, alternative inventory verification methodologies, such as those mentioned in
Section 3.9.1, “Inventory Verification” may be incorporated into program/regional office inventory plans once
reviewed and approved in writing by the APMO. Voluntary consensus standards (VCSs) may be used to
perform the annual physical inventory. It is recommended that program/regional offices review the ASTM
standard below for physical inventory and incorporate wherever possible.

Recommended Reference:

ASTM International E2131-11, “Standard Practice for Inventory Verification: Electronic and Physical
Inventory Assets.”

3.9.5 Conducting the Physical Inventory

PCOs are responsible for conducting the physical inventory of the property assigned to their Custodial Area
(CA) by the date scheduled by their PMO. PAOs should also develop procedures to guide their PCOs in
conducting the inventories and ensure such activities meet the criteria established by Section 3.3,
“Categories of Personal Property.”
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Physical inventories should be conducted using barcode scanners, which are portable instruments that scan
the barcodes affixed to accountable property and store the information for upload to the AAMS. Prior to
beginning the inventory, PCOs shall:

« - Obtain a barcode scanner from their PAO.

« - Verify that the barcode scanner is programmed to record all required information (e.g., inventory
name, barcode identifier, item, description, location, manufacturer, model, serial number).

« - Give the inventory a name that corresponds with the CA where the inventory is being performed.

« - Print out the property record from the personal property management system for property assigned
to the CA.

« - Obtain extra EPA barcode decals for newly discovered accountable property not in the record.
After completing the inventory, PCOs must upload the inventory data into the AAMS and submit the inventory

report to the PAO within 3 business days. Any newly discovered accountable property must be affixed with
an EPA property decal and the new record must be uploaded to the AAMS.

Recommended Reference:

ASTM International E2131-11, “Standard Practice for Inventory Verification: Electronic and Physical
Inventory Assets.”

3.9.6 Reconciling the Physical Inventory

During the inventory, PCOs shall note any discrepancies with the official property record, meaning property
that is assigned to their CA that cannot be found or property discovered to be damaged or destroyed. All
discrepancies must be investigated within 7 business days and reconciled with the accountable property
records. If, after performing reasonable due diligence, the property is determined to be lost, or if property
damage is discovered at any time, the property will be declared LTDD and reported on a Report of Survey
(ROS). Incidents of LTDD property may necessitate a Board of Survey (BOS) investigation. See Section
6.12, “Board of Survey” for more information on the BOS process.

3.9.7 Certifying the Physical Inventory

Component PMOs shall certify in writing to the APMO that all inventories have been completed, reconciled,
and that official property records in AAMS are accurate, complete and reflect the verified asset inventory.

3.9.8 Reporting the Physical Inventory

Each PMO must notify the APMO that their inventory has concluded for his or her program/region by July 31
of each fiscal year.
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3.10 RECORDS MANAGEMENT

Personal property records are EPA records, and as such, must be maintained in accordance with EPA Policy
2155.3, “Records Management Policy,” as revised. Records created on EPA personal property must also be
appropriately managed and maintained, as outlined in EPA Policy 2155.3.

3.10.1  Personal Property Records

The PMOs shall ensure that personal property records (electronic and paper) are maintained in accordance
with EPA records management storage and retention guidelines. Property records are created to document
transactions throughout the asset lifecycle, including, but not limited to:

 Planning.

« Acquisition.
» Receiving.
« Utilization.
» Movement.
e Inventory.

« Disposal.

Examples of information and documents that are maintained as part of the official asset record include, but
are not limited to, the following:

* Invoices.

 Delivery documents (e.g., packing list, shipping document).

« Property transfers.

» Property movements.

« Changes of stewardship custody.

 Routine maintenance operations.

« Warranty coverage and service.

« ROS forincidents of LTDD.

 Disposition activities.
PMOs shall ensure that all official property records are accurate, complete, and properly maintained and
retained in accordance with EPA Records Management policies and procedures. An official property record

shall be maintained for each asset of accountable personal property. The EPA’s property record data
elements are defined in Appendix D, EPA Property Record Data Elements.”
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Note: Capitalized property must have the suppliers invoice attached to the official property record in the
AAMS. Invoices are required to substantiate each asset’s acquisition unit cost in the official records and
support the depreciation process.

3.10.2 Transaction Documentation

Documentation provides an audit trail that proves an asset’s legitimacy and value at any given point in the
asset lifecycle. Critical documentation includes but is not limited to: requisitions, POs, receiving documents,
receipts, invoices, maintenance logs, transfer documents and Reports of Survey.

Adequate documentation of property management activity is required to support the program during audits
or other information gathering exercises.

Minimum documentation requirements for property record transactions are:

« - All new personal property acquisitions shall be supported by EPA POs (e.g., contract awards,
obligations), vendor invoices, receiving reports, payment document, and other documents that
identify the record acquisition unit costs and ancillary costs.

« - Capitalized property transferred in or out shall be supported by the requisition and invoice/shipping
document, property transfer document, PO, receiving report, vendor invoice and other appropriate
documents, as available. This documentation must, as applicable, include the part number, national
stock number (NSN), serial number, property decal (or other unique identifier), nomenclature,
quantity, date and acquisition cost (i.e., unit price) of items shipped from contractors or vendors for
which title has passed to the government.

« - Disposed Property shall be supported by a property transfer document (e.g., GSA Standard Form-
122, “Transfer Order Excess Personal Property,” GSA Standard Form-123, “Transfer Order Surplus
Personal Property,” DD1348-1A, “Issue Release/Receipt Document”) with complete description,
identification and acquisition cost data. This process will be automated by AAMS.

Documentation for special types of property:

e - Leased Property: Shall be supported by the lease agreement, Lease Determination Worksheet and
Data Element Worksheet.

« - Donated, Exchanged, Found, or Unsupported Personal Property: Shall be supported by the
Similar Asset/Estimated FMV Worksheet.

e - Government Furnished Property (GFP): Shall be supported by the PO and receiving report if the
item is below the capitalization threshold. If the property is a capitalized asset, then is must be
supported by an invoice. GFP includes both Government Furnished Equipment (GFE) and
Government Furnished Material (GFM).

e - Internal Use Software: Shall be supported by a copy of the license agreement for all Commercial
Off-the-Shelf (COTS) or externally developed software until the software is no longer in use. For
internally developed software and improvements to internally developed software, or improvements
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to COTS software all documentation supporting the final costs associated with producing or
improving the software shall be retained.

e - Disaster and Emergency Response Property: Shall be supported with unique mission
assignment, disaster, or emergency identifying information.

e - Personal Property Subject to Litigation: Shall be supported by all related documentation.
3.10.3  Record Retention
3.10.3.1  Moftor Vehicle and Personal Property Records

EPA Records Retention Schedule 1009 is inclusive of personal property records requirements that covers
records related to the acquisition and management of motor vehicles, equipment and other personal property,
including selection, lease, purchase or ownership agreements, maintenance agreements, licensing and other
requirements.

3.10.3.2  Non-Records Requirements

EPA Records Schedule 008 requires management of agency-owned informational materials (e.g., manuals,
pamphlets, notes) that do not meet the statutory definition of records in 44 U.S.C. Section 3301 or that have
been excluded from coverage by that definition.

3.11  TRAINING

Training and professional development are key elements in supporting a successful asset management
program. EPA encourages program/regional office senior leadership to promote training and development
amongst their personal property professionals, including employees that perform property functions as a
collateral duty.

3.11.1  Mandatory Training

It is EPA policy for PMOs to ensure adequate personal property training is administered to all staff
commensurate with their property management roles and responsibilities. Training shall include law,
regulation, EPA policy, and program/regional office specific procedures. Mandatory property management
training courses include:

« - Supervisors Training.

» - Custodial Officer Training.

« - Employee Training.
The APMO may establish mandatory personal property training certifications as appropriate.
3.11.2  Professional Development

The goals of an effective professional development program are to maintain a knowledgeable property
management workforce, to retain that workforce and instill professional esteem in all members of the

agency’s personal property management team.
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The APMO shall promote relevant training opportunities for agencywide participation. Program/regional
offices are encouraged to take advantage of internal EPA offerings, as well as integrate external Property
Management training and certifications into their property activities.

3.12 CHANGE MANAGEMENT
3.121  Organizational Change Management

EPA organizations change or restructure to meet operational or administrative requirements when necessary.
Whenever an organization change or restructure is anticipated, senior leadership must involve their PMO
and the APMO upfront to ensure that all Property Management functions and records are addressed.

3.12.2  Personnel Change Management

When EPA personnel change organizations to support new operational or administrative requirements,
supervisors must involve their PMO upfront to ensure that all personal property is either transferred or turned
in, and records are managed and posted accordingly.
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CHAPTER 4. ACQUISITION
41  PURPOSE AND SCOPE

Acquisition is the first phase of the property lifecycle, and generally refers to personal property acquired
through purchase, lease or transfer (from another program/regional office or federal agency). This chapter
provides general information on the acquisition process and the role various property officials play in that
process. The procedures described in this chapter are not intended to supersede existing EPA acquisition
procedures. Rather, they are meant to supplement the EPA Acquisition Regulation (EPAAR) Part 1545 and
Federal Acquisition Regulation (FAR) Parts 45 and 52, with specific information concerning the acquisition
of accountable personal property as it relates to personal property management. See Section 3.6.1, “Annual
Self-Assessment Report,” for information regarding the criteria for accountable property.

42  GENERAL

EPA’s Office of Acquisition Management (OAM) performs the procurement process for the agency. When
approved by authorized personnel, a procurement request (PR) is initiated by the program/regional office
and sent to the OAM for processing. In addition, some employees are also authorized to use government
purchase cards (PCard) for micro-purchases valued at or below $3,500. EPA Property Management Officers
(PMOs), Property Custodial Officers (PCOs) and Property Accountable Officers (PAOs) have a direct role in
the acquisition process by validating receipt and establishing accountability of EPA-owned property. Al
purchases of accountable property shall be flagged in the acquisition system(s) to identify that it is being
purchased. The flagging of accountable property purchased by the OAM or authorized PCard holders will
enable PAOs to monitor its receipt and ensure it is recorded in the Agency Asset Management System
(AAMS) after it has been received.

4.3 PROPERTY MANAGEMENT’S ROLE IN ACQUISITION

The role of property management personnel begins during the acquisition process, not when the property
has been received at the EPA. PMOs shall ensure that their policies and procedures provide clear guidance
and oversight on the acquisition of new personal property and that property is acquired in the most
economical and efficient manner.

EPA policy requires its program/regional offices, to the maximum extent practicable, to fill requirements for
personal property by using existing agency property or by obtaining excess property from program/regional
offices or other federal agencies in lieu of new procurements. 41 CFR §102-36.65 requires federal agencies
to use available excess property as the first source of supply in fulfilling a personal property need, unless it
would cause serious hardship, be impractical or impair agency operations in fulfilling its mission.

Program/regional offices shall ensure there is proper communication and coordination between purchasing
and property management officials to determine if a current need can be met by using idle, inactive or existing
property available within EPA or other federal agencies. If internal property is available, an internal transfer
shall be initiated. If the need cannot be filled internally, procedures and controls shall be in place to perform
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a search through the General Services Administration’s (GSA’s) inventory of excess property system
(GSAXcess®) to see if another agency has excess property available that will meet the organization’s need.

Additionally, EPA purchasing and property management officials shall ensure personal property is acquired
in accordance with the FAR, EPAAR, and the EPA Acquisition Guide (EPAAG).

4.3.1 Acquisition Planning

PMOs shall participate in acquisition planning, including reviewing of high-level plans for personal property
acquisition. The planning process identifies the gap between existing personal property and the property
required to deliver programs/services. The process also identifies property requiring replacement,
refurbishment, or upgrading to meet program delivery and mission needs.

4.3.2 Evaluating the Need for Property

PMOs shall plan, organize, direct, promote, control, and manage activities associated with identifying the
need to acquire personal property assets. PMOs shall establish evaluation criteria and guidance on the
acquisition of assets to ensure that all requirements (e.g., environmental, economical, energy) are weighed
before acquisition decisions are made.

Program/regional offices shall have a process that ensures that personal property acquisitions:

» Have sound justification.

» Are made only as required.

 Are intended for official use only.

« Are drawn from all available programs and resources to ensure the best acquisition method.
 Have appropriate funding.

« Have the ability to provide notification to appropriate property officials of impending acquisition.

PMOs shall establish validation procedures for the approval of new or replacement assets. This will ensure
the property meets the needs of the EPA and that unnecessary acquisitions do not occur.

4.3.3 Sustainable Acquisition

Sustainable acquisition is the first step in an overall sustainable personal property asset management
program. As previously mentioned, the EPA is required to maximize the use of existing personal property
inventory before making a new purchase. However, the use of excess property to fill a need is not the only
requirement for sustainability. Ensuring that the acquisition, whether one of repurposing or a new purchase,
meets environmental performance requirements is also a part of the process.

44  ACQUIRING PROPERTY

The most beneficial method of acquisition will most likely be determined during the planning and evaluation
phases. However, it is incumbent upon those involved in the acquisition process to notify the PMO if, at any

time during the acquisition, it appears that an alternate method may prove to be a better option.
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4.4.1 Acquiring Federal Electronic Assets (FEA)

Electronics can be defined as any item powered by electricity that has logic circuitry enabling the item to
perform its intended function. The acquisition of FEA must follow the requirements of Executive Order (EO)
13693 that sets goals to improve environmental performance and federal sustainability. To meet the
requirements, EPA must:

e Acquire ENERGY STAR® certified electronic products;
» Acquire Federal Energy Management Program-designated electronic products; and
« Acquire toner cartridges that are remanufactured, contain recycled content, or are bio-based.

The EPA must also procure electronic products that are environmentally sustainable including those
electronic products typically used in office spaces and data centers. Agencies shall acquire electronic
products that meet or exceed specifications, standards, or label recommendations. The EPEAT® product
registry, or other methods, may be used to identify products that have been verified as having met
environmental performance criteria developed or adopted by voluntary consensus standards. Any criteria or
consensus standards should be consistent with Section 12(d) of the National Technology Transfer and
Advancement Act of 1995 (Public Law 104-113) and Office of Management and Budget (OMB) Circular A-
119, “Federal Participation in the Development and Use of Voluntary Consensus Standards and in Conformity
Assessment Activities.”

Generally, PMOs are charged with meeting EO requirements. However, Contracting Officers (CO) do not
monitor personal property assets that are transferred, reutilized, repurposed and otherwise acquired through
other than new purchase methods. With this in mind, Property Officers are responsible for ensuring that
acquisitions of personal property from other than direct purchase through the assistance of a CO shall meet
the EO requirements and support sustainability goals and efforts.

4.4.2 Property Utilization Officer (PUO)

PMOs shall designate a PUO, in writing, to fulfill the role and responsibility identified in Section 2.6.5, “EPA
Property Utilization Officer,” in managing excess personal property.

443 GSAXcess

It is the goal of the agency to maximize reutilization of personal property throughout the agency. Each PUO
shall verify if existing assets exist to fill a need prior to a new acquisition. In accordance with 41 CFR §102-
36, the EPA may acquire property through transfer from other program offices or federal agencies. Whenever
possible, acquiring excess property should be considered the preferred method as it allows the government
to obtain the best return on investment. All other sustainability provisions apply.

If suitable excess property is not available within the EPA, PUOs shall initiate a search for excess assets
available from other federal agencies by searching GSAXcess https:/gsaxcess.qov/ .
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GSAXcess is the GSA’s electronic information system that can be accessed by customers 24 hours a day. It
offers an online inquiry capability into the GSA's nationwide inventory of excess/surplus property by national
stock number (NSN) or Federal Supply Class (FSC) to determine availability of specific items of property.

Generally, the following will occur for acquisition of assets by transfer:

- When an excess asset is found that fulfills a need, the receiving office must gain approval for the
transaction through the National Utilization Officer (NUO).

« - After approval of the transfer by the NUO, a signed GSA Standard Form-122, “Transfer Order Excess
Personal Property,” shall be submitted, following all instructions on the form.

« - The receiving personnel must contact the transferring personnel to coordinate the transfer of the
asset’s records as well as the asset itself.

« - The transferring personnel must ensure the asset is accepted by the receiving personnel after one
week but not later than 14 days.

« - Direct costs incurred incident to transfer shall be borne by the recipient if billed by the holding agency.
Overhead or administrative costs or charges shall not be included.

44.4 Exchange/Sale Property

During the acquisition planning process, new acquisitions that are planned to replace existing assets shall
be identified. Existing assets that, due to obsolescence, cost of repair or other valid reason, shall be traded
in, exchanged or sold and the proceeds shall be used to offset the cost of the new acquisition. PCOs must
be cautious in declaring assets as excess to ensure that replacement assets have not been planned or have
already been purchased in order to take full advantage of the Exchange/Sale authority.

Some assets are, by regulation, prohibited in the use of exchange/sale; however, the GSA offers a waiver
process for many of the “prohibited” assets. If Property Officers are unsure if the exchange/sale authority
applies to their particular situation, they shall seek the guidance from the Agency Property Management
Officer (APMO) and/or the GSA prior to dismissing it as an acquisition requirement. GSA FMR Bulletin B-27,
‘Annual Executive Agency Reports on Excess and Exchange/Sale Personal Property,” provides additional
information on the exchange/sale of personal property.

Note: 41 CFR §102-39.5 identifies that “exchange/sale authority is a statutory provision,” (40 U.S.C.
§503(a)), which states in part: “In acquiring personal property, an executive agency may exchange or sell
similar items and may apply the exchange allowance or proceeds of sale in whole or in part payment for
the property acquired.”

445 Acquiring Property through Procurement (Purchase Order)

Generally, the procurement process starts with a PR and ends with the issuance of a purchase order (PO)
or similar contracting vehicle. Various approvals are required prior to the issuance of a PO, including the
screening of available excess, justification, funds certification, and other validation processes.
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Program/regional offices shall ensure that the provisions in the preceding sections regarding property
management’s participation in the planning process and the EPA’s commitment to repurposing and
development of a sustainable program, are discussed prior to a decision and commitment to acquire personal
property through procurement. Program/regional offices shall develop a process that documents that the
appropriate evaluation criteria have been met prior to the procurement of new assets.

Program/regional office personnel initiating PRs shall meet the following requirements for the purchase of all
accountable personal property through an EPA PO:

« - Coordinate accountable personal property purchases with the appropriate property officials (PAO
and PCO) prior to submitting the PR.

« - Provide documentation supporting each equipment purchase to the appropriate property officials
(PAO and PCO) at the time the order is placed to ensure proper accountability. PCOs shall maintain
all necessary acquisition and receiving documentation and upload it as an attachment to the
applicable property record(s) in the AAMS. Hard copy documentation shall be maintained in
accordance with EPA Records Retention Schedule 1009. See Section 3.10.3, “Record Retention.”

« - Provide any special security screening instructions to the vendor regarding deliveries.

« - Provide the proper delivery address on the PR to ensure the assets arrive at the property receiving
location for receipt, inspection and identification (tagging).

4.4.6 Working Capital Fund (WCF)

If programs utilize the WCF to acquire new personal property, capital equipment, and/or projects the APMO
must be notified. In addition, the Property Officer must account for that property in the AAMS. The Property
Officer must ensure that all personal property guidelines are adhered to even if property is
purchased through the WCF.

4.4.7 Acquiring Property through Purchase Card

The government-wide commercial PCard is authorized for use in purchasing of personal property below a
specified cost threshold. For information on PCard purchase limits, review the EPA Purchase Card Program
Manual. All PCard purchases must comply with EPA regulations, policies, and procedures governing PCard
use. Additionally, PCard holders shall meet the following requirements for the purchase of all accountable
personal property through a PCard:

« - Coordinate accountable personal property purchases with the appropriate property officials (PAO
and PCO) prior to placing the order.

« - When accountable property is acquired through a PCard and comes into the Property Management
Officer’s custodial area, the property record must appear in the AAMS within 5 days of installation or
on-site receipt. If accountable property cannot be recorded in the AAMS within the 5day period
because of extenuating circumstances, a request for an extension explaining justification must be
submitted in writing to the APMO for approval. (See “Justification Form” in Appendix E, “EPA

Forms”).
P
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« - Provide documentation supporting each equipment purchase to the appropriate property officials
(e.g., PAO and PCO) at the time the order is placed to ensure proper accountability. PCOs shall
maintain all necessary acquisition and receiving documentation and upload it as an attachment to
the applicable property record(s) in the AAMS. Hard copy documentation shall be maintained in
accordance with EPA Records Retention Schedule 1009. See Section 3.10.3, “Record Retention.”

« - Provide any special security screening instructions to the vendor regarding deliveries.

« - Provide the proper delivery address to the vendor to ensure the assets arrive at the property receiving
location for receipt, inspection, and identification (tagging).

44.8 Superfund
If property is purchased using Superfund funds, the acquisition must be accounted for in the AAMS.
4.4.9 Acquiring Property through Interagency Agreement (IA)

Property provided to or acquired by other federal agencies with EPA funds must be authorized and
documented in an IA. The IA must specify the title provisions indicating whether the EPA will retain title or
title will be transferred to another agency, and must include any relevant disposal instructions and funding.
Additional guidance on |As may be found on the Office of Grants and Debarment website.

4410 Government Furnished Property

At the completion of a contract, all property must be managed according to the federal requirements. See
Chapter 8, “Government Furnished Property” for additional information.

4411  Acquiring Property through Fabrication

Program/regional offices that fabricate personal property must provide the identification details, acquisition
cost and work authorization document to the PCO upon completion of final acceptance. The PCO shall
ensure that all property that is fabricated and designated as accountable personal property shall be recorded
in the AAMS including supporting documentation.

Contractors that fabricate government property must be authorized in writing by the CO or in accordance with
the terms of the contract prior to the start of any administrative or fabrication process.

4412  Acquiring Property through Seizure or Forfeiture

Certain program/regional offices may retain the right to seize assets. Seized assets are not available for
official use by program/regional offices until they have been legally forfeited to the government. Forfeiture
takes place through either a criminal or civil forfeiture process. Legally forfeited assets may, upon approved
request, be returned to the seizing agency for official government use. Forfeited property may be transferred
within EPA when a determination is made that the forfeited item can fulfill an existing agency requirement.

Forfeited property may be retained for official use, unless the agency is required by law to sell. Additional
regulatory guidance on retention and transfer of forfeited property may be found in 41 CFR §102-41.50 and

41 CFR §102-41.70, respectively.
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4413 Leasing Property

There are instances when renting or leasing personal property/equipment is more advantageous to the EPA
than purchasing. Effective planning considers alternate delivery options, including those that reduce the need
for EPA ownership of personal property. Ownership may not always be the optimal solution, and advantages
to an alternative method may include:

e - Increased flexibility.

« - Reduction for large capital expenditures.

o - Decreased risk.
Guidelines for evaluating lease agreements for personal property in lieu of purchases are provided in 48 CFR

§7.4, “Equipment Lease or Purchase.” 48 CFR §7.402, “Acquisition Methods,” identifies Purchase and Lease
methods and their considerations in making lease or purchase decisions.

Leased personal property is subject to the same accountability standards as EPA-owned property. The PAO
shall check with the CO (or leaseholder) to capture key data on the lease for recording purposes in the AAMS.

4414 Borrowing Property

Government personal property may be borrowed from other federal agencies when the following conditions
apply:
« - |tis practical and economical.

« - The property is required for short periods of time (typically one year or less; longer periods when
justified by program officials).

« - The terms of the borrowing arrangement are included in a written agreement.
« - Controls are established to ensure the prompt return of the property to the lender.
The EPA can borrow personal property through the same process that it uses to loan property. Any loan of

personal property to the EPA from a non-federal source must be handled in accordance with the strict ethical
government guidelines defined in 5 CFR §2635.101.

The following should be included in a memorandum to accompany a personal property loan agreement:

« - Lender's complete name, address and telephone number.

« - Full description of each item to be loaned, including manufacturer’s name, serial number and model
number.

« - Current market value of the property.
e - Duration of the loan.

« - Party responsible for necessary repairs and maintenance for continued use of the property during
the loan period.

« - Confirmation as to which party (the lender or the EPA) is responsible for delivery of the property.
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« - Appropriate signature authorizing the release/acceptance of the loaned property.

« - Steward organization and responsible property management office where the personal property is
to be located.

« - Program/regional offices shall manage all borrowed property in the AAMS, and the property shall be
decaled and recorded as owned by the lending organization. Program/regional offices shall maintain
accurate records of all borrowed property in the AAMS, including the supporting documentation (e.g.,
lease agreement, delivery document, receiving report). When loaned property comes into the
Property Management Officer’s custodial area, the property record must appear in the AAMS within
5 days of installation or on-site receipt. If accountable property cannot be recorded in the AAMS
within the 5-day period because of extenuating circumstances, a request for an extension explaining
justification must be submitted in writing to the APMO for approval. (See “Justification Form” in
Appendix E, “EPA Forms”).
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CHAPTER 5. RECEIPT
51  PURPOSE AND SCOPE

Receipt is the second phase of the personal property lifecycle and describes the time when newly acquired
property is accepted at a centralized receiving point and recorded in the Agency Asset Management System
(AAMS). The centralized receiving point serves as the primary control point for receipt and acceptance of
property and is where property accountability begins. It is important to remember that accountability does not
begin at acquisition, but rather upon receipt. Therefore, the receipt phase is critical to the management of
EPA property because this is the point where complete and accurate records are created to establish
ownership and accountability of EPA property. This chapter provides an overview of the receipt process and
more specifically the roles personal property management personnel perform in establishing effective
accountability.

5.2 GENERAL

EPA Property Accountable Officers (PAOs), warehouse personnel and/or property technicians (to include
mailroom personnel) perform the receiving process for the agency. They must inspect all property at the
receiving point to check for discrepancies and visual and concealed damage. The receipt of all personal
property must be validated and documented, regardless if it is acquired from government or commercial
sources, via loan, or by transfer from another federal agency. Proper records for all accountable property will
be created in AAMS immediately upon receipt of documents evidencing the receipt of such property. The
receiving process generally follows the same parameters, but may vary depending on the physical facility,
staffing and local venue. Any deviation from the standard receiving process, as established for a specific
facility or organization, must be approved in writing by the Agency Property Management Officer (APMO)
before implementation.

5.3 RECEIPT OF PROPERTY

As a standard practice, all personal property assets acquired by the EPA shall be received by a designated
PAO at a designated centralized receiving point. This will ensure that assets are properly inspected, labeled,
recorded and secured. Only under unique circumstances will property be delivered directly (e.g., large
outsized and heavy assets requiring special handling, or large volume [over 100] of assets) to a using
location and only when coordinated through the Property Management Officer (PMO). All direct deliveries
must be coordinated through the PAO so the property can be received properly. Depending on the
organizational structure of the program/regional office, receiving may be centralized, decentralized or a
combination of both. PAOs and their designated receiving areas shall be appointed in writing by the PMO.

Recommended References:
ASTM International E2605-13, “Standard Practice for Receiving Assets.”

ASTM International E2631-09, “Standard Practice for Physical Placement of an Entity-Controlled
Supplemental Identification Label.”
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5.4 RECEIVING ROLES AND RESPONSIBILITIES

The PMO shall ensure that their Personal Property Management Program (PPMP) incorporates receiving
procedures that properly document the receipt of all EPA assets regardless of the method of acquisition,
source, or location from which the asset was received. Acquisition sources include, but are not limited to,
assets acquired from commercial sources, fabrication, donation, recovery, forfeiture or obtained by transfer
from another agency.

As a result of the aforementioned variables affecting the receiving process, the PMO shall coordinate with
the authorized procurement officials to put in place a process for the PAO to have advance notice of personal
property that is en route to an agency site. PMOs shall also ensure procurement officials provide the proper
shipping address and instructions during the acquisition process to ensure that the property reaches the
designated receiving area.

The PAO for accountable personal property shall not be the authorized procurement official for the property.
If this separation of duties requirement causes undue hardship, such as in a small office, the PMO shall fully
document the exception in writing and place additional controls in place to ensure proper acquisition and
receiving and submit to the APMO for approval before implementation.

55  STANDARD RECEIVING
Standard receiving procedures shall address, at a minimum, the following elements:
« - Verifying: The correct items and quantities were delivered based on the associated purchase order
(PO) and shipping documents.

« - Inspecting: The determination that items were received undamaged.

« - Accepting: The acknowledgement and verification of inspected items are correct and if an incorrect
item or quantity was shipped, or arrives damaged, it is returned.

e - Decaling: The labeling and placement of an appropriate EPA property decal on accountable
personal property received.

« - Recording: The accurate recording of decaled personal property in the AAMS.
- Documenting: Maintaining documentation that evidences receipt, title, stewardship, delivery and
other activities.

In general, mobile assets (e.g., leased aircraft, motor vehicles, boats), and sensitive assets (e.g., firearms,
law enforcement equipment) shall be received according to the same requirements as described for standard
receiving.

5.6 TITLE, ACCOUNTABILITY AND STEWARDSHIP

The receiving process shall document title (e.g., agency ownership) and accountability when establishing the
official asset record and recording the information in the AAMS. Understanding the difference between
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holding title to and being accountable for an asset is very important when determining responsibility for an
asset.

Generally, title to government personal property is held by the agency and its funding organization (e.g., title
holder), and title passes to the U.S. government upon receipt. The title holder maintains formal accountability
for the property until it is officially transferred and accepted by another entity. When the title holder assigns
the accountable property to a program/regional office for use, usually title is not transferred. However, the
designated PAO or Property Custodial Officer (PCO) for the asset becomes accountable for the asset. The
organization holding accountability is responsible for maintaining the official asset record and accurate
information in the AAMS, inventory verification and activities throughout the property lifecycle.

The PAO or the PCO may issue the property to an authorized user for use, whereby the authorized user has
physical custody and possession and becomes the steward of the property. However, the PAO or the PCO
remains accountable for the asset.

Transfer of title (e.g., ownership) and accountability may be handled differently depending on the type of
property asset, its location, organizational entity and structure, and other factors. However, it is important that
the AAMS clearly distinguish between the two because it determines which organization has ownership and
is accountable for the property and what authority each organization has over the property.

41 CFR §102-36.165 allows the title of excess personal property furnished to a non-appropriated fund activity
to remain with the federal government. Agencies that acquire excess personal property for a non-
appropriated fund activity are required to establish controls over the use of this property in accordance with
41 CFR §102-36.45(d). When this property is no longer required by the non-appropriated fund activity, the
property must be reused or disposed of in accordance with 41 CFR §102-36.

5.7 INSPECTION

All materials, equipment and supplies received must be inspected. The inspection must be made in
accordance with the terms of the contract, purchase order (PO), or other procurement documentation. The
PAO inspects the property upon arrival for damage and compares the shipment against the procurement
documentation and the documentation that came with the property. Discrepancies shall be brought to the
attention of the Contracting Officer (CO) or the Contracting Officer's Representative (COR).

5.71 Technical Inspection

Program/regional offices shall include resources for technical inspection and verification of property that has
unique, complicated, or mechanical components. If the asset is technical in nature, a qualified person with
the necessary expertise must inspect the asset. For example, laptops and information technology (IT)
equipment must be inspected by IT personnel. Examples of other equipment that require a technical
inspection are radiological measuring equipment, test equipment that requires calibration, x-ray equipment
and electronic radio frequency devices.
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5.7.2 Inspection Determinations

During inspection, the PAO may discover the shipment to be incomplete, items being shipped separately,
damage to the outer package, visual or concealed damage to the property, wrong items shipped, or other
shipment irregularity. In all cases, the PAO shall resolve the situation in the best interests of the government,
which may require coordination with the cognizant CO or procurement official.

5.7.3 Inspection Discrepancies
Personnel receiving property on behalf of the agency should inspect and note the following:

« - A delivery with broken or tampered seals on the carrier’s trailer or sea-land container.
« - A delivery containing either additional or missing items.
« - Adelivery with abnormal, damaged or leaking packaging.

« - A delivery with a significant difference in container weight from carrier delivery manifest and actual
receipt.

« - The presence of unauthorized personnel in the receiving area.

« - Delivery drivers not possessing valid identification or property documentation (e.g., bill of lading,
packing slip, invoice, delivery document).

5.8 RECEIVING DOCUMENTATION

The PAO shall maintain complete and accurate receiving documentation for all items received, to include any
technical inspections performed and records documenting the resolution of any discrepancies. Receiving
documentation related to personal property (e.g., supplier's shipping document, invoice, receiving report)
shall be provided to the PCO responsible for maintaining the official asset record.

5.9 PROPERTY IDENTIFICATION AND DECALING

EPA accountable personal property shall be decaled to identify it as government property. The identification
shall be such that serialized property decals are recorded in the AAMS, and shall be readable through
electronic means, such as barcode and/or radio frequency identification (RFID).

|dentification must be affixed to the asset during the receiving process at the point of establishing initial
accountability. For the ease of conducting inventory verification, identification shall be placed consistently
amongst assets on the front face in the upper left corner, as practical, in an area that makes it easily
identifiable and/or readable by electronic means. Program/regional offices shall provide specific procedures
for identification and tagging of assets that may require additional identification by law or regulation, such as
aircraft, motor vehicles, boats and service animals.

Exceptions to identification shall be noted in the AAMS. When practical, assets with exceptions shall be
assigned an identification decal; however, in lieu of physically affixing it to the asset, it shall be maintained in
supporting documentation. General exceptions include the following:
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« - An apparatus of extremely delicate structure, which cannot be marked without damage to the
property.

» - Museum collections or EPA heritage assets when such identification tags have the potential to
damage or devalue the asset.

« - Property used for undercover operations.
« - Capitalized internal use software.

All EPA identification decals, tags and markings shall be removed prior to transfer or disposal of any asset
outside of the EPA. If removal is impractical, additional permanent markings are added to indicate such
disposal. If a decal becomes unreadable, it shall be removed and a new identification decal affixed. Previously
used numbers shall not be reassigned to another accountable asset. Any changes in identification shall be
properly noted and cross-referenced in the AAMS.

The EPA supports the pre-labeling of accountable property at the manufacturer when such pre-labeling is
cost effective and properly controlled. Program/regional offices engaging in such a practice shall ensure
precautions appropriate for the activity and the assets are taken.

Recommended Reference:

ASTM International E2631-09, “Standard Practice for Physical Placement of an Entity-Controlled
Supplemental Identification Label.”

5.10 RECORDS

The PAO shall ensure that all accountable property acquired by the agency is recorded in the AAMS within
5 business days of receipt. If accountable property cannot be recorded in the AAMS within the 5-day period
because of extenuating circumstances, a request for an extension explaining justification must be submitted
in writing to the APMO for approval. (See “Justification Form” in Appendix E, “EPA Forms”). The property
record shall include the unit acquisition cost, which may include additional costs required to bring the asset
into use. These additional costs include, but are not limited to, payments to vendors for freight, handling,
storage, design, construction and installation. Property acquired via intergovernmental transfer, forfeiture and
gifts or by methods other than new purchases shall be recorded at the net book value (NBV). The fair market
value (FMV) may be substituted when NBV cannot be determined. See Section 3.10, “Records
Management.”

5.10.1  Property Record Data Elements

Receiving Officers shall establish property records in the AAMS in accordance with the standard property
record data elements in Appendix D, “EPA Personal Property Data Elements.” This appendix identifies the
minimum property record data elements, as revised, to establish an official property record in the AAMS.
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All Property Officers shall use standardized data elements as determined by the APMO and as incorporated
in the AAMS. Property Officers with specific data element requests shall contact the APMO for review and
designation as an official EPA property record data element in the AAMS.

Additional data elements may be required by asset type, such as for leased aircraft, motor vehicles, boats
and firearms. Additional data element requirements shall be segregated by asset type and listed in Appendix
D, “EPA Personal Property Data Elements” as necessary.

5.10.2 Property Record Supporting Documentation

The official property records in the AAMS must have supporting documentation to substantiate the unit
acquisition cost of each asset recorded. The following types of documents are authorized for upload into the
AAMS as an attachment:

« - Vendor Invoice.

e - Purchase Order/Purchase Card (PCard) Order.

« - Adjustment Voucher.

« - Shipping Document.

o - Transfer Document.

* - Loan Document.

« - Disposal Document, including:

- GSA Standard Form-120, “Report of Excess Personal Property.”

« - Destruction Certification Document.
« - Report of Survey (ROS) and supporting documents include, but are not limited to:
- Property Listing(s).
- Police Reports.
- Investigation Reports.
- Affidavits.
- Memoranda for Record.
- Digital Photographs (compressed).

Caution and selective judgment must be exercised when uploading documents into the AAMS to ensure files
are compressed to conserve disk storage space within the system.

5.11  ASSETS REQUIRING ENCRYPTION

The PAO shall ensure proper coordination is in place with the Office of Environmental Information (OEI) for
laptops and other IT devices requiring encryption. The PAO and the OEI shall ensure that proper encryption
occurs before the asset is distributed to the PCO’s program/region. If the organizational structure does not
permit encryption before delivery, the PAO shall ensure adequate safeguards are in place to prevent
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distribution of unencrypted IT assets. Additionally, procedures shall be in place to re-image IT assets when
there is a change in authorized user. The following information shall be provided the PCO upon delivery of
the encrypted IT asset:

» Encryption Date.

 Encryption Location.

« Name of the person certifying encryption.

« Encryption Status (e.g., “Encrypted,” “Pending,” “Not Required,” or “Waived”).
+ Encryption Level.

The PCO shall be responsible for ensuring that the AAMS is updated with the above encryption information.
IT assets requiring encryption shall not be transferred to the program/region without a documented receipt.
On the occasion that the encryption status of an IT device is not known, it shall not be issued to an authorized
user until the proper encryption and documentation can be verified.

5.12 SECURITY AND STORAGE

Accountable property that has been formally received must be safeguarded at the site of receiving until
assigned or transferred to a program/region. Accountable property may only be transferred from the receiving
location to a program/region if that area has the proper security and storage available to safeguard the assets.

EPA personal property shall be safeguarded against loss, theft, damage, or destruction (LTDD). The PMO
shall ensure the level of security and the method of storing property is commensurate with the sensitivity,
classification and value of the asset. Storage areas shall be kept in order, without hazards to property or
personnel. Access to storage areas shall be controlled to the least number of authorized personnel as
practical. Classified storage areas shall be controlled to the least number of authorized personnel with the
required security clearance and need to know.

Recommended Reference:
ASTM International E2715-09, “Standard Practice for Moveable Property Storage.”

5.13 DELIVERY OF PROPERTY AFTER RECEIPT

All personal property assets acquired by the EPA shall be delivered to and received by an appointed PAO at
a designated receiving location. The Property Utilization Officer (PUQ) shall coordinate all deliveries with the
PAO to ensure that the PAQO is available prior to attempting delivery of EPA assets. The PAO may, when
operationally necessary, make delivery to an alternate authorized individual or site. However, any deviation
must be formally documented and authorized by the PUO.

Once accountable property is received by the PAO and delivery of assets are made to a program/region, it
must be clearly documented to the PCO what responsibilities are being transferred. Is title being transferred?
Is accountability being transferred? Who holds stewardship? The transaction executed will depend on the
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responses to the preceding questions. Normally, title is not transferred for accountable property that is
received and delivered to the PCO for internal organizational use, only accountability is transferred.
Stewardship will be held by the designated authorized user.
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CHAPTER 6. UTILIZATION
6.1  GENERAL

Utilization of EPA personal property, as authorized, shall be documented throughout the property
management lifecycle. The property record shall be updated in the Agency Asset Management System
(AAMS) when there is any change in authorized user, movement or transfer of property from one
program/region to another, when property is loaned or borrowed, sold, or any other activity that changes title,
accountability or stewardship.

Program/regional offices should work with their Property Management Officer (PMO) to establish procedures
that ensure accountable property is utilized, maintained, accounted for, tracked and disposed of according
to all laws, regulations and EPA policy. EPA personnel and contractors shall exercise personal initiative and
sound business judgment to ensure that EPA property is utilized in a manner that is in the best interest of a
program/regional office, the agency and the U.S. government.

6.2 ROLES AND RESPONSIBILITIES

Each EPA employee and contractor shall be responsible for utilizing EPA assets for the purpose for which
they were acquired. EPA property shall only be used in the performance of official duties for the U.S.
government. Any perceived or known inappropriate use of EPA assets shall be immediately reported to the
Property Accountable Officer (PAO). Program/regional offices shall ensure that appropriate policies and
procedures are in place to address any misuse of EPA personal property assets.

Information technology (IT) offices shall maintain accountability for capitalized internal use software, and are
responsible for all authorized software use and other IT activities, including but not limited to, encryption,
reformatting, sanitization and disposal.

6.3  AUTHORIZED USE

5 CFR §2635.704 requires employees to protect and conserve government property and use, or allow its
use, for authorized purposes. Government property includes any form of real or personal property in which
the government has an ownership, leasehold or other property interest, as well as any right or other intangible
interest that is purchased with government funds, including the services of contractor personnel. Government
property includes office supplies, telephone and other telecommunications equipment and services,
government mail services, automated data processing capabilities, printing and reproduction facilities,
government records, and government vehicles.

An authorized user for accountable personal property is the responsible party and custody receipt holder of
a particular asset that has been issued by an EPA property official for the holder’s business use. However,
there are shared assets (e.g., office copy and facsimile machines, printers, office supplies) that an employee
may be authorized to use. Generally, supervisors verbally give authorization to use shared assets and no
formal documentation is generated.
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6.4 MOVEMENT AND ACCOUNTABILITY

The movement and accountability of personal property shall be documented on EPA, General Services
Administration (GSA), or comparable and approved forms appropriate for the transaction being conducted.
The forms shall be signed by an authorized EPA property official. Any transaction that effects a change to
the status of accountable property shall be accounted for through documentation and the official asset record
shall be updated in the AAMS.

EPA-approved procedures for the acceptance of electronic signatures on documents may be applied to asset
documentation as long as applying an electronic signature does not conflict with the transaction being
documented, such as in the case of a physical inventory. Only a property official, as designated in writing,
has the authority to approve the movement of an asset.

6.4.1 Recording Property

EPA Form 1740-10, “Property Action Request and Memorandum Receipt,” shall be used in recording
movement or transfer of accountability of EPA assets within and between program/regional offices. When
generating a property form to record an event, such as a hand receipt or transfer order, the original signed
document shall be uploaded to the property record in the AAMS as an attachment. When uploaded, this
document becomes supporting documentation to the official property record. Original documents shall be
retained in accordance with EPA Records Management schedules. If accountable property cannot be
recorded in the AAMS within the 5-day period because of extenuating circumstances, a request for an
extension explaining justification must be submitted in writing to the Agency Property Management Officer
(APMO) for approval. (See “Justification Form” in Appendix E, “EPA Forms.”).

6.4.2 Issuing Property

Issuing refers to the action of assigning stewardship of specific property to an authorized user to be used in
the performance of their duties. EPA Form 1740-22, “Personal Property Custody Card,” shall be used to
document this transaction. The original shall be uploaded as an attachment to the official property record in
the AAMS and a copy shall be given to the authorized user.

The official asset record and the asset management system shall be updated immediately upon any issuance
transaction. When issuing accountable property and updating the AAMS, the update shall include, at a
minimum, the following data elements listed in Table 6-1.
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Table 6-1. AAMS Minimum Record Data Element Update: Issuing Accountable Property

Minimum Issuing Data Elements Description/Example
Steward code (Drop down list)
Custodial Property Officer (Self-explanatory)
Authorized user (Self-explanatory)
Responsibility begin date Date asset issued
Asset location site City, state
Asset location address Street address
Asset location specific Room, cubicle number
Physical inventory date (Self-explanatory)

Additional elements may be required when e