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FOREWORD

This Minerals Management Service (MMS) handbook has been

developed to provide guidelines and procedures for all matters

relating to the management of our property resources. Adherence
to these guidelines and procedures will expedite their review

and processing. Questions regarding the information in this
handbook or the MMSM 400.1 may be directed to the Property
Management Section, General Services Branch, Procurement and
General Services Division, Office of Administration.

o — >

.~~~ Assiéfant Director #£6r
Administratige”

Date: April 25, 1986
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CHAPTER 1. GENERAL INFORMATION
1. Purpose. This handbook has been prepared to provide the
Accountable and Custodial Property Officer \APO/CPO) a compre-
Manad tra rmwmlr 2 e A~ £ le A meo e o e am L Y- ¥ B R, Y S
HiciloiL ve WOULRLIIY LOO1L L0~ Lile It laycluernic oL L"l.LIleLd.J. Marilaye i 1o
Service (MMS) property resources.

2. Accountability. The APO's and CPO's are the major 1link in
measuring the effectiveness of property management programs.
They are entrusted with the accountability and responsibility
of personal property Bureauwide totaling an inventory of over
$17 million.

3. Use of Handbook. The newly created MMS Property Management
System was developed to provide an effective means to ca rry out
responsibilities which include the acquisition, utilizatio

maintenance, protection, transfer, and ultimate dlSpOSlthn of
property. This handbook is organized to serve as a ready reference
so that responsibilities are handled both accurately and promptly.

4. Appropriate Property Management Office. The servicing Admin-
istrative Service Center property management office is available
to assist the APO/CPO's in the property management program. All
questions, paperwork, and ADP transactions must be submitted

through the appropriate office. This will assure accuracy and
unnecessary delays.

Q
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A. Form MMS-2017. Data obtained from Form MMS-2017, Order
for Supplies or Services (or other purchasing documents), are
entered into ABACIS and stored in an allotment ledger by key
data elements document number, account number, and object
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C. Identification. Object classification codes are very
tant in the identification of requirements relating to
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D. Correct Object Classification. To assist in choosing a
correct object classification code, the following questions should
be asked:

(1)

at
at

Y
FJ-

xactly is be

Yy 1

()]

) Wh ng p

(2) 1If equipment is being purchased, does it meet the
capitalization or sensitive criteria making it an accountable
item?

piece of equipment thereby increasing its value?
(4) Does the item replace an existing item? If so, is
the existing item to be traded in, sold, or transferred?

Date: April 25, 1986 (Release No. 94) 2-1
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E. Capitalized Property. Object classification codes

(Appendix 1), are of major importance to the Property Management
Section. Please note that within the major category "31l-Equipment,
certain codes identify capitalized expenditures. The General

~

Accounting Office mandates that we balance our property records

iianc
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2. Categories of Property. Using the following definitions below

will assist the APO/@PO in using the correct object classification
codes on requisitions.

A. Capitalized Property is equipment that:

{11\ ~mmdt o CANN A s T o Attt trn T Aamd b d b armes 1
\+) COSts vovu O Hi0re O 18 eJuivdaiellt TtO ltels tr4at
roaet+ S 0O Ay myra 1f CMairrantlv mniirchacesA
COsST =» V O mere 1T currently purchaseq,

(2) is complete in itself and does not lose its iden-
tity or become component parts of another article, and

(3) 1is of a durable nature and has an expected lifespan
of 1 year or more.

R Janranitalivcad Proaner+y 1ea nronar+yy +ha+ aa ooantinni no
it e L‘\JL&\.;HEIJ.\_.\J.J.J.I—I%—\-A i J-\JL\-—-L 5-1 i NI hJJ- \JtJ\«L ‘—1 il 11CAw \—Vll\—J—lluJ—lk\_j
use as a self-contained unit, 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.
C. Sensitive Property is equipment determined to be control-
lable property regardless of the acquisition cost, that:
(1) ia AF a2 Aiirabhle natiire and hae an avmnectred 11 Faanan
\41 Lo L a uuiLr qQuac liacuLr < alu 11aAo ail CAPCLLCU LLLCDEG“
of 1 year or more; and

(2) due to its high risk of loss or theft is classified
as accountable personal property.

D. No xpendable Propergx is property which has continuing

use as a self-contained unit, is not consumea in use, does not

1T A~ 2k v A armi 3ty ol Ay mrede 4o va s -~ P N . | .:n-‘.:1- | A
LUDSC LD .Luclll.J.L_y WIlECIL PUL LL Ude, U Uﬁb 11OUC viuilialL J..I._Y e LCuliiie
a component of other equipment.

E. Expendable Property is property which, when put to use, is
consumed, loses 1its identity, or becomes an integral part of other
property, and property which, although nonexpendable by definition,
is administratively considered and treated as expendable because
its high rate of breakage in service, short service life, or

< trem V1 as o

nsignificant value.
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3. Accountability. The MMS Property Management Program has three
levels of accountability:

A. The Accountable Property Officer (APO) is at the level
of the Director, Deputy Director, Associate Directors, Assistant
Directors, Administrative Service Center Managers, or their
Administrative Officers or Special Assistants. Seasonal, part-
time, temporary, or intermittent employees are never designated as
an APO. The APO has the overall responsibility for organizational
compliance with the MMS Property Management Program policies and
procedures and is responsible for assisting property management
personnel in maintenance of accurate property records and the
conduct of annual physical inventories. The APO certifies the
accuracy and/or assists in the resolution of discrepancies within
30 days of receipt of inventories.

B. The Custodial Property Officer (CPO) is designated by the
APO and is not lower than the head of an organizational section/
unit or is a responsible individual having jurisdiction 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 ASC and is at a level that assures effective
management of the property. Seasonal, part-time, temporary or
intermittent employees are never designated as a CPO. The CPO's
ensure the proper use, protection, maintenance, and handling of
MMS property by:

(1) designating the Cognizant Employees and keeping
appropriate accountability records, such as Form DI-105, Receipt
for Property;

(2) promptly and correctly completing forms that are
necessary to maintain accurate control records:; and reconciling
Form MMS-067A, Property Inventory--Exception Listing;

(3) returning to the nearest warehouse, controlled property
for which no need is anticipated:

(4) promptly acknowledging receipt of property on appro-
priate forms:

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

(6) promptly and accurately reporting loss or damage of

MMS property to the APO, the Security Officer, and the appropriate
pProperty management personnel; and

Date: April 25, 1986 (Release No. 94) 2-3
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(7) recommending additions and deletions to the list of
controlled property.

C. The Cognizant Employee (CE) is the Federal employee
actually using the equipment. The CE's are accountable for the
proper use and safeguarding of MMS property under the supervision
of the CPO.
4. Item Description. When ordering equipment, the item description

must be clear and complete. Do not use ambiguous terminology: do
include as much information about the item as possible on Form

ANACY _DON Y~
MMS-2016.

5. Replacement or "Add-On" Items. There will be times when the
Durchase of an item of property will become an integral component
of other equipment, either as a replacement part or an "add-on"
part. 1In these cases, the item being purchased should not be
controlled separately since its individual identity will be lost

upon installation. It is important to differentiate between

replacement and add-on. A replacement item merely serves to keep
in operation a given piece of equipment. An add-on item enhances
the value of a given piece of eguinment, and this added value can
be reflected in the financial records. Therefore, one of the two
following statements must appear on Form MMS-2016 in addition to
the information outlined above:

A. For Replacement Parts. "DO NOT CONTROL; item is a replace-
ment part."

B. For Add-On/Integral Part(s). "DO NOT CONTROL; item is
an add- and will bpcomi a component of (describe item, include
Property ID Number ). By following these steps, the replacement

or add-on item will not be recorded as a separate entity in the
Property Management System, and it will not be charged to an
APO/CPO as a separate plece of property. Only the cost of the
add-on/ integral part(s) will be added to the main component.

6. Installation and Shipping. The MMS has no provisions to

install, assemble, or repair property. It is the responsibility
of the APO/CPO to include on Form MMS-2016 an estimated cost for
installation and/or assembly if required. Shipping costs should

always be included on the requisition.

7. Surplus/Excess Property. Excess property is property that is
no longer required by an office. Surplus property is property that
is no longer required by a Federal entity. Excess is the first
source of supply. The cost of acquiring a good, serviceable item
through excess can be dramatically less than buying new. The only

Date: April 25, 1986 (Release No. 94) 2-4
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w

charges paid are handling and transportation. Property management
offices will screen requests for possible recommendations of excess
property, if available.

8. Property Management Functions. The property management office
will screen your requisition for the correct object classification
code; ide flcatlon of the APO/CPO; availability of a like item
from excess; lease versus purchase determination, maintenance
repair history, and any required approvals needed (i.e., automated
data processing, departmental, General Services Administration,
etc. ).

Date: April 25, 1986 (Release No. 94) 2-5
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Rental of ADP Equipment

Rental of Equipment (Non-ADP)

Equipment Preventive Maintenance (Non-ADP)
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Equipment-~Furniture and Fixtures;
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- T ocom o @ Lo o = A TN D ek s a o
u ~rurniture ana rixtures:;
[}

i

Equipment--Furniture and Fixtures;
Noncontrolled

Equipment--Motor Vehicles; Capitalized

Equipment--Office; Sensitive

Equipment--Office; Noncapitalized
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Equipment--ADP; Capitalized
Egquipment--ADP; Sensitive

Equipment--Copiers, Duplicators,
Heavy Machinery; Capitalized
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FORM MMS-2016, REQUISITION

UNITED STATES
DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT SERVICE

REQUISITION

NOTE Mandatory Entries are Underscored
See requisition pad cover for instructions.

1 AEQUISITION DATE |2PURCHASE ORDER NUMBER

na/nntac
1£L/UL/00

I REQUISITION NO |4 AOOM NUM!E“ B INITIATING OFFICE

© ACCOUNT NUMBER lv QB8JECT CLASS NUMBER

6-2540-0001 | 215 1 PGS 6-12-2540-999 | 3120
8 SHIP TO 9 VENDOR
Minerals Management Service IBM Direct

1110 Herndon Parkway, Room 213
Berndon, VA 22070

TELEPHONE NumBer.  435-6140

TELEPHONE NUMBER

) 11 RESPONSIE

£ PROPERTY OFFICER 12 EMP

OYEES ADDRESS

John Doe

1110 Herndon Pkwy., Room 213

13 REQUESTED DELIVERY
02/01/86

14 GSA CONTRACT NUMBER

1% FOB POINT

16 DISCOUNT TERMS 17 SHIP VIA

18 GBL NUMBER

= e
™ iTe

cn 0 BUPFLIES OR SERVICES PAR*RAS 22 UNIT a3 ';i:“icrE Fd ::\Ozun'Nn.:r:u
01 Typewriter, IBM Selectric III or equivalent 1 ea 670.00 670.00

Justification

This typewriter is needed in the Property

Management Section for a clerk/typist position
being filled. The typewriter must be

compatible with existing equipment for inter-

change of elements and conformity of typed
material.

b

25 TOTAL ESTIMATED COST

Johw’Doe, Chief, Prop. Mgmt. Sec.

2/5/85

28 pave
Bill Blake, Chief, P&GS /2/4/5-

30 PR RIY MANAGEMENT RTIFICATION Except as noted, items
#re nOt aveiisble from sources under my control.

2/5/3s

(Tl guud Sigoature) (Datc)

31 FUN ATIFICATION
|ehargesbie to cost authorities shown

j : ”AAIAM'/

Fputel g T

DCE Funds in the emounts shown are avaiisbie and
sbove

/2-4 -85

[Tutle amd Negoatnre - (Datc

Form MMS 2016 (Revised Aug 1984)
(S:p:vwdn Form MMS 2016 Apr 1983
whith will A%t 538 used)

cev: 15005

|
L

Date:

April 26, 1986 (Release No. 94)
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(Contin

INSTRUCTIONS FOR COMPLETING FORM MMS-2016
(Requisition)

INSTRUCTIONS FOR COMPLETING FORM MMS-2016

A. Use Fors MMS-2016 vhea requisiticaing suppliss er services. Offices having & need fer supplies or services are responsidble for Atcu:l;l com
and one copy of Pors MMS-2016. Finance requires oce copy o ore
pletion of the requisition form. hoeur-nz offices Tequire sn original
We5-20i6 (the sppropriats copi fiad st the botios of esch page). Uhen srdering other supplies er servie -: building alter-
tions, slectrical work, tslephons w or printing sad binding services, an erigimal u muu“ \q the appropriste servicing offics and
one copy 1s required by Pimance.

8. Each block on the Form MMS-2016 is numbered. Block numbers that are underscored sre mandetory entry blocks ss dmcussed below.

C. Guidslines for compietion of Form MMS-2016:

Block When Required Compietion instructions
Number
1 Mandstory Entry Enter the date the Form MMS-2016 i3 prepared.
2 Mendatory Entry l' the mumnon 15 & confirmation order, snter the pre-assigned number provided by the Small Purchases office If

n is an amendment, anter the number of the purchase order 1o be smended. If neither of the fore-
oo ng, enter “N/A."

3 Mandstory Entry Enter the requisition number from your sequential requisition numbering system.
4 Mandatory Entry Enter the 100M number where the supphes Of services are 10 be delivered or performed
5 Mandatory Entry Enier
& Msndstory Entry Enter
7 Mandstory Entry Enter the sppr0psiate obsect ciass number
8 Mandatory Entry Enter the fuil 80Cr ess where supplies O services are 10 be delivered or performed
9 Optionat Entry Enter the full name and sddress of a recommended vendor, 1t known. (Note Justfications of Non-Competitive
Procurement may be requwed pursuant 1o PR Part 15.)
10 Reerved
1" Mandsiory Entry Enter sither the name of the responsibie empioyee or “N/A *° This block s mandatory oniy for furniture and
squipment If space provided in block 11 s not suticient, provide information in block 20
12 Mandatory Entry Enter either Ma:! Stop (or agdress if in fieid) for accountabie employee or “"N/A "
13 Mandstory Entry Enter that date beyond which you will not accept supplies of services. Requisition w-li be returred 1f no verder
cant meet delivery.
14 Optional Entry Enter the applicable GSA {or other Deparimental) Contract Number, if known
15 Procurement Use Only
16 Procurement Use Only
17 Procurement Use Only
18 Procurement Use Only
i9 Mandatory Entry Number sech item or service that is On the requisition beginning with 1., 2., 3., etc
2 Msndatory Entry Enter bie inciuding GSA or vendor stock number for ech item of furmiture
or squipment. Also relevant attachments shouid be provided.
21 Mandstory Entry Enter the number of items requested.
22 Mandatory Entry Enter the unit of issue of the items or services requested.
23 Mandstory Entry Enter an estimated unit price for the items or services requested. If #n 3Ctual unit price is entered, so state
24 Mandstory Entry Enier the exiendes smouni for each itne 1tem. {Muiupiy biock 21 umes biock 23.
25 Mendsiory Entry sum of column 24
26 Mendstory Entry Se!f explanstory.
27 Mandstory Entry Self expisnatory.
28 Mandstory Entry Self explanatory.
29 Mendstory Emry Seif sxplanstory.
30 Mendstory Entry Obrsin this signature and date from the appropriste property mansgement office.
N Mandstory Entry Enter the typed name and titie of the individus! who has Deen Jelegated suthority 10 commut funds for your

organization and abtain his/her signai

Date:

April 25, 1986 (Release No. 94)

[\



A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

DD
F g 8

s

n 2 RECEIVIN
N . Nl 1,1 vV LU

a

1. Designated Receiving Point. Generally, accountable personal
property will be delivered to a central receiving point or warehouse
location. The reasons for this are twofold. First, it allows

the property management personnel to make proper identification,
labellng, recording of the item. It also allows other delivery

logistical functions to be performed with a minimal amount of
office disturbance. Property items controlled can be marked with
bar code decals from one central point enabling pr operty personnel
to more effectively control initial property assignments. Secondly,
it allows for a visual inspection of packaging and its contents

for outer and concealed damage.

2. Property/Supply Functions. Property Management personnel in
each ASC and headquarters ensure that proper documents are completed
upon receipt of accountable personal property. The following
step-by-step procedures should alleviate any confusion and provide
a systematic method of transmitting information needed to capture
personal property acquisitions in the Property Management System
(PMS).

A. Form MMS-065, Property File Data Input, is produced at
headquarters from data elements on acquisition document entered
into the PMS. (See Illustration 1.)

B. Copies 2 and 3 of Form MMS-065 are forwarded to the appro-

priate receiving location via overnight mail to the ASC where
they are matched against the delivery copy of the acquisition
document and held in suspense until the item is received.

C. Upon delivery of the equipment, the serial number and
receipt date are obtained and entered on Form MMS-065 which is
then entered intc the PMS by the appropiate headquarters/ASC
property management office.

D. A bar code label is produced at headquarters after infor-
mation obtained from Form MMS-065 is received and entered into the
PMS It is subsequently sent via overnight mail to the appropriate
rec g location along with an extra copy of Form MMS-065. The
ar labe s then p d to
C 4 n es

-
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he equipment and delivery is
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3. Receiving Report and Form MMS-065. 1In order to ensure prompt
payment for goods and services when a purchase order has been
issued, employees who receive delivery of goods or services are
responsible for promptly certifying (signing and dating) the yellow
copy of Form MMS-2017 marked "Receiving Report” and forwarding it
to the appropriate property management office. Procedures have
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office for guidance and
signed and dated.

This

assistance.
form is the official document which is

MMSM 400.1-H

Form MMS-065 should also be

filed in the APO/CPO accountability file at headquarters.

(Release No.
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FORM DATA INPUT
PROPERTY FILE DATA INPUT o e amman2”
rac [ Bum OVEL S88 LOCATION st
i
10 7430 M. 00001234 123-45-6789 11 0010
WA:_'?(V,;:‘;‘&;“. CONTRACT MUMSER ACO COSY .
PO610000 800.00
w “.CIIPS'OQ WODLL NUmBL N
TYPEVRITER SELECT 171 £705

473 g - D

DOC T WO B R CONTRACT sumBLa ACO COSY

PROPERTY DESCRIFTION HOOEL NUNBE R

T LOTEL S8N LoCATION west

wans T -
e ODe (423 s - 10

m:ef‘",’,! N CONTRACT wumBER aco cost e I By s

[OP P ' -.~_4u:'.4~‘-,—

PROFEFTY DESCRIFT 0N SOOEL NABE R

ne
.

Mg - O TWMLOYEL S8~ LOCATION st

CONTRACT NUMSER ACOCOST

PROPCATY DESCRFTION ODEL reBER

(Employee Name:
INITIAL ABSIGNMENT ON THE PROPERTY MAKAGEMENT RECORDS HAS BEEN MADE TO THE EMPLOYEL NAMED ABOVE ANY FURTHER
TRANSFEM OF ACCOUNTABILITY SHALL BE ACCOMPLISHED YHROUGH USE OF OPERTY ANSFER REQUEST FORM MMS -~ 064
PLEASL METURN ONE SIGNED COPY TO PROPERTY MANAGEMENT SECTION M — 635 MINCRALS MANAGEMENT SEAVICE RESTON
VIRGINIA 22001 AFTER PROPERTY HAS BEEN RECEIVED AND IDENTIFICATION MUMSERS AFFIXED

(Date) sEEN .n--zo YO THE PROPERTY
1S.gnature) 1Tate: (Darte:
FORM LWup-083  4UG 1903 -
e: pril 25
e: April 25, 1986 (Release No. 94)



MMSM 400.1-H
Chapter 3
Illustration 1

LUdlL LliRTl

INSTRUCTIONS FOR COMPLETING FORM MMS-065
(Property File Data Input)

Instructions on Campleting Form MMS-065
(Property File Data Input)
1. Write in the day/month/year the property was received.
2. Check property description making sure nomenclature is correct.

3. Write in the day/month/year the property was received, certifying
property has been marked with a bar code label.

4. Acoountable or Custodial Property Officer's signature, title,
and date.

Date: April 25, 1986 (Release No. 94)
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CHAPTER 4. PROPERTY UTILIZATION AND DISPOSAL

1. Safeguarding Equipment. Accountable and Custodial Property
Officers (APO/CP0O), are financially liable for personal property
nmnnder +hair accounta hils +v
A lANANT L “iiv Lo ANl L N e \_1.

A. Typewriters and Other Freestanding Office Equipment. This
equipment requires reasonable prudence in maintaining its safety.
Small items deemed sensitive in nature due to their higher risk
of loss or theft are attractive to individuals because of their
personal use. They nclude items such as binoculars, cameras,
ctating and recording machines.
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B. APO's a S.
precautions are to be taken:

(1) items are to be stored in locked facilities when not
in use;
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(3) extra care is to be taken when items are used while
on travel status, especially in airports, taxis, or hotels and
motels.

2. Utilization of Equipment.
A. Equipment Needs. Identify equipment needs of your office
or proaram. in addition to identifvina eaguinment either not fullv
r program, in addition to identifying equipment either not fully
utilized or not used at all. On an annual basis, during physical

inventory periods for example, excess property needs should be
reported to your servicing ASC, or for headquarters, the Property
Management Section.

B. Excess. By reporting excess personal property to the
appropriate property management office other MMS offices can
possiblyv benefit bv reviewinag lists of available evxcess pronertvy
possibl y benefit by reviewing lists of available excess property
and obtaining such property.

3. Transferring Equipment From One APO or CPO to Another.
Equipment transfers within the MMS can only be accomplished by

transferring accountability to another APO or CPO. In order to
transfer accountable personal property from one APO or CPO to
another, Form MMS-064, Property Transfer Request {(Illustration 1)},
must be premared. siaganed. and datad bv both the lpsinag and againing

ust be prepared, signed, and dated by both the losing and gaining
officials.
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A. Transfer of Equipment by Field "CE." The Property ADP
system has available, the field "CE" (Cognlzant Employee) for
the CPO's use. This field identifies who is actually using the
equipment. This can be entered into the system through the use

of a DI-105, Receipt for Property (Illustration 2), and submitted
whenever there is a change in a CE to assure the field is current
in the Property Management System (PMS). All changes are to be
submitted to the appropriate property management office for

processing.

B. Transfer of Entire Inventory. On a case-by-case basis, it
may become necessary to transfer the entire inventory of an APO/CPO
to another. In such cases, the outgoing official should perform
a physical inventory, reconcile any differences, and sign the
inventory certifying its accuracy. The incoming official shall
accept accountability and responsibility for all Government-owned

anAd . 1Aanaca~nA TAaamrmad nyranma resr 3 Al s +1 A J—v-:.nnccsw vy ad1em 3 oY
aQalilg LT aocu UL Lzuaailicu P.L U}_JC.L '—Y LlivVU L vVvcul _Lll Lt LLQLlIO LT L U] DL‘jllLll‘:’
the certified inventory. 1In the event the incoming APO/CPO is
unavailable, accountability in the interim period will be trans-

ferred to the next highest level of supervision until the new
APO/CPO is appointed. Changes in designation of an APO/CPO must
be submitted in writing to your servicing ASC for the field offices
or for headquarters offices to the Property Management Section.

4. Property Passes. To control the removal and/or return of
property from Government buildings regardless of ownership,

Form OF-7, Property Pass (Il1lustration 3), is required. Examples
of nonowned Government property include rented equipment loaned
to the Government, and sensitive items such as cameras, radios,

typewriters, voice recordlng devices, and other electronic

instruments. Form OF-7 should thoroughly describe the item
Trmalia AT 1Aant+ifimat+rian naimher and +he carial
FRSPLVIE RPN N N ll.‘j [P § - HL UPCJ. L._Y 4UcCcriL Ll L qQuaiLuvlil i usT L Qiiv l—llC oC L iLQL
number. Headguarters and ASC property management offices will
maintain a list of persons authorized to approve and issue the

OF-7. It is the responsiblility of the APO/CPO to approve requests
before forwarding them to the appropriate person for authorized
approval.

5. Reporting Loss/Theft/Vandalism. Loss, theft, or vandalism

of provertv in Government buildinags mist be revmorted immediatelvy

o SAR I 4 Adii NV TOL 1dinT s ML LR iigS CwiE Lot Al S R D §

to the appropriate Security Officer, who in turn will notify the
local law enforcement authorities and/or the Federal Protective
Service (FPS) as appropriate. The FPS officer or other authorized
official will complete GSA Form 3155, Preliminary Investigation,
in accordance with the instructions contained on the form. The

anA A~ s R T PR | N amam RAREON M\ VAR 1,AA. —_—— L 2 AN\ PR TR I, -
ArU/CruU MUIST alsoOo COom p.l.ete Form MMS-00606 (FLi1iyustration 4), attadcn a
~Aanyvg AfF +heae CCDA BAaryrm FTIKR anrnAd FArvward +hem +A~ +ha annranyria+éa
<O CL Ui wvon 0Lt SaLoJ and forward them t¢ the appripil iace

Date: April 25, 1986 (Release No. 94) 4-2
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e -~ VIV ial

property management office for processing. The MMS will not be
held liable for the loss of employee-owned or contractor-owned
personal property brouaht in Government—controlled buildinags.

e isliicl ol AR T £ Ml il CLNiciiL—L Uil lel LUl L3 Lidgs

(o))

Excess, Cannibalization, Abandonment, and/or Destruction.

A. Excess equipment to one MMS office or program may be
needed by another, thereby possibly reducing equipment purcha

1T ~ ean o el v 2 A A QY e am o~ O PR i L - o~ n‘uq-1_
DcauqudLLcLb alla Aoo PL UPELLY lita lclg(:.' el OL LiCed ale LO CLiLiCula
lists of excess roperty only if renorted. To accomplish this,
list Xcess roperty only 1T reported I'Cc accomplisn thils,

I
prepare Form MMS-066 or at locations, accepting excess at warehouse
locations prepare Form MMS-064. Identify excess property and
submit the form to the appropriate property management office.

They are responsible for preparing the necessary paperwork to
ultimately transfer, excess, donate, sell, abandon or destroy
excess equipment, follow1ng GSA regulations and procedures.

T.icte Nf ovroace axtinmant from n+har r\FF1r\oc Riiraanc anAd
LiLoLS UL CACSSSs cuipinieiic Liom Ouhier O L Ieaus, aind

ices, Bu
Agencies will also be circulated within the MMS. If an item

is identified from one of these lists as being needed, request
the items through the appropriate property office by identifying
the report number and date. Be prepared to pay any handling and
transportation charges.

B. Cannibalizati he use of a pa
ful parts in the repa o mprovement of
When this occurs, it usually renders the cannibalized eguipment
useless and therefore the item should be removed from the inventory
of accountable personal property. To accomplish this, a Form
MMS-066 must be completed and submitted to the appropriate property

£
L

’.-l.

H‘ @)
|_‘.
H-ﬂ

R w

C. Abandonment and Destruction is equipment that does not
meet the normal reporting requirements of GSA and is therefore

determined to be abandoned and/or destroyed in the best public
interest. Equipment may be abandoned and/or destroyed with
written authorization by the ASC Property Survey Board.

es for Abandonment and/or Destruction. Federal
Reaulations (PPP 101, 4555) will be arplied for

\WCHRLG LAVLIS S L IN WL L Qi T LU

]
t Re
ring abandonment and/or destruction. The four
nd abandonment and destruction are:

(a) the property has no commercial value either as an
item or scrap:;

(h) +he et AfFf care handli na and nranarat+tioan nf +he

AN LS O - S A QL llull\AJ.J.l.lj' Q1iv\4 y;cyu&ul—;uxx Vi il
property for sale would be greater than the expected proceeds
(estimated fair market value);

o

Date: April 198
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(d) written instructions by a duly authorized Federal

official (health, safety, security, etc.) directs abandonment or

destruction action.

2) Procedures to Effect Abandonment and/or Destruction.

o~

Unless immediate abandonment and/or destruction is authorized, a
(VNS T —_~ O . | P P R ey | —~ Pi [ ST IR SO AT~ o~ ewm m
Hnovice UL proposeda dI)d.!.lu.U!.llHeIll_ CIU.U/ Or gestructiliodon musSt pe aaver-—
tice’d within +ha 1Aaral arao Ain whioch +he nroneryty 1ie 1Aacatred wh 1
N he 0T v A Y Ao 1) AL il o BN A AT A4 i 4. 43 YV 1l Ao\l L= ¥ S = bl‘. th‘.—L \—1 P e J-\J\—u\—\—\.&, YWii L \~1ld
should also include an offering of the property for sale. To
accomplish an action requiring abandonment and/or destructio

(a) prepare Form MMS-066 describing the property and
ondition and forward it to the appropriate property management
e

ts
e
L L

o k-

i
) await instructions from the appropriate property
on the Property Survey Board's recommended disposal

Hwy

(
management off
action;

(c) destroy and/or abandon the property according to
received, ensuring two employees witness the abandonment
on; and

uctio

ns
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6 ncludes a statement
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(d) prepare Form MMS-
of the action taken. Have witnesses
it to the appropriate property manage

and removal from the PMS.

r1ch t
n the Form MMS-064 and submit
t office for processing
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7. Physical Inventory of Personal Property Using Bar Code
Technology. The enhanced PMS has been formulated by the Property
Marmam~amand Can~dk 4 Ar Mt o cirmbAam tcmme Thmr ~maAa eamlamn AT e s [
Nlaliayciluciic oL 1L0Ull. 11110 OSYyoS il uscs vadl Lcouc Lcoclniiuilovuyy, unucit
like that which is used in grocery stores, to save MMS cffices and
programs costly resources in performing physical inventories of
accountable personal property. An Inventory of Controlled Property,

Form MMS-067 (Illustration 5), for which the APO/CPO is accountable
will be provided with a date as to when the property office will

do the inventory. Bar code labels will be scanned with laser
readers. After all equipment located has been read, information
7311 e +ranmafarry»rad 24 +1 A madtrm ~amrmitdb A ad laAan A wirn vmde s v ma b~ AR
Wil e LidQiiblociLiTcu LU LIl llia lil CoilldpucclL ao IICQ(JHudLLELb, liqauLricu
with data in the ADP system and ultimately an exception listing of
unmatched personal property records will be produced. The APO/CPO
will be responsible for reconciling only the Personal Property——
Exception Listing, Form MMS-067A (Illustration 6). The exceptio
Date: April 25, 1986 (Release No. 94) 4-4
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item was not scanned.

The

icate

ind

records

The

B.

however,
accountability by another APO/CPO.

item was scanned,

failed to show up in the

however,

item was scanned,

The
master property file.
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Illustr
FORM MMS-064, PROPERTY TRANSFER REQUEST
l I U.S. Department of the Intertor | ____ .
PROPERTY (1) MINERALS MANAGEMENT SERVICE "W'_'_"” (1)
WARDOUSE AT PROPERTY TRANSFER REQUEST w AN
wae (2} Jane Dos WA | m_ {4} Jchn Doey
friiy-- OO (2) MMS., Ganaral Servicées ;..e'"‘.‘!'..‘.“)ms General Services
(2) 1110 Herndon Pkwy. )

(2) Herndon. Va. 22070 (4)Herndon, Va. 22070
roa  3) 435-6140 w213 moe (5) 435-6208 (S 215
- {6) 6-12-2555-121 -
MFG. SERIAL MM QUANTITY | unmT TOTAL
NUMBER NAME OF TEM IDENT. NO. s pRICE PRICE
(7) (8) Calculator, Texas _
Instrument, Mdl. TI-S55 %’-372“9 (1) (1) 1)
(10) -
11)
oo (J(11) sonaae O (11) e B (11) /au-"é u)mo,[-_;—
g NS
(12) BA No. / //(13) ’ / .
] nxw (3] ‘I!F‘ouT'm
=
3114 oare J/Zym /
P 4 A

wheoh wil net be e}

PROPERTY CONTROL COPY

o} (@}
[l
O

I AT A
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(Continued)
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INSTRUCTIONS ON
(Property

COMPLETING FORM MMS-064
Transfer Request)

o~ A TP A el e
LU UE uUusStTuUu wucua
warehouse.

Warehouse identific
requ

Tran
arar

e farar'e
Isfergr s

Transferor's ("From") office telephone number and room nu

Transferee's ("To") name, office, and address.
Transferee's ("To") office telephone number and room numb

Complete manufacturer's serial number.
Complete description of item including model number.

Identification Numbe

Minerals Management

Service Property

mber.

r.

{10} Recommendations and/or remarks may be made regarding your
request to requisition, store, or excess.

{11} Check appropriate block as to the nature of the transfer. 1If
the "excess" block is checked, the condition of the property
must be declared.

(12) Transferor's ("From") signature and date.

£ 2\ L S U N T ¥ NN T U - SR S

(13 iransreree s | 10 ) Signature ana datce.

|
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Illustration
FORM DI-105, RECEIPT FOR PROPERTY
{Anr rnDoxl-lensrl 104Y UN!TED STATES
PERRIOv e AR TRA DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT - .
"""""""""" SERVICE CRIGINAL
RECEIPT FOR PROPERTY Cerrioremsiormsmuins repuy
Faorerty No NasE F ARTICLE QuanmtY Unre P‘:x':’l Cosr
M-123456 CALCULATOR TEXAS INSTRUMENTS MDL. TI-55 1 ea 38“99n
SERIAL NUMBER 1111333345

It is understood that I a:n personally responsible for the property listed above and that if any of same is lost, stolen, damaged
or destroyed through my neglect or carclessness pay-rofl deduction will be made to cover the value thereof. Io case of breakage, thie
broken tool or other pr. ﬁerty shall be returned and credit given me for {ull value of same.

PRCIC IR s I Inl .

Received from foh ué?;_\'d'i 'a'l"ﬁgghm\ﬂqf Pcé%/ D/'b --------------- Signed ﬁ,a:%;%—;.“\_ “EXpLoy ,:eeu/ """"""""
JOHN sngmaq)?€A§;f§VQé§7ﬁy [ ;Z’ /

Authorized by ............ .0 ol AT T -
Accountable Pf?ﬁffty Officer *U.S.GOVERNMENT PRINTING OFFICE: 1984-439.725

INSTRUCTIONS ON COMPLETING FORM DI-105

- Minerals Management Service Property Identification Number.

CamTa+ra Aacarimdimarm AL 34 A S e eV 2 AL o a3 Y
. LUiplLELe UEsSCIlprioll O itctem, 1nciuding model numper.
- Quantity, unit of issue, unit price, and total cost from
Accountable or Custodial Property Officer inventory records.

o~ rerm w = m aem o —~ P o | I P

. Cognizant Employee's signature.

. Accountable Prorerty Officer 's signature
...... QAT I oL vy VLl LT L ~ MAMLIW UL .

XS]

Date: April 25, 1986 (Release No. 94) 4-8
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FORM OF-7, PROPERTY PASS

. PROPERTY PASS |
PPl (41 CFR) 10119108 3/1/86

This pass is to be used whenever property is removed from the building. It s to
be properiy filled in and signed and handed to the guard when leaving the building.

harTy Ty "1 SURDINE
(2) Joe Johnson ! /2y Herndon Parkwav
(3) ierndon rarxway

& DESCRIFTION OF PROPERTY BEING REMOYED (4

Sharp Calculator, Model CS-2199, M1234, S/N 81006190

§ PROFERTY MLONGS TO (5) ! € DEPARTMENT OR AGENCY (6)
™ = 21 - N . P - s
ept. OI the Interior 1 _Minerals Management Service

7. SIGNATURE OF PERSON AUTHORIZING REMOVAL
OF PROPERTY (7 )

|
| 4/1/86

ﬁL'.SI.PO 1976-0-208-24% F1 430814328

m
L. 111

Aa+
e aate

INSTRUCTION FOR COMPLETING FORM OF-7

f\‘F
o4

2. Name of individual to whom OF-7 is issued.

3. Building name or address from which property is to be removed.

4. Complete description of property being removed includi
model, Minerals Management Service Identification Numb
serial number, if applicable.

5. Self-explanatory.

6. Self-explanatory.

a — .7
f o

7. Signature of individual authorized to sign OF-

8. Authorized official's title.

9. Date on which OF-7 expires.
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MMSM 400.1-H
Chapter 4
Illustration 4

FORM MMS-066, REPORT OF PROPERTY SURVEY

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

|
S

|
|
!
h

TO PROPERTY SURVEY BOARD c ¢ acdress of propert wcanor 171110 Herndon Parkway [
" (1) Herndon, Va. 220794J
For further miormation contact Jane Doe ) J
(3) 703 435°6140  4/1/86
Beiow-iisted property has been (4 Tewphone Date :
D Lost @S‘oﬁn D Deamagec beyonc repa D Rencersc 0DBOISIE O OMNErwBe UNSETVICREDIe ‘

Do not wrme n this space

COND MMS MANUFAC
e o e cgoetse | mores | RS [ o | o
(5) (6) 7 (8) (%)
DICTAPHONE, LANIER PORTABLE
POCKET M-1122334 = L-2343444 | $269.00 1982

I
i

Stale Detow 0 full GPLAs the CTUMSLANGES INBONNG 10 This reQuES! 101 "Phe’ O ACCOUNtADHNY (LS SOORIONS: Dape” 43 "equwed

(10)

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. 1 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 sccountability.

1 certify that the above statement is true to the best of my knowledge and belie!.

al
1Signature of Cognzant Empioyee iast nam\g CusioTy Of properly If Other thar below Oste
12) Qe H/ _"HJL-\
(S gnlln[lﬂﬂ Titie of Cusioga Ottcer Date
Ac Otficer s rec QBP0 $1gnaTLT

(13) 1 concug/{ith th

locatefihe Dict

Form MMS 066 Mevised 8 B5) /
(Supersedes Form MMS 066
Sect 1983 winch wiil not be usadi

that every effort has been made to
FOR ACT Ty SURVEY BOARD

Date: April 25, 1986 (Release No. 94)
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MMSM 400
Chapter
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(Continu

INSTRUCTIONS FOR COMPLETING FORM MMS-066
(Report of Property Survey)
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Complete address of property location.

ame ot

f ee having full knowledge of circumstances
=33 ny
Ging

k= 2
o

Telephone number of above employee and date submitted.

Explain in detail the circumstances leading to the
completion of the report. Include any precautlons

to prevent lUSC, Siélen, or udmdgeu equlpuent. If
1: rpnnrfpd stolen;, attach copy of nn1109/q90nr1+v

GSA Form 3155 or equ1va1ent.
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g o X
(0= 1))
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ignatu

i e, date, and title of cognizant employee last
a

r
ng custody of property.

oo

-

v

Signature, date, and title of custodial property officer,
if different than item (11).

"r
i

able p
the employee s
ibility

nerty officer's recommendation--whether
perty orficer s recommencaatlor whetner

leieY=-]
hould be held responsible or relieved of
, signature, and date.

Reverse side of form leave bla
Board/Property Management use

- e+ -y e g8 1%
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MMSM 400.1-H
Chapter 4
Illustration 5

INVENTORY OF CONTROLLED PROPERTY

ipaan a0 et 4o
WL BTy De1eD (80 Svwey iy Mo
19061 uew) (90 Sy s

31va DIV 1502 DOV 200 0OV ON TVIH3S 93W arswnw 1300W 04w NOILJIYIS30

g

33A0TWI INVINDOD s

(This is a preprinted form--No instructions necessary)

FORM MMS-067,

L | |

NSS dwW3 3000 NOHVYZINYOHO NQILYION IWVN OdD/0dVY

AlLY3d0Hd GINTOHINOD JO AHOLNIANI
31va 3JDIAHIS INSWIOVYNYIN STVHINIW
HOIBIINI FHL JO INIWIHYCIA SN

ON 39vd
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MMSM 400.1-H
Chapter 4
Illustration 6

rm-~NO instructions necessary)

PERSONAL
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A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

el 51
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1. Ao(‘nnni-a}n"l‘lfv. The Accountable and Custodial Propnertv Officers
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(APO/CPO) are responsible for the vehicles under their accountability.
The procedures for establishing accountability for motor vehicles

are identical to those for controlling personal property. However,
the headquarters Property Management Section will forward as appro-

e to the serv1c1ng ASC license tags, U S Government i 1
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MMS-065, acknowledging rec and return one copy of the form
to the appropriate property management office for processing.

2. Acquisition.
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headquarters Prop age C
Vehicle Forecast. Each proqram offlce has an opportunlty to
complete its plan and submit it to their servicing ASC. The
plan will be consolidated at the headquarters Property Management

Section and forwarded to the Department for approval.
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Requisition, should be prepared and submitted to your servicing ASC.
The headquarters Property Management Section prepares General

Services Administration (GSA) Form 1781, Motor Vehicle Requisition-
Delivery Order, and begins the process of acquisition through GSA.
This process takes approximately 6 months.

2 TTm mrm T OL ey e N Ml omnem T Al D T [ P Y . o A o am vrale S Y A~
. Ubc allu oLLLlaye 0L MOLOL VEIILCUCILES .« COVE LILieflu mnoveLor verllLce iLes
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purchased, GSA leased, or commercially leased).

A. Official Use. Except in emergencies, Government motor

vehicles shall be used only for the purposes for which they were
obtained, or for other officially designated purposes. Emergency
conditions are those threatening loss of life and property.

R mnlaoveese NDiiteide +ha MMQ FrnlAaveae nf aoaran+asa NN -

Py A AL A \J o A AP S S W S U 3 = il Lil7Awd o J_J.\Ll J.\JI\..CD i \:’.LLLIAQ_GGO' AR RS
tractors; and subcontractors authorized to use Government vehicles
may do so solely in the performance of the work authorized under
the Government grant, contract, or subcontract.

Date: April 25, 1986 (Release No. 94) 5-1



A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

C. Establishment of Penalities. Grantees, contractors, or
subcontractors will establish and enforce suitable penalties for
their employeec who \'.'1_1‘_]‘_lfu'l1v use or aunthorize the use of Government
motor vehicles for other than official purposes and will assume
expenses incurred without the right of reimbursement from the
Government of any incident related to unauthorized use.

D. Authorized Use Includes.

(1) Carrying out authorized programs, including program
work under cooperative agreements or other contractual arrangements.

(2) Rendering assistance in major or emergency situations
as provided in 905 DM 1.

(3) Use by an officer or employee in a travel status to:

(a) Drive to his/her residence when it is in the
interest of the Government that the official travel start From

there rather than from the place of employment.
also be stored at the residence at the conclusion of the trip when
such storage is in the interest of the Government.)

.

(b} Drive between his/her temporary lodging, place
of business and other permissible places set forth in paragraph
1-1-2.6.a of the Federal Travel Regulations (FPMR 101-7).

E. Approvals. Prior approval of the Assistant Secretary for
Policy, Budget and Administration shall be obtained when the use of
a Government motor vehicle by an employee between a residence and
place of employment is considered advantageous to the Government.

»-

orting. Transp
Government—- owned vehicles cre
Government and drivers. Providing rides to hitchhikers is strictly
prohibited. Departmental regulations state that no Government—owned
vehicle will be used for other than official purposes. There are

no exceptions. Violators will be suspended from duty without
compensation " for not less than 1 month and shall be sus-
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. Preventive Maintenance. Federal regulations require that an
effective vehicle preventive maintenance program and schedule be
used throughout the MMS. The following maintenance schedule will

be used for ail MMS- ed vehicles and shall include but not be
TsmiI+tad &~ L1~ z:,.~'|1,.‘..'.,.,_=
L Litd u uwo vile OLLOWLIL g.
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A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers
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A. Lngine iuneup. Lnglne tuneup eve 1<4,0VVUU MmiirLes Or 14
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ment of points, rotor, condenser, and spark pluas (if applicable),
nen of points, rotor, condenser, and spark plugs (1 applicable I
and reset the timing.

B. 0il Changes. Engine o0il change every 6,000 miles or
6 months, whichever comes first.

C. Lubrication. Lubrication of all grease fittings every
A NNN maTTac A L mAandl o Gl 3 A ATITAY» NAMAacs £33 ol
YV, VUV L LSS UL v HVLILIlo, wWiliLCllT ve L Ccouonied> L ALLDODUe.

D. Tires. Rotation of tires every 12,000 miles.

E. Safety Inspection. Safety inspections should be in

compliance with state regulator inspection requirements.
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G. Failure to Schedule. Failure to schedule preventive
maintenance and to notify the vehicle user/operator of the main-
tenance requ rement Shail be considered negligent behavior.
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5. tilization of Vehicles. The headquarters Property Management
Section will provide the ASC property management office with a
quarterly usage analysis report to show utilization progress as
well as operational costs. The following table shows the required
annual mileage by type of vehicle.
Required Annual Required Annual
Mileage Mileage
Type of Vehicle MMS Vehicles GSA Vehicles
Cadan/CSra+rinn WarnAn Q NNN 192 non
wiouualliysvoeauwalivil V'Q\jull AV A PARIN A A A
Truck/2 wheel drive 5,000 7,500
(under 8,500 GVW)
Truck/2 wheel drive 5,000 6,000

{over 8,500 GVW)

Date: April 25, 1986 (Release No. 94)
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A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

The Property Management Section will advise the ASC's to take
remedial action for any vehicles not meeting these minimum mileage
requirements for two reporting periods (6 months). Such remedial
action may mean the elimination of one or more vehicles or require
the sharing of vehicles between offices.

6. Parking and Storage. Government motor vehicles shall be stored
in facilities which provide protection from pilferage or damage.

In the interest Of economy, oOpen storage shall be used whenever
practical and feasible.

7. Use of Safety Belts. Occupant restraint systems in GSA motor
vehicles and MMS-owned or -leased motor vehicles shall be maintained
in good working condition. Each vehicle occupant shall properly

utilize the restraint system provided.

8. Use of U.S. National Credit Card (SF-149). The SF-149 is

st hAarioad FAr s1ana Anmlar w1+ +1hhAa £1 vrme Tia+nmnA 11 +hAa " AvrAarrnmand
U LIV L Lo T L U Ull.l.y oL Ll il L L LiuD LD LT\ A1 il NIJAI VT L L1 W
Vehicle Operators Guide to Service Stations for Gasoline, 0Oil and

Lubrication" (Operators Guide). The SF-149 shall not be used for
purchasing from any company which is not listed in the Operators
Guide or in amendments to the Operators Guide. The following
supplies and services are authorized and may bhe procured with the
SF-149:

n e Y-V E Y- ramvmiIlasr 3m 1T aanAAA marmamiiim tmlandaA’d arac~t al

£l TJaoLwilllcc, Lcocyulalr ulriccauciid, I:J.L cLHiLUitl UulliliTcaucid, ab}ch.Cl_L
unleaded, premium leaded, Gasohol, aviation grade, unleaded for
boats, diesel, and diesel marine;

B. Fuel o0il, aviation turbine fuel:

C. Lubricating services (including differential and
transmission lubricants);

D F+thyulane Glvucal ant i fraacoo-s

is e LLiiy AT Sayevra Qiiv LI L TT4LT,

E. Liquid Propane Gas (LPG);

F. O0il filter elements and servicing:

G. Air filter service;

Rat+t+tarv charaol noae

ii e Dawes iy AL A iy y

I. Tire and tube repairs:;

J. Washing and cleaning;
Date: April 25, 1986 (Release No. 94) 5-4



A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

K. Mounting and dismounting snow tires and/or chains;

L. Emergency replacement of spark plugs, fan and generator/
alternator belts, windshield wiper arms and blades; and

M. Other minor emergency repairs, purchases, and services
under $50.

9. Gas Ticket/Receipt. It is the responsibility of the driver to
obtain a copy of the delivery ticket (i.e., credit card receipt)

for each purchase made, and to verify that all pertinent information
is correctly recorded on the ticket prior to signing. The reguired
information includes: name and address of service station and date
of delivery, correct prices and extended totals for each item
received, license tag or identification number of the vehicle, and
deductions from posted prices as indicated in the Operators Guide
must be shown on delivery ticket. Monthly discounts are not shown
on the delivery ticket at the time of purchase.

A. Disposition of Gas Ticket/Receipt. It is the responsibil-
ity of the vehicle operator to turn in a copy of each gas ticket/
receipt to the person or office responsible for maintaining records.

B. Use of Unleaded Gasoline. Pursuant to the regulations of
the Environmental Protection Agency, unleaded (0.05 gm./gal.)
gasoline shall be used in 1975 or later model year Government-
operated motor vehicles designed to operate on such fuel (passenger
carrying and trucks up to and including 6,000 1lbs. GVWR).

C. Use of Self-Service Pumps. Department employees (except
those physically handicapped) operating Government-owned or -leased
vehicles shall use self-service pumps whenever such pumps are
available.

10. Vehicle Replacement. Except where administratively determined
impractical, a vehicle should be replaced in lieu of being repaired
when the cost of repair is expected to exceed the economic value
of the vehicle. Vehicle replacement standards are as follows:

Vehicle Type Age in Years Mileage
Sedan/Station Wagons 6 60,000
Truck/2 wheel drive 6 50,000

(under 8,500 GVW)

Truck/2 wheel drive 6 40,000
(over 8,500 GVW)

Date: April 25, 1986 (Release No. 94) 5-5



The economic value of a vehicle is expres
of the cost of a new replacement vehicle.
used as a gulde in determining this one-t
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5 years 10%

Over 5 years 5%
Example: A 1981 2-wheel drive truck requ
Vehicle is 5 years old = 10% x $2,500 (co
$950. This amount would be authorized fo

11. Disposal. Generally it is the policy

motor vehicles shall be disposed of under
authorlty cited in 41 CFR 101-46 whenever
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A User's Guide for Accountable and
Custodial Property Officers

[

MMSM 400.1-H

2. The GSA Motor Pool Vehicles. It is the responsibility of the
GSA to provide the availability, maintenance, and operation of
motor vehicles for transportation of property or passengers.

A. Seasonal or Unusual Requirements. Offices having seasonal

or unusual requirements shall inform the motor pool in their

geographical area as far in advance as poss
a vehicle available.

a motor pool ) must have writte
specifies the need for travel in a Governme
travel authorization. Either document requ
address and the GSA assigned billed office

The justification shall include the reason
vehicle( authority for the requirement, the
vehicle(s) required,

ible in order to have

n authorltv whlch

nt vehlcle, like a

ires a complete billing
address code (BOAC).

C. Permanently Assigned. A written request must be submitted
to the appropriate property management office, which will process i
through the GSA motor pool servicing the area in which the vehicle
is to be used. The BOAC and a justification must be included.

for the need of the
number and type of

and the statement that departmental approval

has been obtained. All requests for permanently assigned vehicles
must be submitted to the appropriate property management office
for obtaining headquarters and departmental approvals.

13. Leasing of Motor Vehicles. All new requirements for leased
motor vehicles shall be submitted in writing to the appropriate

property management office for obtaining headquarters and

departmental approvals.

The reguest should include justification

for the need of a leased vehicle,

certification that other means

of transportation available are not suitable, the type of vehicle
being requested (must be limited to a compact vehicle), and the
anticipated duration of the lease. If the request is based on
the unavailability of a motor pool vehicle, include the negative
response from the GSA motor pool.

14. Motor Vehicle Accident Procedures.

A. Reports. An envelope containing Form SF-91, Operator's
Report of Motor Vehicle Accident; Form SF-94, Statement of Witness;
and GSA's Optional Form 26, Data Bearing Upon Scope of Employment
of Motor Vehicle Operator, will be maintained in the glove compart-
ment of each Government-owned or -leased vehicle used by the MMS.
Date: April 25, 1986 (Release No. 94) 5-7
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A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

B. Accident Procedures. In the event of an accident involving
a Government-owned or -leased vehicle, or a privately owned vehicle
being used on official business, the operator shall, unless impaired
by serious injury to himself/herself:

(1) Stop immediately.

(2) Take the necessary action to prevent another accident
at the scene.

(3) cCcall a doctor or ambulance if necessary.

(4) Notify appropriate law enforcement officials as well
as the employee's supervisor.

(5) Not sign any documents or make any statement
regarding the accident except to the employee's supervisor or to
a Federal Government investigator.

(6) Obtain from any present witness their name, address,
phone number, and request that each witness complete Form SF-94.

(7) Provide operator's name, address, name and place of
employment, name oOf supervisor, and upon request, show the operator's
permit and vehicle registration card. (Only Government-owned
vehicles registered in the District of Columbia or displaying
State tags have registration cards.)

(8) Complete Form SF-91 at the scene. If conditions
prevent this, the operator shall obtain the following information
from the other party involved:

(a) Name, address, telephone number, vehicle tag
number, and vehicle description:; and

(b) Driver's license number, expiration date, and
insurance company's name and policy number.

(9) Complete an SF-91A, Investigation Report of Motor
Vehicle Accident.

(10) Complete Form DI-134, Report of Accident/Incident,
and submit to the appropriate Safety Officer.

(11) Submit all forms within 2 working days of the

accident to the supervisor for submission to the appropriate Safety
Officer.

Date: April 25, 1986 (Release No. 94) 5-8
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5. Reporting Loss/Theft or Vandalism.
A, Motor Vehicle. Theft or vandalism of Government motor

vehicles (MMS-owned or GSA-owned) must be reported immediately to
the appropriate Security Officer, who will notify the local law
enforcement authorities, GSA, and/or the Federal Protective

Service (FPS). The FPS Officer or other authority will complete
GSA Form 3155, Preliminary Investigation. In addition, for
relief of accountability of an MMS-owned vehicle, the employee
must complete Form MMS-066, Report of Property Survey, attach the
investigation report as part of the justification, and submit them
to the appropriate property management office for processing.

B. Government Tags. If a Government tag is lost, stolen,

or damaged, notify the appropriate property management office by
memorandum, providing the vehicle make, model, and tag number.
Ioaw + a3 A marty ~radids A3 2311 A =i

» ~ L
NeW T4ags ana a rnéw Ccrealt cara will be Lbbueu and the return of

the damaged or remaining tag and/or credit card will be required.
The headquarters Property Management Section in coordination with
the ASC property management offlce will correct the property
inventory to reflect any changes. For headquarters vehicles

contact the Property Management Section.

C. Credit Card.
(1) Lost/Stolen. If a U.S. National Credit Card is lost
or stolen, notlfy the appropriate property management office
immediately via telephone. The headquarters Property Management

Office will be notified in order to alert the Flnan01al Management
Division and gasoline companies that the MMS will not accept any
charges incurred for goods/services resulting from the illegal

use of the lost/stolen card. The CPO should follow up with a
memorandum requesting a new credit card and submit it to the
appropriate property management office. For headgquarters offices
contact the Property Management Section. New U.S. Government tags
will also have to be issued.

(2) Damaged. If a U.S. National Credit Card is damaged,
a memorandum should be submitted to your appropriate property
management office. The CPO will return the damaged card to the

appropriate property management office upon recelpt of the replace-
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A User's Guide for Accountable and MMSM 400.1-H
Custodial Property Officers

CHAPTER 6. OTHER THINGS TO KNOW

7

110 .

1. Lease Versus Purchase Determination. O©On an annual basis,
property management personnel prepare lease versus purchase
determinations to be reviewed by requesting officials. All
requests for anticipated items under a lease should be analyzed
in terms of the benefits and/or disadvantages of a lease option.
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the framework of the P
System (PMS). These four groups of associated equlpnent represent
a great majority of the equipment rentals paid out by the MMS.

B. Methods of Evaluation. As stated in Federal Property
Management Regulation (FPMR), 41 CFR 101-25.5, Guidelines for

\
Maklpn Purchase or Lease Determinations, there are two basic

methods of evaluating the advantages and disadvantages of lease
or purchase.

(1) The purchase method is most accommodatlng when it
has been determined the equloment will be used beyo the time
in which the cumulative leasing costs exceed pquha=e costs or,
more specifically, the break-even point. Other considerations

include the length and extent of the machines usage, financial

advantages of all types and makes available, leasing costs and
purchase options, the cost of purchase and installation, techno-
logical improvements, and finally, consideration shall be given
to purchasing Agency-leased equipment already on hand or similar
new egquipment.

(2) The lease method of determining the means of acquisi-
tion should be used when program or system requirements are met.

e
However, it may be determined that purchase should be deferred
because the conditions have not been met under the purchase method.
The lease method without the option to purchase should be used
when the conditions for purchase cannot be satisfied and a lease

P PRI L~ 3 F i Sy T i

contract with an option to purchase is not obtainable.

~
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C. Basic Comparison. An exampl
including terms used in performing the analysis is orovided in
Illustration 1 of this chapter. Many of the elements provided by
the property management personnel can be extracted from this form.

On an annual basis, normally during the renewal cycle, analyses

(D
Q
Q

omparison

will be performed for requests of leased ADP, word processing, and
copying equipment. Completed determinations, including any possible
recommendations, will be forwarded for review and attached to

the MMS-2016, Requisition, prior to processing by the Procurement
Office as required by FPMR 101-25.501-3(b).
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2. The Copy Management Program. Copy mdudgemeuc can be de
for practical purposes as the management of copying practic
procedures, equ,;pment, and supplies to ensure effective and
economical creation of necessary copies. The MMS's plan for

copy management involves the effective use of the various owned/
leased copiers and duplicators. The most important facet of

copy management is the procedure used to 1mplement a system for

® oring copy costs. For assistance in the
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A. Copy Management Officers. Copy Management Officers
(designated individuals at or near each copy location throughout
the MMS) are responsible for carrying out the major functions of

the program.
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indicator of the machines utility. When overutilized, downtime
costs per copy may become exhorbitant.
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Maintenance Ver er Call Repair
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S the s
ties of APO/CPO's is the safe and efficient operation of their
personal property. A major factor to consider is the means by
which an item is repaired throughout its useful life. There are
three basic approaches to equipment repair:

e e

A. Preventive Maintenance. Preventive maintenance contracts
are normally used when egquipment downtime could cause detrimental
delays in meeting program objectives. The theory behind preventive
maintenance implies that worn parts are replaced prior to failure

through the use of regularly scheduled equipment inspections.
This type of equipment repair is normally the most expensive of
the three approaches and should be considered from all angles.

B. Blanket Purchase Agreement. A Blanket Purchase Agreement
(BPA) is normally used when numerous similar items can be repaired
by a single .ender and allows for a special call number, invoice,
and billing arrangement with a flat rate for specific services.

This arrangement allows for the repair of items to be billed against
a single document number (purchase order) for a specific length of
time. The most common BPA's are used for repair of typewrlters

and ADP terminals. This approacn also allows for a minimum of
paperwork and a central focal point for coordination of work
performance and payment of bills.

Date: April 25, 1986 (Release No. 94) 6-2
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C. Per Call Repair. Per call repairs are based on a one-time
repair and require Form MMS-2016, Requisition, to be completed and
forwarded through normal channels resulting in a purchase order.
'This type of repair normally takes the most time; however, for

items with relatlvely few mechanical parts, a history of llmlted
repairs, or items which are in their first few years of useful
life, per call repairs are normally the best alternative for basic
office equipment This assumption may be based on the prediction
ti tenance contra cts and BPA's are very protltable
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4. Repair Versus Replacement. Guidelines have been established
in the FPMR for repalr versus replacement of several maJor cate—
nLectrlcaLLy Operated of fice machines

A. Exceeds 25 Percent. The estimated one-time repair cost
of a machine 8 years of age or older exceeds 25 percent of the
replacement cost of a comparable new model.

B. Exceeds 50 Percent. The estimated ocne-time repair cost
of a machine under 8 years of age exceeds 50 percent of the
replacement cost of a comparable new model regardless of trade-
in value.

C. Exceeds 80 Percent. Electronic office machines such as
calculators, accounting machines, and dictating equipment
should be replaced after expiration of the warranty period if
the estimated one-time repair cost exceeds 80 percent of the
replacement cost of a comparable new model. Other authority for
replacing equipment includes a continuing history of equipment

breakdowns and corresponding loss in productivity, repair parts
are not available causing a machine to be out of service for an
excessive amount of time; or a machine lacks essential features
required in the perrormance of a particular task and other suitable

nachines are not available.

5. Employee Exit Clearance Report. Form MMS-1090, Employee Exit
Clearance Repo t Illustration 2, must be submitted 2 weeks prior
to an employee's departure from the MMS .

Date: April 25, 1986 (Release No. 94) 6-=3
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A. Transferring Employees. Employees who change duty stations

and/or organizations within MMS are not required to complete the
form, but must clear all internal accountable records before
separation.

W
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(1) transfer any personal property for which they may be
accountable. Failure to do this or to complete the form could delay
the release of final paycheck. For further instructions on
completing the form, see Illustration 2 or contact the servicing
ASC, or for headquarters, the Property Management Section.

(2) in the event the current cognizant employee (CE)
separates from the MMS, provide the name of the new CE to be
reflected on the property inventory.

perty Management System is
, Receipt for Property, should

appropriate property management
r
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LEASE VERSUS PURCHASE DETERMINATION

t OV e

AGENCY/DIVISION: Minerals Management Service/Any Division

LOCATION: Any MMS location

REQUISITION NO: X-XXXX-XXXX

EQUIPMENT: One (1) each OCE Copier, Model 1900 DF/S20 with attached sorter

PURCHASE PRICE: $ 16,293.00 TOTAL RENTALS PAID
RENTAL CREDITS: $ 2,119.22 FROM DATE OF
INSTALLATION:$ 2,535.00
Installed: (MO/DAY/YR)
CONVERSION PRICE: $ 14,173.78
EFFECTIVE
(MO/DAY/YR)

RENTAL CREDITS: First continuous 6 month period 1007 of rentals paid accrue
towards purchase, second 6 month period 80% rentals paid accrue, 13th month and

thereafter rentals applied towards purchase accrue at 1.5% of purchase price per month

BREAKEVEN POINT: 19 months from date of installation

MONTHLY RENTAL: $845.00

MONTHLY MAINTENANCE: First 12 months .008 cents per copy to be subtracted from

net purchase price upon convetsion to purchase. This copier averages 20,000 copies
per month which relates

1"
:!
3
Al
]
<
_..

ely S160.00 maintenance per month
approximately 5i160.00 maintenance per month.

REMARKS: The optimum conversion period based on 20,000 zopies per month 1s(MO/DAY/YR).

'ﬂ'\n $6,318 in rental credits accrue fMﬁ/hAV/VD\ The $8,146 or 50% of

net purchase price would accrue 33 months from date of installation after
$27,885 in rentals have been paid. If rental exceeds first 12 month period,
approximately $3,390 in rental credits will be lost.

(Preparer's Signature)

(Date)

** This analysis is performed by

aravdidas ¢ho yeauestar infs
providges tne requesidr anid

purchase determinations. It is also used to document procurement
and property files.

property management personnei and
atd

on neaded to make lease or

tia On Nieedel 0 WmascT acasc Ol
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FORM MMS-1090, EMPLOYEE EXIT CLEARANCE REPORT

: US. DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT SERVICE
EMPLOYEE £XIT CLEARANCE REPORT

Emcloves's Nome_Hilliam J, DOE Sope Dets ___8720/88
Social Bacurity Mum 123-22-2222 Tyes of Separsion®_ Besignatien
Otfice snd Locstion MMS, GOM OCS Region, OPS. ADP Otffios Teiemhons Mumser _838-0734
Irvtiating Supervisor: __Joseph . Owte__ 2/13/86
*Tyoe of Seperation: /more rrunifer. resgnanon. rervemen:. eic |
{See mveme of form for pmimechoni | Aythorized O ucgi Dae

. Depertmontal Clasranes ( For empiovee: ssitioned in Wshingsron. D.C |
A Travel Ot*ice, Main {nterior (Room 4042)
8. Parking Permuts, Main interior (Room 54201
C. Security Otfuce, Main interior {Room 1239

0. Minersis Mansgemont Sarvies Lonsl Closranes
A Emplovess Organizstionsal Unit ('a 'y /
1. Form SF-52. Requent for Personnel Action I N . 2 /27
2. Accountabie documenms. files libesry books maen ete. VAV Y =R WY >
. doll T (&
3. instructions for Deirery of Finel Pey Check
& Check te e Peked Up D [ ek to ve Maitec (Sar beiow) T~
Person 1 Conmct to Arrange Pick Up I MM%'_T__.
- . & - b o _ A -
| sraswm_r3/L HOPs . BOE—
Prone L W 2 . a2 _— .
—-——rq— Cy SR | Vifane [ B TioCote 00O
.-J”l I Orore  orut o ad _ )
Supervitor's Sarature A NE R L fonnel | moneno DRK-E808  own_2//3/80
8 Senannal
1. Exit itorview Ly /ll sk
2. Emel .
2__nelons Agvemene A oY hn | A[/Y/EC

v wwow Y wres e yé L%
C Focility ADP Sesurity Offesr — S
-—ﬁ“
D. Genonsl Sorviem S )
1._Telephons Credit Card 1
2. Gsioins Greaii Cord o GSA Bhopoing Puate i\ff%
3__Government Motor Vehich Operston 1.0, Card MK )
8. GTR's, Imorest, Travel Advances, Peyroll

'/,
8. Controlied Propenty: 4 ’ :'__g,_"'“__
Tronster P oy

B_SSCUTITY = 1.0, LW (NENG IO B3iang OfTice} (L/fsan ylz r-54
7._Otten kevs (Rerum 1o itnang office) ] () fadn | 2I1/5¢

CERTIFICATION OF COMPLETION OF EXIT CLEARANCE FORM
J1. Minergis Mersgerunt Servies Mesdausriry Clasronse

A Progerty Mensgoment /
e FrOgRTRY Transieris} Compiered ¥ __ Cesrnd
e 109073,01 Progerty Sygvey Submetted e MOLD . 4 S VALUE

mrm_ﬂaﬂm_zm;_gm_ﬂéﬂL_m_,f

2 Fm‘ﬂhngnm v u&‘-' _,ﬁc." i' — 1
CTNs L2 GA wmoren Yoot ovaroms (0 PPN . woyron (037
i oond)D2[Lle  mes 435443 §

Porm 2003- ) 990 (Suty 1908}
B unrrwim 4013-1000 Ot 104) SRR W ast B9 wmas)
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MMSM 400.1-H
AL o el e O
Lnapttes v
Illustration
(Continued)
INSTRUCTIONS FOR COMPLETING FORM MMS-1090
(Employee Exit Clearance Report)
INSTRUCT [ONS
The Employee Exit Clearance Report shauld te copleted 2 weeks prior to an eployee's departure fram M5 as a resuit
of resigning, transferring, retiring or reassigning to another Interior Bureau.

Enployees who change duty station and/or organization (i.e., Herndon to Denver, Metairie to Alaska, Offshore to Royalty
are not required to camplete this foom but must clear all internal acocountable records before separation {controlied
property, keys and ID cards).

E-

Authorized officials receiving the accountable items, or clearing the employee, must surname and date appropriately in
the columms provided. Supervisors shouid mark “N/A" for any section that does not apply to the employee.

-

Departmental Ciearance. To be cotpleted OHLY for employees located in the Department of the Interior Building.

—
-

Minerals Management Service Local Clearance.

A. Supervisor should ensure that a Request for Personnel Action is campleted, all accountable documents are
returned and dispasition of final check is noted.

B. Applicable only in those areas which require:

l. Exit Interview.

2. Pmployee Agreement.

3. Security Clearance. Briployees with national security clearances who have signed a Classified Information
Nondisclosure Agreement (SF 189) must camplete a Security Termination Statement. Security Termination
Statements may be obtained fram field Personnel Security Representatives or the MMS Security Officer.

C. Employees inwolved with MMS camputer systems nust have the local Facility ADP Security

Manager) ensure that passwords/accounts are cancelled, tapes are returned, etc.

Eficer (System

D. Accountable items which may havwe been issued during employment must be returned throuch the General Services
Office servicing the employee's area.

III. Minerals Management Service Headquarters Clearance.

A. The headquarters Property Management Section
been campleted.

will camplete this section when all pr

B. FINAL PAYROLL ACTION WILL NOT BE TAKEN UNTIL THIS FORM IS COMPLETED AND ALL ACTICNS ABOVE
HAVE BEFN SATISFIED
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PRIVACY ACT NOTICE: In campliance with the Privacy Act of 1974, the follawing information is provided: The
ormation on this form is collected under the authority of 40 U.S.C. 483(b), and will be used to clear ‘

J ersonnel from the MMS. Failure to provide requested information may result in denial of required clearance !
and result in holding ermployee's final paycheck.
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