DEPARTMENT OF THE INTERIOR

- mam smman m e S MM ML A Sw.SRaAFRITs MMM I BEEAAIIIAL
NERA NAGEMVIENT SERVILE IVIANUAL
TRANSMITTAL SHEET
Release No. 92 April 3, 1986
SUBJECT: Administrative Series
Part 400 Property Management
Chapter 1 Accountability and Responsibility

EXPLANATION OF MATERIAL TRANSMITTED:

This chapter is revised to reflect Department of the Interior
changes in terminology, designate the Administrative Service
Center Manager as the Reviewing Officer, provide procedures

for the transfer of inventory accountability from one Accountable
or Custodial Property Officer to another, and specify acceptable
Property Officer positions. The handbook associated with this
chapter will soon be released.
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MINERALS MANAGEMENT SERVICE MANUAL

Part 400 Property Management

Administrative Series MMS Addition to DM/FPMR
Chapter 1, Accountability and Responsibility 400.1.1
1. Purpose. This chapter prescribes policies, responsibilities,
and procedures for the management of the Minerals Management
Service (MMS) personal property. The provisions of this chapter
emphasize employee accountability and responsibilities which are

applicable to all activities of the MMS.

2. Objective. The objective of this chapter is to achieve
effective management in the administration, protection, preser-
vation, and utilization of personal property.

A. Interior Property Management Regulations (IPMR),
41 CFR 114-60;

B. Departmental Manual (400 DM addition to IPMR): and
C. TFederal Property Management Regulations (FPMR),

41 CFR 101-42 through 101-46.

4. Definitions. See the Glossary, Appendix 1.

5. Policy.

A. The MMS Property Management Program has three levels
AL o msTYY P .
of accountability:

(1) The Accountable Property Officer (APO) is at the
level of the Director, Associate Directors, Assistant Directors,
Regional Directors, Administrative Service Center Managers, or
their Administrative Officers, and/or Special Assistants.
Seasonal, part-time, temporary, and intermittent employees
are never designated as APO's or Custodial Property Officers.

! (2) The Custodial Property Officer (CPO) is designated
in writing by the APO and is not lower than the head of an
organlzatlonal section/unit or is a responslble individual
having Jurlsdlctlon over the property, i.e., Administrative

Assistants: Division, Branch, Section and/or Unit Chiefs. At
the field level the CPO is designated in consultation with the
Administrative Service Center and is at a level that can assure
effective management of the property.

? (3) The Cognizant Employee (CE) is the Federal employee
actually using the equipment.

OPR: Property Management Section
General Services Branch
Procurement and General Services Division
Office of Administration
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Chapter 1 Accountability and Responsibility 400.1.5B

B. All capitalized property (acquisition cost of over $300)
and property determined to be sensitive (regardless of cost)
is controlled. Controlled property acquired by the MMS, regard-
less of source of acquisition, will be documented and charged
to an APO/CPO immediately upon receipt.

C. The control, maintenance, and safeguarding of personal
property acquired by contractors in the performance of MMS
funded contracts will be vested with the contractor for the
duration of the contract. Procedures, as set forth in this
chapter, will govern personal property furnished by the
Government to MMS contractors.

D. Accountability for property remains fixed until property
is transferred, sold, condemned, destroyed, abandoned, donated,
surveyed, or otherwise disposed of in accordance with provisions
of the IPMR and FPMR.

E. Any irregularities in use of, or accountability for,
MMS property will be reported promptly to the Chief, Procurement
and General Services Division, through the Assistant Director
for Administration, for appropriate action under the provisions
of 355 DM 2 and 356 DM 1.

F. No employee of the MMS will use, or authorize the use
of, Government property for other than official purposes except
‘as permitted by law. The use of property while assisting in
.major disasters or other emergencies is considered official.

6. Responsibilities.

A A. The Assistant Director for Administration is responsible;
for the overall policies of the Property Management Program. ‘

B. The Chief, Procurement and General Services Division, is
responsible for the overall development and implementation of ;
‘MMS policies, procedures, and guidelines relating to all aspects!
1of the utilization, accountability, management, and disposition
.of personal property. These responsibilities are delegated to
‘the Chief, Property Management Section, General Services Branch. '
.The Chief, Procurement and General Services Division, also
Eserves as the reviewing officer for the Headquarters Property
'Survey Board (MMSM 400.1.61). j
i

: C. The Chief, General Services Branch, Procurement and
‘General Services Division, is assigned staff responsibility for
‘the formulation, development, and implementation of MMS policies,
‘procedures, and guidelines relating to all aspects of the utili-,
‘zation, accountability, management, and disposition of personal
property. ...
Supersedes Release No. 30 .__ ..
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Part 400 Property Management
Administrative Series MMS Addition to DM/FPMR
Chapter 1 Accountability and Responsibility 400.1.6D
D. The Chief, Property Management Section, General Services
Branch, Procurement and General Services Division, is the Property
Management Officer and is responsible for the development and
implementation of policies, procedures, and guidelines; and for
the day-to-day operation of the Property Management Program
E. The Administrative Service Centers (ASC's) Managers are

responsible for carrying out the policies and procedures for the

Property Management Program in their respective areas. hanges in

designation of APO's or CPO's are to be submitted in writing to the

headquarters Property Management Section, General Services Branch.
F. The Accountable Property Officer has the overall respon-—

a
sibility for ensuring that adequate prOperty records are kept
and thorough phy51cal inventories are taken each year. The APO
certifies the CPO's inventories within 30 days of date of their
receipt. Additionally, APO's are responsible for &esignating

CPO's. Changes to CPO designation must be submitted in writing
to the appropriate ASC or, for APO's in the Washington metropol-
itan area, to the Property Management Section.

. G. The Custodial Property Officers are responsible for =
the use, protection, maintenance, and handling of MMS property.
More specifically, they are responsible for the following:

(1) designating the CE's and keeping appropriate -
accountability records, such as Form DI-105, Receipt for -
Dy vwivr (T11liva+rra+inn 1 VY.
r.LU}_JC LYy 1111UStTiacion 177

(2) completing promptly and correctly such forms as are
necessary to maintain accurate control records, and reconciling
and returning Form MMS-067A, Property Inventory--Exception
Listing (Illustration 2), to the APO;

!
\
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J) eturning to tne nearest warenouse, Ccontioirielu
property for which no need is anticipated:

‘ (4) acknowledging promptly receipt of property on
‘appropriate forms;

, (5) furnishing on request, by direct transfer, any
‘excess personal property, controlled or noncontrolled, required
‘by another CPO;

(6) reporting promptly and accurately loss or damage ;
of MMS property to the APO, the Security Officer, and the }
appropriate Property Survey Board; and !
Supersedes Release No. 30 _ Page 3
Date: April 3, 1986 (Release No.: 92)
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Chapter 1 Accountability and Responsibility 400.1.6G(7)

(7) recommending additions and deletions to the list of
controlled property.

H. The Cognizant Employee is responsible for the daily use
and safeguarding of MMS property under the supervision of the
CPO.

I. The Headgquarter's Property Survey Board consists of the
Chief, Property Management Section (who provides technical
guidance), and representatives from each MMS program office and
the Office of Administration. Three members of this Board
constitute a majority. This Board is responsible for:

(1) reviewing requests for relief of accountability
for missing, damaged, obsolete, or unserviceable property, and
submitting recommendations to the reviewing officer (Chief,
Procurement and General Services Division) for final

determination;

(2) reviewing suggested changes in nomenclature for
controlled items; and

(3) reviewing suggested additions and deletions to the
list of controlled property.

J. The ASC Property Survey Boards are comprised similar
to headquarters, and act upon requests for relief of account-
ability for employees within their respective serviced area.
Each board will consist of the ASC Property Officer (to provide
technical guidance) and a representative from each of the local
MMS program offices. Recommendations for relief of accountability
will be forwarded to the reviewing officer (ASC Manager) for final
determination. :

7. Accountability. An employee having custody of MMS property |
is accountable for the care and safekeeping of such property and
may be held financially liable for loss or damage to the property.
‘The employee in charge of a warehouse facility is accountable §
for the warehouse property. Accountability will be placed at '
the level where the property can be controlled. The designated
CPO should determine the administrative level for employee
accountability (cognizant employee). The name of the CPO should
be indicated for all property items on the requisition Form

'MMS~2016 and the Transfer Order Excess Personal Property (SF-122)

8. Relief of Accountability. Employees may be relieved of
accountability for controlled property upon receipt of adequate
documentation.

Supersedes Release No. 30 ~~  Page 4
Date: April 3, 1986 (Releasge No. 92)
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Chapter 1 Accountability and Responsibility 400.1.9
9. 1Inventory of Property. Property inventory procedures are
designed to permit the most efficient use of property. These
procedures also enable the Property Management Section to main-
tain a record of controlled property assigned to the APO's and
the CPO's.

A. Property Management System (PMS). The PMS is an
automated inventory of all accountable property within the MMS.
The system is maintained by and reports are generated and distrib
uted by the Property Management Section, General Services Branch
Procurement and General Services Division.

B. Annual Inventory. On an annual basis, every CPO, through

the APO, is furnished a summary of all the property charged to
him or her. This summary, Inventory of Controlled Property,
is used to complete a physical inventory. From this inventory,

a Property Inventory-—-Exception Listing (Illustration 2) is
generated. The CPO must reconcile all items not found during
the physical inventory, certify to the accuracy of his/her
inventory, and return the listing to the APO.

C. APO/CPO Changes in Accountability. If, for any reason,
it becomes necessary to transfer the entire inventory from one
APO or CPO to another, the outgoing Officer shall perform a
physical inventory, reconcile any differences, and s1gn the
inventory certlrylng its accuracy. The 1ncom1ng 1
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+- £ T ™.
eport of Loss. The Fe eneral

Gen
19

3

pro tv in Government bulldlnqs. In bulldlnqs Where ther
is no Federal Protective Service, the loss must be reported
d
i
i

H Q-
-
£
H
s
!
(
[}
{
(
e
f
-
(
-
|
f
1
¢
(
(
|
r
|
1
i

irectly to the building manager and/or appropriate official

~ae
age

(%)

i
in t
ng APO/CPO is unavailable,

FApGG G



DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT SERVICE MANUAL

Part 400 Property Management
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Chapter 1 Accountability and Responsibility 400.1.10A
responsible for that area or to the local police. The guard or
authorized official will complete a GSA Form-3155, Preliminary
Investigation, in accordance with the instructions contain;d on
the form. The employee reporting the loss should request copy

of the GSA report for the CPO to attach to the Form MMS- 066
Report of Property Survey (Illustration 3), when requesting
relief of accountability on lost Government property. The MMS
will not be held liable for the loss of employee-owned or
contractor-owned personal property brought to Government-—
controlled buildings.

B. Invest gation. If an investigation is determined to be
necessary, it will be made by the Office of the Inspector
General (0IG), in accordance with 355 DM 2 and IPMR 114-60. 105,
upon request by the Assistant Director for Administration.

11. Report of Irregularities. Irregularities in the use of
Government property are reported to the Chief, Procurement and
General Services Division, who, through the Assistant Director

for Administration, submits a report to the OIG. The OIG has
primary responsibility for investigations concerning the misuse
of Government property (41 CFR 114-60.105).

To control the removal of property from

+ D
ty Pass, is required for
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purposes, and sensitive items such as cameras, radios, typewriters,

voice recording devices, electrical- electronic instruments

’
tools, etc., must be accompanled by an OF-7.) The property pass
should describe the equipment being removed in sufficient detail
to clearly identify the property; since space is limited, an
attachment may be necessary. The description must also include
apprg,ri,t serial numbers and/or property identification numbers.
For example:
R
OPTIONAL FORM 7 1. DATE 15U
m:’t‘lﬂ mmw PASS 1/31/84 ]
PPMR (4} CPR) 101-19.108 |
i L ed he buildi Itis t X
B property ;;;:s;':._.'m:m:'.:'mz:;:;:‘;:.;r:; e aving 1o building, 3
2 mAME 1 SURLDING ‘
John Doe ~— i Herndon |
& DESCRIPTION OF BEWMG REMOVED H !
Calculator, Monroe Mdl. T-4 | ]
Serial #11112121, Property # M-333333 .
PROPERTY BELONGS TO & DEPARTMENT OR AGENCY |
Minerals Mgmt. Service| Department of the Interior l|
7 n:-Avuﬂ'm‘ PERSON AUTHORIZING REMOVAL {4 TIME
Chief, Property Mgmt. Section
/7 g/ ) 9. PASS GODO UWNTRL
= /ﬁﬂ/ /u./uu’( : 4/30/84 e ‘
ﬁ’}dom.lsu-o -205-245 E1 430814328
e e R ) S S
Supersedes Release No. 30 o Page ©
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A. Authorization. All designated officials authorized
by the MMS Security Officer to issue OF-7's will forward
two 3 x 5 cards to the MMS Security Officer, Mail Stop 635,
reflecting the following information: (1) The typed statement
"The following individual is authorized to sign property passes
for the Minerals Management Service in the building (state what

building)," (2) the signature and printed name of the designated

official, and (3) the telephone number of the designated official.

-~ . A mo ADA o - [ e DA oo o —~ —~am w2 A~

B. Procedures. The APO and/or CPO accountable for an item
of property will prepare the OF-7 and initial it, then obtain
the issuing official's signature. The remaining procedures
listed below pertain primarily to headquarters offices; however,

officials at field locations will establish similar systems for
the control of property removed from buildings/offices under
their jurisdiction.

(1) Property passes are prepared in triplicate.

(a) oOriginal. Provide to the Building Security
\ 7’

Force. If there is no security force in the building, send to
Security Officer, Mail Stop 635 (for headquarters area), by

effecti@e date of the OF-7. Field locations should follow
instructions from their ASC's.

Y —~ ~ By Y . T L _ L __ I . DU R
(b) Copy 2. To be retained by individual removing
property from the building.

(c) Copy 3. 1Is sent to the Property Management
Section, Mail Stop 635, or to the appropriate ASC unit, by
effective date of the OF-7.

! (2) The terms "indefinite™ and/or "until revoked® or

other unspecified periods are not to be cited as validation
periods on the OF-7. The OF-7 will be approved only for the
specific period the equipment is needed and in no case for
longer than 90 days.

(3) The Property Management Section will recall
Government -owned property on the date established on the
.property pass, or, if the continued offsite use of the property

is officially required, they will extend the due date for no
more than 90 days. After Government-owned property has been
‘returned, both the copy kept by the individual remeoving the
’prope rty and the copy kept by the Property Management Section
will be destroyed. Property passes issued for non-Government

property will be retained by the Property Management Section
for 30 days after the expiration date as possible supporting
‘evidence for reports of loss, and then destroyed.
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MMSM 400.1
Appendix 1
Glossary
Dmcmmminm 1 D oamman & r T = = A1 A n ma 3 o i
Personal PLUPeth is all t:qu_L}_Jmcut, materials, and supplles not
permanently affixed to real property.

Property Management Officer is the individual designated as
responsible for the MMS-wide Property Management Program.

Accountable Prqgertx Officer (APO) is the individual designated
as having overall responsibility for ensuring the establishment
and maintenance of adequate property accounting records and
effective control over the property assigned to the Custodial
Property Officers for use within the organization.

Custodial Property Officer (CPO) is the individual delegated the
responSLblllty for the use, protection, maintenance, and handling
of MMS property under his or her Jjurisdiction.

L

OV e d SN R 3 J 3 3 3
Cognizant Employee (CE) is the individual responsible for the
daily use and care of property entrusted to his or her possession.

Property Accountability is the means by which the APO and CPO
establish and maintain adequate property accounting records and
safequards to ensure effective control over property.

Capitalized Property is equipment that:

1) costs $300 or more or is equivalent to items that
cost $300 or more if currently purchased; and
(2) is complete in itself and does not lose its
identity or become component parts of another article; and
(3) is of a durable nature and has an expected 1life
span of 1 year or more.
Non-Capitalized Property is rty that has continuing use as

a self-contained unlt, is not consumed in use, does not lose its
identity in use, has a service life of 1 year or more, and costs
less than $300.

Supersedes Release No. 30 Page 9
Date: April 3, 1986 (Release No. 92)
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Expendable Property is property which, when put to use, is
consumed, loses its identity, or becomes an integral part of
other property, and property which, although nonexpendable by
definition, is administratively considered and treated as
expendable because of its high rate of breakage in service,

thAars v ra 14 € 3 3
snort service 1i1ire, Or relatl‘v’ply l;Slgnlflcant value.

Nonexpendable Property is property which has continuing use as
a self-contained unit, is not consumed in use, does not lose
its identity when put to use, or does not ordinarily become a
component of other equipment.

N 1 4+ A N 113 3 3
Neglect and Negligence is the failure to ob
:

protection of the interests of the MMS, that degree of care,
precaution, and vigilance which the circumstances justly demand,
whereby the MMS suffers loss, damage, or destruction of property.

erve, for the

Loss and Property Damage are losses of, damages to, or destruction
of property of the United States, or more specifically, the MMS.

Government-Furnished Property is property in the possession of,
or acquired directly by, the Government and subsequently
delivered to or made available to the contractor.

Contractor-Acquired Property is property procured or provided by
the contractor in connection with the performance of a contract
and for the cost of which the contractor is entitled to be

reimbursed as a direct item of cost under such contract. Title

to such property shall be vested in the Government unless other-

wise authorlzed by the terms of the contract.

MMS Program Offices are each of the major programs in MMS (offshore
Minerals Management and Royalty Management).

Supersedes Release No.
Date: Anril 3 1986 {(
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MMSM 400.1
Illustration 1

S—
DI-10 UNITED STATES
(Approved Apni 142) DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT e
e e s CRIGINAL
ﬁEC-ﬁipT FGR PR OPERT.I, Copy for smployes imsuing property
Prorerty No. Nadt b ARTICLE QuaNTITY Usrr IY:)\!:: Coar
M-123456 CALCULATOR, TEXAS INSTRUMENTS, MDL. TI-55 1 ea 38 00

It is understood that I a.n personally responsible for the property listed above and that if eny of same is lost, stolen, damaged
or destroyed through my neglect or carclessness pay-roll deduction will be made to cover the value thereof. In case of breakage, the

broken tool or other property shall be returned and credit given me for full value of same.
, Dr§ IR 5/86 . 3
Received from czd-m- operTINoft f&é%" """""""" Sigoed Loghizant ERpLYy Vé‘é"'"/‘ """"""""
2 {

4
P
N/ /
Authorized by .............. JOHNSMW’/ : /Z(,\77('. / /
Accountable Pr‘:P/f ty Ofticer *U.S. GOVERNMENT PRINTING OFFICE: 1984439725

Supersedes Release No. 30 Page 11
Date: April 3, 1986 (Release No. 92)
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Tllustration

Property Inventory =- Exception Listing
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MMSM 400.1
Illustration 3

REPORT OF PROPERTY SURVEY

U.S. DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT SERVICE
REPORT OF PROPERTY SURVEY

TO' PROPERTY SURVEY BOARD Complete address of property locaton 1110 Herndon Parkway

Herndon, Va. 22070

Control No i
|
For turther information contact Jane Doe ;
Name |
703 435-6140 4/1/86 .
Beiow-Iisted property has been Telephone Date
i
D Los! @ Stolen D Damaged beyona reparr [: Rendaerea obsoiete or otherwise unserviceable
: ' Do not write in this space :
COND ] MMS i MANUFAC- {
NAME OF ITEM CODE (See IDENTIFICA- | TURER'S T !
Revers) | TIONNO SERIAL NO cosT YEAR ACQUIRED |
I
! | ; }
{ | ! ¢
DICTAPHONE, LANIER PORTABLE ‘ : j

POCKET ‘ . M=-1122334  L-2343444  $269.00 1982

| |
| .

State below in tull detall the Circumslances leading to this request for reie! of accountabily (Use adaitional paper as required i

The dictaphone unit was in active use on a daily basis and stored inside the upper
left-hand desk drawer in room 213. This unit was used on Tuesday afternoon, March ]
4, 1986. After using it Tuesday, I placed it in the desk drawer prior to leaving ‘
for the evening. On Thursday March 6, I went to use it again, and it was missing.
After checking with everyone else in the immediate office and the surrounding offices,
I concluded it must have been stolen. 1 contacted the Security Officer and have
attached the GSA 3155. I have since this incident, put a lock on my desk and will

in the future keep such items locked up when not in use. I request that I be releived
of accountability.

I certify that the above statement is true to the best of my knowledge and belief.

iSignature of Cogrizant Employee last having custody of property it other than beiow Date

Dunk Ure_ ¢l
(Signat and Titie ot Custodiai Othcers / Date
Accountabie Otiicer s recommengation ang signatut
I concur with th ove statepept and deryi that every effort has been made to
locate the Dict
SEE AEYERSE FOR ACYI' P TY SURVEY BOARD
Supersedes Release No. 30 Page 13
Date: April 3, 1986 (Release No. 92)
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Form MMS 066 (Revisea 8 85) /
(Supersedes Form MMS 066

Sept 1983 which wili not be usedi

®U.S. GOVERNMENT PRINTING OFFICE: 1986-491-411/20065




