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1. PURPOSE:  This guide provides instructions pertaining to the receipt, accounting, management, and disposition of government-owned or leased accountable personal property; provides description of duties of personnel involved in property management; provides definitions of personal property related terms; defines authority, accountability, and responsibility as they relate to property management officials; and describes inventory control procedures.

2. APPLICABILITY AND SCOPE: This guide applies to all headquarters and field activities.

3. DEFINITIONS : (in alpha order)

a. Accountable Area.  An area defined by organizational or geographical limits, for which a discrete set of formal property accountability records is maintained under the jurisdiction of a designated Accountable Property Officer (APO).  In the Asset Management System (AMS) accountable area constitutes a business unit.  The Food and Drug Administration (FDA) accountable areas are as follows:

1.)  
FDA Centers

2.)  
ORA Headquarters

3.)  
ORA Regional and District Offices

4.)  
FDA Non-Center Headquarters (NCHQ)

b. Accountability.  The act of maintaining an account (record) for personal property by providing a complete audit trail for property transactions from receipt to final disposition.

c. Accountable Personal Property.  All government personal property meeting the definition of equipment that:

1.) Has an acquisition cost or estimated value of $5,000 or more; or

2.) Has an acquisition cost or estimated value of less than $5,000 but requires special controls or is determined to be subject to unusual rates of loss, theft, or misuse.  These property items are classified as sensitive equipment items.  (See item “3., t.   Sensitive Equipment“ for a complete listing.)

d. Acquisition Cost.  The unit price of a property item as it is recorded in the financial and accounting records.  The price shall include all costs incurred to set-up the equipment and bring the equipment to a location suitable for its intended use [transportation, components, and set-up].  

e. Adjusted Cost.  The increase/decrease to an item's acquisition cost resulting from the addition/deletion of a component part(s).

f. Capitalization.  A financial management term that describes the function of recording the total acquisition cost of an item in the general ledger of an agency's financial accounts in order to accurately reflect the agency's investment in the asset. 

g. Capitalized Personal Property.  Accountable personal property with an acquisition or adjusted cost of $25,000 or more, which is recorded in the general ledger of the financial management accounts.

h. Custodial Area.  A physical area (e.g. laboratory, section, and office) that is administratively designated as a discrete component for property management purposes.  A unique four-digit organization number (previously known as location code number) identifies each custodial area.  Each Property Custodial Officer (PCO) is responsible for one or more organization codes.

i. Equipment.  An item of personal property that is complete in itself, is of durable nature, with an expected service life of 2 years or more.

j. Excess Personal Property.  Personal property items that are no longer required by FDA or any other agency of DHHS and, therefore, are available for surplus or other disposition (e.g. donation).

k. General Ledger.  A fiscal record of all property items with an acquisition cost or adjusted cost of $25,000 or more, that is maintained by the finance and accounting office.  The general ledger is the record against which the property records of the subsidiary ledger, Asset Management System (AMS), are balanced.

l. Lease/Rental.  Personal property items that are leased or rented by a FDA component.  Lease/Rental equipment is not entered into the property system database.  The component Accountable Property Officer (APO) is responsible to maintain, at a minimum, the following data for each item:

1.) The original purchase order.

2.) The lease/rental agreement.

3.) Equipment characteristics.

4.) The equipment location.

m. Organization Number (Location Code).  The unique four-digit number assigned to each custodial area in FDA.

n. Non-Accountable Personal Property.  All personal property costing less than $5,000, except for sensitive items.  (See item “3., t. Sensitive Equipment” for a complete listing.)  Non-accountable property will not be included in the Asset Management System database, nor will it be inventoried with the Accountable Property.  (Note: Even though a property item is classified as Non-Accountable, it is in fact Government property, and must be tracked accordingly.)

o. Personal Property.  Government property of any kind or interest therein, except real property and records of the Federal Government.

p. Physical Inventory.  A periodic physical location, identification, and count of accountable property items actually on hand and the reconciliation of those counts against the applicable property records in the AMS.

q. Precious Metals.  Any item, piece, or part made of platinum, gold, or silver.

r. Salvage.  An item of equipment having a value greater than the basic material content, but which is in such condition that it has no reasonable prospect for use for the purpose originally intended.

s. Scrap.  Property that has no value except for the basic material content.

t. Sensitive Equipment.  Any item of equipment that has a high degree of personal appeal, is portable, and is susceptible to theft.  Sensitive equipment items are:

· Central Processing Units (CPU) Assemblies

· Weapons (including tranquilizer guns)

u. Subsidiary Ledger.  The subsidiary ledger consists of the capitalized property items in the Asset Management System (AMS) against which the property records of the general ledger are balanced.  The general and subsidiary ledgers are required to be balanced on a monthly basis.

v. Surplus Personal Property.  Any excess personal property for which there is no longer a need within the Federal Government.  The Program Support Center (PSC) is the authorized agent for surplussing personal property for components at FDA headquarters.  The General Services Administration (GSA) is the authorized agent for surplussing personal property for FDA field operations.

w. Warranty.  A written guarantee of the integrity of a product and of the manufacturer's responsibility for the repair or replacement of defective parts.  Each component shall maintain an administrative record of all equipment under warranty, as outlined in the component’s Standard Operating Procedure (SOP).

4. AUTHORITY, ACCOUNTABILITY, RESPONSIBILITY:  The assignment of authority, accountability, and responsibility is herein established for FDA officials.

a. Authority to manage the personal property assets of the FDA is vested in the Director, Division of Central Services.  This official is the Property Management Officer (PMO) for FDA whose authority is delegated down from the Department. (See Attachment A)

b. Accountability for the personal property assets of FDA is assigned to those senior component managers who have direct control of personal property assets and who select and assign staff to acquire and manage said assets.  These managers are responsible to account for the personal property assigned to their organization and for the documentation of all transactions affecting personal property.  (See Attachment A)

c. Responsibility for the personal property assets of FDA is assigned to those officials who have the day-to-day property management responsibility (e.g. receiving, maintaining, and disposing).  (See Attachment A)

5.   
DESCRIPTION OF DUTIES: 

a. Director, Division of Central Services. The official designated as the Property Management Official (PMO) for the Agency.  The PMO has the authority to manage the FDA's personal property program in accordance with Department and regulatory requirements.

1.) Establish policies and procedures to ensure the integrity of all property related records, especially the central depository entitled the Asset Management System (AMS).

2.) Establish effective audit procedures to maintain the accuracy of the official personal property records.

3.) Establish comprehensive training programs for all FDA personnel who either manage or maintain personal property.

4.) Ensure that effective coordination procedures are in place between finance, acquisition, and property officials for continued maintenance of a monetary balance between the FDA general ledger and the subsidiary ledger (AMS).

5.) Ensure that personal property records are reconciled by periodic inventories of property.

6.) Assist FDA component managers in the development and operation of internal control systems for property accountability.

7.) Ensure that personal property disposal procedures and practices are consistent with Agency policies.

8.) Ensure that Report of Survey actions are conducted in accordance with applicable Agency policies.

9.) Delegate PMO authority to appropriate PMO Representatives.

b. Director, Division of Central Services.  The official designated by the FDA  Property Management Official (PMO) as his/her representative, Property Management Official’s Representative  (PMOR) to implement the duties assigned to the PMO.

1.) Develop overall personal property policy.

2.) Maintain and update the property related Staff Manual Guides (SMGs).

3.) Develop Agency-wide personal property internal audit procedures, and conduct continuous audits of FDA components' personal property asset management.

4.) Develop and maintain the Asset Management System (AMS) to ensure the integrity and timely input/output of personal property asset data.

5.) Serve as the focal point for coordination of external audits, including the annual Chief Financial Officer's (CFO) Act of 1990 and General Accounting Office (GAO) reviews.

6.) Ensure the timely submission of reports to the Department and other Federal Agencies.

7.) Provide guidance and assistance to FDA components in the acquisition, receipt, management, and disposition of their personal property assets.

8.) Develop and implement property management training programs for FDA property personnel.

9.) Require FDA components to certify completion of their annual property inventory reconciliation.

          10.) Develop and implement procedures (in coordination with OFM) that will ensure monthly reconciliation balances between the General and Subsidiary Ledgers.

c. Center, NCHQ Office, Regional, District Directors.  The official designated by the FDA Property Management Official (PMO) as his/her representative Property Management Official’s Representative (PMOR) to implement the duties assigned to the PMO.

d. Component Functional Responsibilities.  Each FDA operating component shall designate officials to perform the functions listed below.  Component Standard Operating Procedures (SOPs) are required to clearly delineate the distribution of the specific duties listed herein among the component personnel responsible for personal property management.  It is expected, at a minimum, that each operating component will assign an Accountable Property Officer (APO), Receiving Officials (ROs), and Property Custodial Officers (PCOs).  The PCOs and ROs must be designated in writing and submitted to the Center APO.

1.) Manage and coordinate the activities at the center/office designated receiving point(s).

2.) Manage the receipt and barcoding of all accountable and capitalized property, including the transmission of FDA Receiving and Add Property (RAP) Reports to OFM within 10 days of item receipt and acceptance for capitalized property only.

3.) Coordinate the distribution of new property with the cognizant PCO.

4.) Manage the activities, assignment, and training of center/office PCOs.

5.) Plan and coordinate center/office inventories.

6.) Manage the center/office property disposition process.

7.) Maintain records for center/office property transactions.

8.) Manage the input, changes, and deletions to the AMS.

9.) Coordinate with the component administrator of GBLs, when the GBL includes any Government property.

10.) Ensure the proper utilization, care, and safeguarding of personal property 

issued or assigned to a custodial area, including the issuance of property passes and hand receipts.

11.) Maintain an administrative record of all equipment under warranty.

12.) Ensure that employees in a custodial area are properly advised on their responsibilities for the proper use, maintenance, and protection of personal property.

 13.) Prepare and process required documents consistent with the prescribed guidelines, 

        covering the acquisition, transfer, disposal, and Report of Survey actions.

14.) Conduct physical inventories and reconciliation of personal property at the frequency required by applicable policies and maintain current inventory records.

15.) Conduct joint inventory upon transfer of custodial responsibility to a successor and 

      initiate action to adjust any differences that may be discovered.

16.) Maintain a record of each item of personal property that is leased or rented.

17.) Complete and distribute a HHS-22 (in lieu of a RAP Report), upon receipt of a component part, when notified that a component part has been ordered.  The completed HHS-22 must be faxed to OFM within 10 days of receipt of component part(s) for capitalized assets.

6. ACQUIRING AND RECEIVING PERSONAL PROPERTY:

a. Object Class Code 31 - Equipment.  Accountable/capitalized equipment is identified by and acquired under Object Class 31.  (See Attachment B for a complete listing for O.C. 31.)  The assignment of the proper object class to a requisition and purchase order is critical to FDA's ability to account for and manage its personal property assets.  Care must be taken to avoid inadvertent assignment of O.C. 25 (Contractual Services) or O.C. 26 (Expendable Supplies and Materials).  Note:  Permanently mounted/attached sterilizer equipment, formerly considered personal property, is hereafter designated as real property. 
b. Not Available from Excess.   The “not available from excess stamp or certification” is no longer required on the requisition.  It has been determined, through discussions with the General Services Administration (GSA) and review of the excess property requirements set forth in Federal Acquisition Regulations (FAR) 8.102 and the DHHS Logistics Manual, 102-26.154 that it is not practical for Agency personnel to make such determinations.  FDA components APOs are encouraged to consider, where feasible, the availability of excess property that may exist within their organization or other FDA components when reviewing requisitions.

c. Acquisition Process - Headquarters.  

1.) Form HHS-393, Purchase Requisition

The PMO signature line on  the HHS-393 will be signed by each FDA component’s APO for all capital and accountable property purchase requests.  Component APOs shall retain a copy of all such HHS-393s.  It is the responsibility of the APO to screen the requisition for required clearances and object class assignment.  After review is completed, the APO shall sign, retain a copy, and forward the requisition to the appropriate procurement activity. Requisitions for capital property may be cleared by a Capital Assets Review Team (CART) if deemed appropriate by the cognizant APO. (See Attachment G)

2.) Purchase Orders

Component APO shall receive a copy of all purchase orders for O.C. 31 accountable property and shall make distribution to the designated Receiving Official and other officials, as necessary.

d.) Acquisition Process - Field
1.) Form HHS-393, Purchase Requisition

All requisitions for accountable/capital personal property shall be screened by the APO for required clearances and object class assignment. Requisitions for capital property may be cleared by a Capital Assets Review Team (CART) if deemed appropriate by the cognizant APO. Purchase Orders shall not be issued by field components for capital equipment prior to receiving clearance from the APO or CART. (See Attachment G)

2.) Purchase Order

The Center APO shall receive a copy of all purchase orders for O.C. 31 accountable property. 

e.) Receiving Process
1.) Central Receiving

Each FDA component shall establish a central receiving program composed of one or more specified receiving points.  Receiving points shall be managed/monitored by designated Receiving Officials and be so configured as to provide an adequate security and storage area for property items.

2.) Barcoding/Tagging

Immediately upon receipt, the Receiving Official shall barcode/tag accountable property items.

3.) Receiving and Add Property (RAP) Report

The Receiving Official shall complete all fields and sign each RAP Report, then  immediately send the report to the component APO and other designated component officials.  To ensure prompt payment, within 10 days after receipt of the property item and acceptance at the final destination, the APO shall forward a copy of the RAP Report to OFM, Accounting Operations Branch (AOB), HFA-122 and the OFACS, Division of Central Services, for capitalized equipment.  The APO shall add this information to the AMS within 5 days and no later than 10 days after receipt of RAP.  The payment office for certain field acquisitions may not be HFA-122.  In those instances, the cognizant payment office is required to make payment within the 10-day window.  (See Attachment C)

4.) Instructions for Identifying the Receiving Official on Procurement Documents

Proper designation of the Receiving Official is critical to the property management and acquisition processes.  To indicate the Receiving Official on procurement documents, complete the following fields of the requisition and purchase order with the name of the receiver, the complete mailing address, the mail code, and the phone number.  If all information does not fit, enter the remainder on the body of the document.

a.) Use the "Deliver To" box on the HHS-393.

b.) Use the "Ship To" box on the Purchase Order.

f.) Capitalized Property Document Distribution

The Director, Division of Central Services (DCS), and the Office of Financial Management (OFM) shall receive and maintain copies of all acquisition and receiving documents for capitalized property, including, at a minimum, the HHS-393, the Purchase Order, the RAP Reports, and all other official Federal Purchasing documents such as the HHS-22 documentation.  It is the responsibility of component APOs to provide such documentation to the Director, DCS and the Office of Financial Management (OFM).

g.) Contractor Acquired Equipment

The Division of Contract and Procurement Management (DCPM) will provide a determination and findings (D&F) entitled “Authority to Provide Government Property to Contractors”, to the component APO, for approval and processing.  The APO will screen for correct assignment of object class codes, and other required clearances (e.g. ADP/OIRM).  Upon completion, the APO will sign, retain a copy for record purposes, and return the D&F to the appropriate Contracting Officer.

The contractor shall inventory all accountable Government property and submit a list of that property to the Contracting Officer on commencement of the contract, usually concurrent with transfer of the property, annually on the anniversary of contract award, and within 90 days after completion or termination of the contract.

The inventory list, reflecting each item of accountable property as separate line item, should contain the following data elements:

1. Barcode/Tag Number

2. Item name/Description

3. Manufacturer’s Name

4. Manufacturer’s Model Number

5. Manufacturer’s Serial Number

6. Unit Cost

7. Date Received/Inventoried

8. Contract Number

9. Remarks (optional)

h.) Credit Card Purchases
Only Purchasing Agents and Specially Designated Personnel are authorized to use the IMPAC card to purchase accountable (including sensitive) personal property.

1.) Prior to acquisition, requisitioners shall complete a "mock" Form HHS-393 and submit it as follows:

a.) Headquarters - submit to component APO for review and approval.

b.) Field - submit to cognizant PMOR (as delegated) for review and approval.

3.) Upon receipt of the property item, receiving officials will barcode/tag the item, complete a RAP Report and submit it to the component APO.

i.) Replacement Parts and Add-on Components
1.) Replacement parts are those items purchased for the purpose of replacing failed property components, or items purchased to upgrade a property component.  Replacement parts do not increase or significantly increase the value of the accountable property item.  Changes in value must be recorded in the AMS.

Examples:

a.) Replacing a failed monitor or disk drive with a similar component.

b.) Replacing a functioning hard disk drive with a larger disk drive.

2.) Add-on Components do not replace existing components. Add-on components do increase the value of the accountable property item.  The Asset Management System (AMS) record must be updated to reflect the increase in value.  Complete a HHS-22.  Indicate the barcode/tag number and description of the property item to be updated.  List the description of the add-on component and list the cost.  Submit the HHS-22 to the component APO.  If this makes the equipment a capitalized asset or adds to the value of a current capitalized asset, the HHS-22 must be sent to OFM within 10 days of receipt of add-on component(s).
Examples: 

a.) Adding a CD-ROM drive to a personal computer.

b.) Adding a stapler/sorter unit to a photocopier machine.

j.) Trade-in
Accountable property may be traded-in toward the purchase of new property.  The Form HHS-393, Purchase Requisition, must include the following information for trade-in equipment:

1.) Description of trade-in item.

2.) Serial Number

3.) Barcode/tag  Number

4.) The trade-in value allowed/given

When the new equipment is received, annotate in the comments section of the Receiving and Add Property (RAP) report that an accountable property item was traded in and list the above four items.  The RAP must be sent to OFM within 10 days of receipt of equipment for capitalized equipment.

7. ENTRY AND DELETION OF DATA IN THE ASSET MANAGEMENT SYSTEM (AMS) DATABASE

a. Entry of Data
The entry of new items of equipment into the database is the responsibility of FDA components. 

b.
Data Changes
The component is responsible to manage changes in data elements (e.g. costs, building and room number, location codes) of equipment listed in the AMS.  All HHS-22s and/or SF-122s for capitalized property must be submitted to the Director, DCS and the Office of Financial Management immediately for capitalized assets (includes transfers, cost increase, cost decrease, and recatagorization). 

c. Deletion of Data
The deletion of equipment items from the database is the responsibility of the FDA component.  All HHS-22s for the deletion of capitalized property must be submitted to the Director, DCS and the Office of Financial Management immediately.

8. DISPOSITION OF EXCESS PERSONAL PROPERTY

There are several, authorized processes by which FDA components can dispose of excess personal property.  It is the responsibility of the FDA components to select the appropriate process in each case, to follow the procedural processes outlined herein, and to retain records of these transactions.

NO TRANSFER, SURPLUS, DONATION, OR OTHER DISPOSAL DOCUMENT CAN BE ALTERED.  AN EXAMPLE OF AN ALTERED DOCUMENT WOULD BE A HHS-22 WITH 20 ITEMS LISTED FOR SURPLUS AND 2 OF THE 20 ITEMS LINED THROUGH AS IF NOT PART OF THE FINAL TRANSACTION.  IN THAT INSTANCE, A NEW HHS-22 WOULD BE PREPARED LISTING ONLY 18 ITEMS FOR THE FINAL TRANSACTION.

a. Transfers to Other Federal Agencies
All transfers of excess personal property between Federal Agencies shall be accomplished on Transfer Order Excess Personal Property, Standard Form 122 (SF-122), in accordance with FPMR 101-43.309-5.  The SF-122 is prepared by the ordering agency.

b. Disposition of Excess Property Through Surplus
1.) Document Preparation

Component personnel shall prepare documentation listing the key information (e.g. barcode/tag number, serial number) of property items determined to be excess.  Headquarters property personnel will prepare the new PSC Form 32,  entitled Request for Laboring, Materials Handling, and Trucking Services, and a HHS-22, Request for Property Action.  The unique control number of each form will become the transaction identifier for each pickup and must be placed on the upper left-hand corner of each associated HHS-22.  The field property personnel will prepare a SF-120, Report of Excess Personal Property.

2.) Request for Pickup

At FDA headquarters, Program Support Center (PSC) is the only organization authorized to pickup and otherwise dispose of excess accountable property items.  The completed HHS-22 and PSC-32 forms should be sent to the PSC, Personal Property Facility Operations Manager, Telephone: (301) 443-2224, Fax: (301) 443-1227.  In the field, components should follow the procedures recommended by their respective GSA representative.

3.) Pickup

At FDA headquarters, the signature of the PCO and the PSC driver must be affixed to the HHS-22 at the time of the pickup exchange.  Further, each HHS-22 must be signed by a management official of the component, usually the APO or higher official.

4.) Transfer Confirmation

Upon satisfactory receipt of the items at the PSC warehouse, a PSC manager will sign the HHS-22 and return that signed copy to the component APO, who shall retain the copy for the record.

5.) Salvage - Field

In the event that a field component has exhausted every surplus effort (e.g. GSA pickup) to no avail, the excess property may be disposed of through salvage.

c. Sale
The reporting activity may dispose of the property locally by conducting a small lot sale in accordance with FPMR 101-45.304-3.

d. Donation
In accordance with Executive Order 12999, FDA components may donate excess personal property to eligible institutions, without regard to the PSC or GSA surplus requirements.  The FDA Policy for Donation of Excess Education-Related Property is included herein as Attachment E.

e. Disposal Through Abandonment, Destruction, or Cannibalization
In certain cases, disposal of excess property by abandonment, destruction or cannibalization is authorized by law, regulation or agency directive for reasons of public health, safety, or security.  Depending on the cited reason or authority, abandonment, destruction, or cannibalization can be effected at any time during the disposal process (utilization, donation, or sale).

The first requirement for the holding activity in preparing to dispose of property through abandonment or destruction is to determine the proper authority.  The authorities are:

1.) The property has no commercial value. No commercial value means that the property, through determination, has neither utility nor monetary value (either as an item or as scrap).

2.) The cost of care, handling, and preparation of the property for sale would be greater than the expected sale proceeds (estimated fair market value).

3.) A law, regulation, or directive requires abandonment or destruction action.

4.) Written instructions by a duly authorized official (health, safety, or security) direct abandonment or destruction action.

a.) If the property to be abandoned or destroyed meets the criteria above, list the items on a HHS-22 and complete the following:

"I certify that the above item(s) were abandoned or destroyed because (cite reason for abandonment or destruction based on criteria) and in the manner authorized by the Federal Property Management Regulations (101-45.9) and other applicable regulations."

____________________________________
______________

Authorizing Official's Signature                            Date

(NOTE:  The Authorizing Official is the component’s APO.)

b.) A witness statement shall also be prepared and typed on the HHS-22 which shall read as follows:

"I have witnessed the (abandonment or destruction) of the described property in the manner and on the date stated herein."

_____________________________________
________________

Signature of Witness                                        Date
c.) The HHS-22 shall also be signed by a designated PMO official in the appropriate block.

9. TRANSFERS OF PERSONAL PROPERTY

a. Transfers Within FDA (from one custodial area to another)
Transfers within FDA from one custodial area to another should be coordinated through the cognizant component’s APO.  The form HHS-22 to record the transfer should be signed by the both the losing Property Custodial Officer (Block 13) and the gaining Property Custodial Officer (Block14).  

b. Transfer Outside of FDA 
Forward a copy of form HHS-22 (signed by the Property Custodial Officer as initiator,  in Block 13, and signed by a HHS representative, in Block 14) to the component APO for the signature of the Accountable Property Officer in Block 16, and for adjustment to the property records.

10. REPORT OF SURVEY

The FDA Report of Survey is used: (1) to document an incidence of stolen, lost, or damaged personal property; (2) to initiate reviews and investigations; and, (3) to document the conclusions and findings of the Board of Survey and Determining Authorities.  Details on preparation of the FDA Report of Survey are contained in the Staff Manual Guide 

FDA 2620.5, Report of Survey System, dated January 12, 2001.

11. INVENTORY PROCEDURES FOR ACCOUNTABLE PERSONAL PROPERTY

a.) Frequency
PCOs, in conjunction with the component APO, are responsible for conducting an annual physical inventory of all accountable personal property charged to their custodial area.  A schedule of annual inventories will be jointly developed by the Division of Central Services and the FDA component.  

b.) Procedures - Headquarters
1.) Using barcode/tag equipment, follow the instructions in the Recommended Inventory Procedures for Headquarters, provided by the Administrative Services Branch, DCS, scan all barcode/tag numbers and upload the data into files for submission to the Administrative Services Branch, DCS.

2.) The data will be interfaced with the AMS, the four possible reports generated, and forwarded to the component APO for reconciliation.

3.) The following is the description of each report and the reconciliation requirements.

a.) Records where barcode/tag and organization code agree with the AMS database.

Requirements:

None.  The records on this report were scanned in the same organization code as indicated in the AMS.

b.) Records where the organization code is not the same as the AMS database.

Requirements:

This report shows property that is in the AMS under a certain organization code but was found during the physical inventory in another organization code.

You must complete a Request for Property Action, HHS-22, for any records that shall be transferred to the organization code indicated.  If the item should not be transferred, it does not require any further action.

c.) Records in AMS database but not reported on inventory.

Requirements:

This report shows property that was not located during the inventory.  A second search for this property shall be conducted.

If an item is located:

Annotate the reconciliation report to indicate the item was found.

If an item is not located:

· Headquarters.  Complete a FDA Report of Survey, as outlined in SMG 2620.5, along with the printout, for processing to the Administrative Services Branch, HFA-215.

· Field Locations.  Submit a FDA Report of Survey, as outlined in SMG 1620.5, after processed by field location Board of Survey.

d.) Records not found in the AMS database.

Requirements:

This report includes items that did not have a barcode/tag or the barcode/tag was not in the AMS.  Complete the Receiving and Add Property (RAP) Report for each new record and enter this information into the AMS database.

c. Procedures - Field 

Hands-on physical inventories are performed by the field PCOs.

12. RESPONSIBILITIES OF FDA EMPLOYEES RELATIVE TO GOVERNMENT PROPERTY

Each FDA employee is responsible for the proper acceptance, use, protection, and surrender of any property assigned to his/her custody or control, and may be held financially liable for violations of such responsibility when they result in losses to the Government.

More specifically, he/she shall:

a.) Accept property only when properly assigned to his/her custody and control by a Property Custodial Officer (PCO) or authorizing official, and shall not remove any property from a custodial area unless such removal is made with the consent of the PCO or an authorizing official.

b.) Not use, or permit any other person to use, FDA property for any purpose not authorized by law, except in cases of actual emergencies threatening personal safety, loss of life, or property.

c.) Not take for personal use any article of property, including property that has been abandoned or destroyed.

d.) If responsible for the custody and/or use of personal property that is subsequently lost, stolen, destroyed, or damaged beyond repair or salvage, forward immediately to the appropriate PCO a memorandum showing:

1.) Full description of the article, FDA barcode/tag number, serial number (if any), and cost.

2.) The facts and circumstances surrounding the loss, theft, damage or destruction.

3.) The action taken to recover same, if the property was lost or stolen.

e. An employee leaving the jurisdiction of any custodial area shall return any property or account for all personal property and other items for which personally responsible.

13. ACCEPTANCE OF UNCONDITIONAL GIFTS OF PERSONAL PROPERTY

The Food and Drug Administration, as a PHS component, has statutory gift acceptance authority under 42 U.S.C. subsection 300aaa.  By memorandum dated February 25, 1983, the Assistant Secretary for Health delegated to the Commissioner of Food and Drug the authority, under section 501 of the Public Health Service Act (42 U.S.C. 219) as amended, to accept offers of gifts, excluding the acceptance of gifts of real property.  Offers of personal property shall not be accepted if the total costs associated with acceptance are expected to exceed the cost of purchasing a similar item and the cost of normal care and maintenance.  Since the Commissioner of FDA has the authority to accept unconditional gifts on behalf of the Agency, a formal request that the Commissioner accept the gift on the basis that it meets the requirements of Title 21 CFR 5.10, (Subpart A), and that acceptance does not present a conflict of interest, should be submitted by memorandum from the FDA component's director through the Associate Commissioner for Management, though the Deputy Commissioner for Operations, to the Commissioner.  Any unconditional gift of personal property accepted for official use by the Commissioner, shall be accounted for in the same manner as personal property acquired from other authorized sources and shall lose its identity as an unconditional gift upon entry into the Agency's property account.  When property acquired as an unconditional gift cannot be used or is no longer required by the Agency, it shall be reported to GSA as excess personal property in accordance with FPMR 101-43.304.

14. POOLING/SHARING EQUIPMENT

In order to further reduce procurement expenditures and to increase property utilization, each center, field office, and separate activity of the agency should examine their property holdings and, where feasible, establish equipment pools to share equipment including, but not limited to, items such as: laboratory and scientific research instruments, office machines, and audiovisual equipment.

a. Establishment

Pools may be developed from new equipment, unrequited property, and property not fully utilized by any one laboratory or office when there is a recurring need in several activities and it would be economically feasible.  Special efforts shall be made to identify equipment for pooling at the time PCOs conduct the annual property accountability inventory.

b. Procedures

A separate custodial account may be established for equipment pools.  The PCO must obtain the signature of the borrower.  A Personal Custody Property Record/Hand Receipt, Form HHS-439, or any automated system-generated format may be used for this purpose.  If the equipment is needed for more than 1 year, it should be considered for transfer to the custodial account of the borrowing activity.

c. Review

Once the equipment pool has been established, an annual review should be made of the records to determine the need for adding or deleting items of equipment.

15. PERSONAL CUSTODY PROPERTY RECORD

Personal Custody Property Record/Hand Receipt - Form HHS-439

PCOs are responsible for obtaining signatures and maintaining a record when an item designated as personal custody property is issued so that the property can be removed in this person’s care, from the building.  A Form HHS-439 may be used for this purpose or, if preferred any automated system file is acceptable, if signed and dated.  The form must contain, at a minimum, the following information:  Tag number, item description, manufacturer, name of borrower, name of custodial officer (PCO), Custodial area (Organization code), date of issuer, and expiration date of pass.  This record/file establishes additional controls over items that have a high degree of personal appeal, are portable, and susceptible to theft, referring to sensitive equipment.  (See item “3., t. Sensitive Equipment” for a complete listing.)  Internal clearance procedures must ensure that personnel transferring or separating are required to clear through the PCO, who will screen his/her personal custody property records to be certain that property is returned prior to signing the individual's clearance record.

16. EFFECTIVE DATE

The effective date of this policy is January 23, 2002 and it shall remain in effect until superceded.
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ATTACHMENT B

OBJECT CLASS CODE 31 ‑ EQUIPMENT

 (1/23/02)

CAPITALIZED EQUIPMENT (individual items valued at $25,000 and above)


O.C. NUMBER

EQUIPMENT LIST


31.11
Transportation Equipment -Land Vehicles


31.1A
Transportation Equipment - Water Vehicles


31.1R
Transportation Equipment - Air Vehicles


31.20
Furniture and Furnishings

31.21
Desks, tables, and chairs


31.2A
Filing equipment


31.2H
Medical, dental, and scientific


31.2M
Plant, shop, and ground


31.2Q.
Kitchen and dietetic


31.2U
Furniture and furnishings for quarters


31.2Z
All other


31.30
Office Equipment ‑ Excludes IT (ADP and TC) Equipment


31.31
Typewriters (see 31.41 for word processors)


31.3Z
Other office machines (see 31.5N for audiovisual)


31.40
IT (ADP and TC Equipment)
31.41
ADP Hardware Equipment ‑ Electronic data processing equipment including: Mainframe, mini, and micro digital, analog and hybrid computers used for the manipulation and storage of data (as opposed to the transfer of data); equipment electronically connected to CPUs, and equipment normally used in support of ADP (e.g., equipment used for data input and output, multimedia and presentations, mass storage, communication, file transfer, security and data integrity, back‑up, line conditioning, uninteruptible power supplies, etc.)



Purchases may be for new ADP capacity or to expand or replace existing capacity.

Includes printers and modems, but not facsimile machines (see 31.45).

Includes network interface cards (NICs), but not network hardware (see 31.48) or cabling (see 32.2B).

ATTACHMENT B

OBJECT CLASS CODE 31- EQUIPMENT (continued)

31.43
ADP Software Equipment ‑ Indefinite license custom and off‑the‑shelf software used to facilitate use of computer hardware including operating systems; assembly, compiler, translator, and application software (e.g., groupware, presentation, communication, file transfer, client‑server, directory services, Internet software, etc.).  Excludes network operating system software (see 31.48), and annual licenses for software use (see 25.7P).  Currently not tracked via the Asset Management System.

31.44
TC infrastructure equipment ‑ Common use ‑ Equipment used for the transmission of 
analog or digital signals to include voice/data-switching system, videoconference bridge, 
uninterrupted power supply, automatic call distributor system, voice mail system, automatic answering devices, automated telephone directory systems, etc. (excludes cabling, see 32.2C).

31.45
TC end‑user equipment ‑ Includes key systems, station user equipment, facsimile


machines, cellular phones/pagers, hand‑held fixed, or mobile radio systems, etc.

31.48
LAN and WAN hardware equipment and NOS software

· Includes servers, routers, hubs, multiplexers, and concentrators.

31.4D
TC Software ‑ Software that uniquely supports TC end‑user equipment (see 31.45, excludes software contained in 31.48). Currently not tracked via the Asset Management System.

31.50
Instruments and Apparatus
31.51
Medical, dental, and scientific
31.57
Kitchen and dietetic
31.5A
Medical stockpile
31.5L
Quarters
31.5N
Audiovisual, microfilm, and photographic
31.5R
Printing, duplicating, and copying
31.5U
Communications (other than object class 31.40)
31.5Z
All other
31.60
Production and Construction Machinery, and Armaments
31.61
Production and Construction Machinery
31.6X
Armaments
31.6Z
All other
ATTACHMENT B

OBJECT CLASS CODE 31 – EQUIPMENT (continued)

31.70
Implements and Tools, etc.
31.71
Medical, dental, and scientific
31.7A
Kitchen and dietetic
31.7H
Plants, shop, and ground
31.7Z
All other
31.80 Publications for Permanent Collection (including library, NO cost restrictions).  

Currently not tracked via Asset Management System.

31.81
Publications, books, etc.  Currently not tracked via Asset Management System.

31.8Z
Other library resources such as microfilm, films, and tapes with a useful life of over 2 years.
(Also see 31.9Y).  Currently not tracked via Asset Management System. 

31.AA
Capitalized Equipment under Capital Lease  Currently not tracked via the Asset Management System.


NON‑CAPITALIZED EQUIPMENT  (Individual items valued under $25,000)

31.90
Non-Capitalized Equipment


31.91
Transportation Equipment
31.93
Furniture and Furnishings
31.9A
Office Equipment
31.9B
LAN and WAN hardware equipment and NOS software
31.9C
ADP software – indefinite license
31.9D
TC software
31.9F
ADP hardware equipment
31.9H
Instruments and Apparatus
31.9J
TC infrastructure equipment
31.9K
TC end-user equipment
31.9L
Production and construction machinery and armaments
31.9X
Implements and tools
31.9Y
Publications, books, and other library resources not intended for permanent collection.

(See 26.6M for the direct use of reference books in individual offices.)
31.9Z
Other
NOTES:

· For descriptions of the kind of equipment included in each category, see the capital equipment descriptions under object classes 31.10, 31.20, 31.30, 31.40, 31.50, 31.60, 31.70, and 31.80.

ATTACHMENT B

· Sterilizer Equipment (permanently mounted/attached), formerly considered personal property, is hereafter designated as real property.  Obligation and payment documents shall reflect object class codes associated with real property transactions.
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ATTACHMENT C

RECEIVING AND ADD PROPERTY (RAP) REPORT 

INSTRUCTIONS

PART 1. Instructions for Submitting Receiving and Add Property Reports

1. Only persons specifically designated as Receiving Officials (RO) should receive property, barcode/tag the property, and complete the Receiving and Add Property (RAP) Report.

2. One RAP Report is required for each property item. However, only one copy of the purchase order need be included in the distribution described below.

3. If the purchase order is for multiple items, the RO can complete all common fields of the RAP Report, then photocopy the form before completing the remaining fields.

4.
The RO shall complete all the fields and sign each RAP then immediately send it to the component APO.

5.
The APO shall add the RAP information to the Asset Management database within 5 days and no later than 10 days after receipt and forward a copy of the RAP within 10 calendar days of receipt to OFM (fax: 301-827-5039).

6.
If the purchase is for capital equipment, the RAP must also be sent to OFACS/DCS (fax: 301-827-7228).

PART 2. Instructions for Completing Receiving and Add Property Reports:

GENERAL 1

1.  Object Class/Category: from the Purchase Order, box 9, starts with 31.__.

2.  Description:  Brief text, common name of item

3. Date received/Acquisition Date: Date the equipment was received.

4. Receiver Signature: RO must sign this report.

5. Tag Number: Enter the seven-digit barcode/tag number.

6. Bldg./Location:  Building Code or Number

7. Room #: Room number or area number.

8. Doc. I: Document ID, APO will determine.

9. Organization Code: property code for assignee (a.k.a. location code).

10. Budget Year: Fiscal year of Purchase Order.

11. Cost: The total cost of the item.  If components are priced separately on the Purchase Order, include those in the Cost.

GENERAL 2

1.  Serial Number: This is very important

2. Purchase Order Number (taken from the Purchase Order, Form FDA 3303, Box 3)

3. FDA Transaction #: taken from the Purchase Order, Box 9 (examples, R 01589 00, or N 02341 00).

ASSIGNEE INFORMATION

1.  Name: End User or, if unknown at the time, enter PCO name

MANUFACTURER INFORMATION

1.  Manufacturer: Spell out entire name.

2.  Model #: Enter model number.

COMMENTS

Optional field: Enter comments or additional information.

ATTACHMENT D

TRANSACTION CODES

ADDITIONS TO THE INVENTORY

Al

Purchase

A2

Transfer from HHS or another Federal Agency (supported by a HHS-22 or SF-122).

A3

Found item during inventory without documentation, and supported by a HHS-22.

A4

Manufacturer replacement of item.

A6

Purchase of rental or leased property.

A7

Contractor held property.

CHANGES TO ITEM IN THE INVENTORY

C1
Cost increase.

C2
Cost decrease.

C4
Recategorization.

C6
Transfer out (within the FDA property system).

DELETIONS TO THE INVENTORY

D1
Stolen Property

D2
Trade‑in

D3
Donated to public body (tax‑supported organization). 

D4
Transfer to other Federal Agency. 

D5
Lost Property 

D7
Erroneous entry ‑ inventory adjustment. 

D8
Damaged Property 

D9
Retire to (PSC) excess. 

DA
Expended to scrap. 

DB
Abandoned, destroyed, or cannibalized.

DE
Donation to a school. 

DG
Transfer to other HHS Agency. 

DH
Deletion of property that is no longer accountable. 

DN
Disposal by sale.

DX
Manufacturer Return.

REPORTABLE TO GSA DELETIONS IN THE INVENTORY

DC

Donated to other than public body.

DD

Disposal by sale ‑ proceeds to miscellaneous receipts

DJ

Donated to public body (tax‑supported organization).

DK

Transfer to other Federal Agency.

DL

Expended to scrap.

DM

Abandoned or destroyed

ATTACHMENT E

DONATION OF EXCESS EDUCATION‑RELATED PROPERTY

FDA POLICY FOR IMPLEMENTING EXECUTIVE ORDER 12999

BACKGROUND:

On April 17, 1996, the President signed an Executive Order (E.O.) that encourages federal agencies to make an important contribution to education‑ E.O. 12999, Educational Technology: Ensuring Opportunity for All Children in the Next Century, directs agencies ‑ to the extent permitted by law and where appropriate ‑ to transfer computers and related peripheral tools determined to be excess to the needs of the agency directly to eligible schools and non‑profit educational organizations.

The Act also authorizes the direct transfer of excess research equipment to educational institutions or non‑profit organizations to promote technical and scientific education research activities without reporting property to GSA. The property is considered a gift, and title immediately passes to the eligible organization. Title is unconditional, and there are no terms and/or conditions on the use of the property except that it must be used for direct educational purposes as opposed to administrative purposes.

However, a key feature of the Order, and one that cannot be overlooked, is that agencies keep track of all equipment transferred so that an annual report of all transfers can be provided GSA. The efficacy of the Order can be evaluated accurately only if the data are available from each agency regarding the type of equipment transferred, the quantities involved, and the recipients.

PURPOSE:

Under the authority contained in the E.O. 12999 and the Stevenson‑Wydler Innovation Technology Act of 1980, the policy contained herein provides for the establishment and operation of FDA`s donation program for education equipment to schools and non‑profit organizations in an equitable manner. The issuance of this policy provides FDA’s organizations the means to effectively and efficiently carry out the intent of the E.O.

DELEGATIONS:

The authority to approve the donation of educational equipment is delegated as follows:

Headquarter

Executive Officer, Office of Management OC

Director, Office of Management, CVM

Director, Office of Management Systems, CFSAN

Director, Office of Management, NCTR

Director, Office of Management, CDRH

Director, Office of Management, CDER

Director, Office of Management, CBER

Director, Office of Resource Management, ORA

Field

ORA Regional and District Directors

Director, Northeast Regional Laboratory

Director, Southeast Regional Laboratory

Director, National Forensic Chemistry Center

Director, Division of Drug Analysis, CDER

Director, Winchester Engineering and Analytical Center

Chief ,Laboratory Quality Assurance Branch, CFSAN

Chief Northeast Technical Services Unit, CFSAN

Chief, Fishery Research Branch, CFSAN

Special Agent in Charge, OCI Field Offices

AUTHORITY:

Within the framework of the Department's policy, FDA will actively support the intent and purpose of the educational goals of E.0. 12999 and the Stevenson‑Wydler Act. In doing so, and within the limits and requirements of said legislation and HHS' policy and procedures, FDA offices will transfer through gift or donation, excess education‑related equipment to eligible schools and non‑profit organizations.

ATTACHMENT E

DONATION OF EXCESS EDUCATION‑RELATED PROPERTY (continued)

POLICY:

FDA shall attempt to give particular preferences ‑to schools and non‑profit organizations located in the Federal enterprise community's ‑and empowerment zones. Schools, as defined by the E.O., include elementary, middle and high schools, colleges and universities of a public, private or of a parochial nature.

As the Federal Government's top representatives in the regional offices throughout the country, members of the Federal Executive Boards (FEBs) can take the lead in assisting FDA’s field offices in implementing the Order. This may include:

· promoting the Order and the inventory of excess computer equipment within their own agencies and through their outreach activities;

· considering working with local computer recyclers to facilitate the upgrading of equipment;

· promoting the availability of equipment through newspapers, community announcements and the Internet, etc.; and,

· identifying appropriate schools and non‑profit organizations to receive the equipment.

TYPES OF DONATABLE EQUIPMENT:

Computer Related

For purposes of implementing the donation of education‑related equipment, computer‑related equipment includes: computers and related peripheral tools such as printers, modems, servers, etc. Computer software can also be donated where the transfer of licenses is permitted.  (Offices will have to check with each software vendor or licenser about permission to transfer specific software.)

Software

Within the scope of the school/non‑profit donation program, software may also be transferred. The specifics vary for each item of software, and by company owning the software.  Software may be transferred based on the terms and conditions of the software license agreement.

TO PROTECT THE GOVERNMENT INTERESTS, NO SOFTWARE WILL BE DONATED WITHIN THE AUTHORITY OF TIES PROGRAM UNLESS THE DONOR’S OFFICE HAS VERIFIED WITH THE APPROPRIATE OFFICE (e.g. local IRM/LAN support office; cognizant ADP support office; FDA Contracting Officer) THAT THE GOVERNMENT HAS THE AUTHORITY TO DONATE BASED ON ITS LICENSE AGREEMENT WITH THE COPYRIGHT HOLDER.

Software Licenses

Most commercial software is protected by copyrights and some may also be patented, which provides additional protection to the vendor. When an organization "purchases" a commercial software package, it usually only buys the right (i.e., license) to use the software. The ownership of the "intellectual property," the underlying program code, remains with the inventor or manufacturer.

Security

Prior to reuse or disposition, all sensitive data must be removed from the personal computer software and component equipment. This action is the responsibility of the donating organization with help from the Center Information Resources Management (IRM) office and information systems security officer (ISSO). There are two principal, acceptable ways to remove sensitive data from personal computer storage media (e.g., hard disks, magnetic tape): overwriting and degaussing. Degaussing is a process whereby the magnetic media is erased or returned to its initial state.

Math‑Science Related

For math or science equipment, the donations may include:

I .
Electrical and electronic equipment components

2.
Instruments and laboratory equipment

3.
Medical, dental, veterinary equipment, and supplies

4.
Photographic equipment

5.
Communications, detection, and coherent radiation equipment

6.
General‑purpose data processing equipment and related peripheral tools such as


printers, modems, routers and servers, and software (dependent on the manufacturer’s


license/terms), supplies, and support equipment.

7.
Pumps and compressors and valves

8.
Books and manuals

9.
Technical/vocational type materials

10.Furniture (computer stands, tables, etc.)

11
School supplies (pencils, paper, and binders)

ATTACHMENT E

DONATION OF EXCESS EDUCATION‑RELATED PROPERTY (continued)

During the process of identifying and targeting excess equipment for the donation program, FDA components should make reasonable efforts, consistent with existing screening capabilities of the component, the FDA, and HHS, to determine that the equipment is not needed elsewhere,

PROCEDURES:

Roles

Once proper excess screening procedures have been completed, the excess property can be reserved for the donation program.

FDA program officials, both Headquarters and Field, authorized to approve donations will be responsible for oversight of the donation program. They will ensure that the program is effectively carried out in accordance with outstanding property management policies and procedures.

Identification of Recipients

Reasonable effort must be made to identify qualified schools and non‑profit organizations. In the field, this may be accomplished with the assistance of local Federal Executive Boards (FEBs). Again, offices are particularly urged to create partnerships with empowerment zone and enterprise community schools.  Such schools include:

· Schools in economically depressed areas

· Inner‑city schools

· Rural schools

(These schools should serve the poorest students that lack access to adequate outside resources.)

· Adopt‑A‑School/Partnership Schools

· Schools involved in Education Reform Initiatives to Promote Excellence, and

· Educational organizations that emphasize math, science. or technology

Initiating the Transfers

Transfers can be made to individual schools, school districts, or eligible non‑profit organizations.

The E.O. encourages the use of computer recyclers to repair and upgrade computers before they are transferred to eligible organizations. In the field, FEBs may be able to help identify computer recyclers in the respective regions because they have been provided with a preliminary list of recycling organizations.

When using the allowable methods to advertise the availability of the equipment, donating offices should request that schools inform the advertising office of their interest in the program, the types of equipment in which they have interest, their plan on how they will use the equipment, and who will accept the equipment on behalf of the school or non‑profit organization. Offices should maintain this information for determining which organizations should receive the donation.

Each office should assign a point of contact for ADP‑related and scientific‑related transfers. These individuals should be able to respond to any inquiries related to the equipment and its installation to ensure effective use of the equipment.

A Donation Review Committee may be established by each donation approval official identified under PURPOSE.  The committee (can be a standing or convened Board of Survey) can be charged with the responsibility of ensuring a fair and equitable distribution of donated property to qualified and/or targeted recipient organizations. At a minimum, the approval official, or a designee, may convene the committee annually as a means of evaluating the component's donor practices. Documentation of committee activities should be retained by the approval official for audit purposes.

Representatives (possessing appropriate identification) from eligible organizations should visit the donating office to determine the specific equipment that is available at any specific time. These representatives may review and select any available excess equipment. Selected property will be "frozen" for that organization's pickup for a reasonable period of time (usually 14 days). Offices will  retain the right to rescind or lift the freeze if the requesting organization has not made a good‑faith effort to respond within the time allowed for pickup. (This can be determined by the office involved.)

Documenting the Transfers

Once a determination of donation has been made, the PMOR/APO (or their designee) shall complete or have completed a HHS‑22, Request for Personal Property, before the equipment is removed from the premises. In addition to the HHS‑22 (transfer document), a Certification Statement will be completed by the acquiring organization, see attached. The PMOR/APO (or their designee) will sign the transfer document, retain a copy of the Certification Statement, and approve the transfer to the acquiring organization.

ATTACHMENT E

DONATION OF EXCESS EDUCATION‑RELATED PROPERTY (continued)

The selected organization will be notified that the transfer has been approved and is ready for pickup. The PMOR/APO (or their designee) will provide a copy of the executed transfer document to the property custodial officer (PCO) and the acquiring organization.

As per stipulations in the E.O. and Departmental policy, the acquiring organization is responsible for the packing, shipping, or transportation costs associated with the transfer.

If the equipment cannot be transferred through the donation program, the PCO will begin the usual procedures for reporting and disposal through their APO.

REPORTING:

Each donation approval official, identified herein, shall forward a report of all donations during the previous 12 months to HIFA‑215 by March I st of each year. The report shall contain the respective item description, barcode/tag number, and serial number.

Any questions relating to donated personal property should be directed to the Administrative Services Branch, HFA‑215.

ATTACHMENT E

DONATION OF EXCESS EDUCATION‑RELATED PROPERTY (continued)

SAMPLE DONATION REQUEST LETTER 

SUBMIT ON SCHOOL LETTERHEAD

Letterhead to include:  Name of School, Street Address, City, State, and Zip Code

Telephone Number, Voice Mail Number, Fax Number, and E-mail Address

_________________________________

Date

Address to include:  Agency, Center/Office/Division, Mail Code, Room No., Street Address, City, State, and Zip

Example:

U. S. Food and Drug Administration

Attn: Mendel D. Hill, Director

OMS/OFACS/Division of Central Services  (HFA-220)

5630 Fishers Lane, Suite 2074

Rockville, Maryland  20857

Dear Mr. Hill:

I would like to request permission for (name of school. county school district, or non-profit organization) to screen the Food and Drug Administration, Personal Property Management Office and/or Excess Property Facility with the purpose of obtaining excess federal property in accordance with the Stevenson-Wydler Technology Innovation Act and the Executive Order 12999: Educational Technology.

The following people are authorized to perform such screening:

Name of School/Non-Profit Organization:  _________________________________

Name(s) and Title(s): _________________________________________________

The authorizing signature for all transfer documents for the issuance of property to our school/non-profit organization will be:

_____________________________________


                            Name and Title

____________________________
_____________________

            Signature



Date
_____________________________
__________________________

  School Principal’s Name

 Signature

 ATTACHMENT E

DONATION OF EXCESS EDUCATION‑RELATED PROPERTY (continued)

CERTIFICATION STATEMENT

Terms and Conditions

I certify that the personal property listed on the transfer document is being obtained by an

___ educational institution,  or

___ non-profit organization

and will be placed into use at the organization for the conduct of

___ scientific education,  or

___ research activities,  or

___ general education support.

My organization here‑by releases and agrees to hold the Food and Drug Administration (FDA), and persons acting on behalf of FDA, harmless from any liability resulting from the receipt, shipping, installation, operation, handling, use, and maintenance of the equipment, after said equipment is physically removed from the FDA facility.

_________________________________


_____________________



Name of Organization





Transfer No.
___________________________________


______________________



Signature and Title




      
       Date
ATTACHMENT F

. 

PERSONAL PROPERTY FORMS

1. Request for Property Action, HHS 22

2. FDA Report of Survey

3. Report of Personal Property for Sale, Standard Form 126

4. Personal Custody Property Record/Hand Receipt, HHS 439

5. Transfer Order, Excess Personal Property, Standard Form 122

6. Request for Laboring, Materials Handling and Trucking Services, the new PSC 32
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