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CHAFPTER 1Z

PERSONAL PROPERTY MANAGEMENT

5-12.1 GENERAL

A Purpose. This Chapter establishes policies,
procedur es, b ' ; '

I nstr

. responsibilities, and operating
uctions for the economcal and efficient

management and control of personal property in
support of the Indian Health Service (IHS)
personal property managenment prograns.

B. Devel

opnent _and Mai nt enance.

1)

The Property Managenent Branch (PMB),
Division of Admnistrative Services (DAS),
Ofice of Admnistration and Managenent
d(OAM, I HS Headquarters, is responsible for
eveloping and naintaining this Chapter.

Topi cs, suggestions, and recomendations for
inclusion rnto the Chapter are solicited from
all personnel involved in the IHS Personal
Property Managenment Program

Area Property Managenent COficers (PMJ) shall
ensure naintenance of this Chapter in their
Areas on a current basis and issue

suppl ements to the Chapter for their Areas as
appropriate. Copies of Area supplements are
to be provided to the PMB, IHS Headquarters.

C. Scope. The instructions and procedures contained
In this Chapter are applicable to all IHS personal
Eéoperty managenent programs, including

adquarters, Area Ofices, and field stations.

D. Goal .

The goal of IHS is to establish and

maintain an effective and efficient personal
property managenent program

E. Obj ectives. (bjectives to acconpljsh the personal

Property management goal include, but are not
imted to, the follow ng:

IANDFAN HEALTH  IVANUAL
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(S-12. 1E Conti nued)

(1) Effective planning and scheduling of
requirenents for all personal property to
ensure that supplies and equiprent are
avail able to serve operations, while
mai ntai ning inventory levels as a m nimum

(2) Maintenance of inventory controls and
accountability records.

(3) Uniformty of applications.

(4) Maxinmum utilization of personal property is
obtained and that property is used for
of ficial purposes only.

(5) Proper storage, maintenance, and preservation
of property.

(6) Preparation and utilization of property
managenent reports.

Authority. Procedures outlined in this Chapter

are 1n_accordance with Property Mnagenment

Regul ations, Departnent of Health and Human

Services (HHS) Materiel Managenent Manual, Public
Health Service (PHS) guides, and |IHS policies and
procedures.

Responsi bilities.

(1) Headsuarters - The Director, IHS, is.
responsible for providing overall guidance
and direction to the | Personal Property
Managenment Program and evaluating its
effectiveness on a continuing basis. These
responsi bilities have beendelegated to tﬁe
Associate Director, OAM Director, DAS, and
the Chief, PMB. In order to acconplish these
responsibilities, the Chief, PMB, shall:

TN9Z2-0

(47297 97) TNDT AN FEALTH VBNUAL



MANAGEMENT ~ SERVI CES
CHAPIER 17
PERSONAL PROPERTY MANAGEMENT
(5-12.1¢ 1) Continued)
a. Conduct an effective program that will
prevent |oss, waste, unauthorized or

| nproper use, and unwarranted
accumul ation of equipnent.

b. Pl an, develop, and adm nister an
integrated I'HS property managenent
system including automation, o
requi renents deternination, acquisition,
accountability, inventory control,
utilization, “storage, and disposition
control procedures,” etc.

C. Conduct periodic property nanagenment
reviews as prescribed in 5-12.15,
Adm ni strative/ Program Reviews.

(2) Area Ofices - The Area Directors are ,
responsible for ensuring conpliance with this
Chapter. Procedures and instructions
contained herein are mandatory and wll be
used by Area and field station managenent
officials at all levels and by other
personnel concerned with the nanagenent of
personal property within the |HS

H. Definitions.

ACCONTABILITY - The obligation jnposed by |aw,
admnistrative order, or fegulation, upon an
official of the IHS to render an accounting to
another official for funds or property entrusted
to him whether IHS owned, |eased, or acquired by
| oan from any source.

ACCOUNTABI LITY CHANGE - A receiving report,

disposal action, or adjustment which results in a
quantitative or nonetary change on the property
Lecord and a debit or credit 1n the CGeneral Ledger |,
ccounts.

NDFANTHEACTH  VANCAL (4729792) TN 92-6
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ACCOUNTABLE AREA - An area specifically defined b
organi zation or geographic limts throughout whic
property accountability is assigned to a
designated accountable official.

ACCOUNTABLE CFFICE - An office, field station, or
Headquarters organization that has accountability
for the property charged to the accountable area.

ACCONTABLE _OFFICER - An officer or enployee
designated by proper authority to have
accountability for the property charged to his/her

account abl e area.

ACCOUNTABLE PERSONAL PROPERTY - All personal
property that 1s nade subject to accountability by
appropriate authority. Such proPerty i ncl udes,
but is not limted to, that capitalized in the
fiscal records and usually all personal property
for which quantities record control is required to

be nai nt ai ned.

ACCOUNTI NG PERIOD - The period of time (normally
30 days) from the previous nonth cutoff date to

the current nonth cutoff date.

ACOUIRE (ACQUISITION) - The neans to obtain
ownership of personal property in any manner,

i ncluding purchase, transfer, donation,

manuf acture or production at Governnent-owned or
operated plants or facilities. An item will be
considered acquired when title to the item passes
to the IHS irrespective of point of origin.
Usually the title will pass upon delivery of

property.

ACQUI RED FOR OFFI Cl AL PURPCSES - Motor vehicles
located 1n the United States (U.S.), its
territories, or possessions (a) gained and held or
(b)rented or |eased from private or commerci al
sources for a period of 60 continuous days or nore
by a Federal Agency or the District of Colunbia.

IN 9Z-0

(47297 92) I NDI AN HEALTH MANUAL



MANAGEMENT  SERVI CES

CHAPTER 17
PERSONAL  PROPERTY  MANAGEMENT

(S-12. 1H Conti nued)

This definition shall not be construed as the

authority for the use of notor vehicles for a

period of less than 60 continuous days in any
manner other than for official purposes.

AREA OFFICE - A defined geographica[ regi on .
conprised of a number of “service units surrounding

a central office which provide admnistrative
support to all service units operating within its

regi on.

AS REWRED REPORT - A report which is contingent
upon the occurrence of an event and contailns
information surrounding that specific occurrence,
e.g., a report of survey.

AUTOMATED SUPPLY SYSTEM - As applied to this
Chapter, a system enploying the use of Electronic
Dat a Proce33|n% . (EDP) equipnent, which

i ncorporates the perpetual inventory control
technique with related direct issue procedures to
mai ntain control of property.

BOARD OF SURVEY - A conn?tte uauallz consi sting
of three or nore officials of the Governnent
appointed to inquire into the circunstances of a
| oss, danmge, destruction, or condition of
property in accordance with prescribed policies

and procedures.

CAN NUMBER - The .conmon accaqunti nunber used
3 control i dent i ficatnon mumber 11 the Fiscal’ as

process, consists of:

1 digit Agency identification code
2 digit Accounting point l|ocation code
3 digit Identification nunber

CANNIBALI ZE - To disnanﬁle zaIEiece of property ¢q,
parts to be used as replacements in other
equipment. A report of survey is required prior
to cannibalization.

AL (4729792) TN 92-6
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CAPI TALI ZED ACCOUNTABLE PROPERTY - Personal
property thal has been entered on the fiscal
accounts as an investment or asset with an
acqui sition cost of $5,000 or more per unit.

COWERCI ALLY DESI GNED MOTCR VEH CLE - A notor
vehicle procurable from regular production |ines
and available for use by Federal agencies.

CONSOLI DATED - MEMORANDUM RECEI PT (CMR) - An _
automated Trsting I1n_alphabetrcal and/or nuneric
order which lists all accountable personal
property for a custodial |ocation and supports the
appropriate Ceneral Ledger Account.

CUSTODI AL _LOCATION (STATION) - A segnent of an
accountable area.

CUSTGDIAL OFFICER - An officer or enployee
designated by proper authority to be responsible
for the proper use, maintenance, and protection of
Property entrusted to their possession or charged
0 the "custodial |ocation.

DEPARTMENT - The HHS, including all of its
activities wherever |ocat ed.

DETERM N NG AUTHORITY - The determining, authorjty
on alT Board of Survey actions is the officer In
charge of a Headquarters office or field
installation which is designated as an ,accountable
area. Oficials in charge of Headquarters/Area
O fices, .may appoint an executive assistant or
their principal admnistrative or property
managenent staff officer to serve as the .
determning authority on survey actions involving
property of a Headquarters/Area Ofice provided
they are not the accountable officer for—the —
property involved.

DISPOSAL - The act or an instance of getting rid
of something in a prescribed nanner. . .

TN~92-6 (4729792) [NDIAN HEALTH MANUAL
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EQU PMENT - An article of personal property that
I's conplete in itself, js of durable nature with
an expected service life of one year or nore, and
does not ordinarily lose its identity or become a
conponent part of ‘another article when put to use.

EXCESS PROPERTY - Property n required b
activitres of THS angp?s yavaﬂableg *or trgnsfer to

ot her Federal departments and agenci es.

EXCHANGE SALE - The exchange or s-ale of Personal
property for replacement purposes where the
proceeds are to be applied against the purchase of
simlar items. The ,property replaced in this
instance is not considered to be excess.

EXPENDABLE PROPERTY - Categories . or gp?cific i tens
of property that have been” classified for property
control and/or cost accounting purposes as
expendable.  The cost or appraisal value, thereof
Is to be charged as an expense when received or

I ssued, depending upon the cost accounting system
applied by the activity.

FEDERAL CONDI TION CODES - The Federal' Condition
Codes consi St _of an al pha code (supgl y) and a
nuneric code (disposal) that describes the
physical condition, readiness for issue, and
serviceability of personal property.

FEDERAL SUPPLY CLASSI FI CATION (FSC) - A commodit
classificatron designed 1o serve ine functions o
supply and is sufficiently conprehensive in scope
to permt the classification of all itens of
personal property.

FIELD WORK - O ficial work performed by an
enployee requiring the enployee's presence at
various locations that are at a distance from the

enpl oyee's place of errPI oynment (itinerant-type
1p
g

travel involving nultiple 'stops within the
accepted local conmmting area, or use outside that
area) or at a renote location that is accessible

TNDFAN—REACTH IVEDAL (4729/92) TN 92-6
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only by Governnent-provided transportation;' The
designation of a work site as a "field office"
does not, of itself, pernmt the use of a
Covernnent passenger carrier for hone-to-work
transportati on.

FURNI TURE AND FURNI SHINGS (General Pur pose)
Equipment that 1S normalTy associated Win
occupancy or use in such areas as office,
conference and reception rooms, institutional

wai ting room | obbies, and libraries. Suych

equi pnent includes desks, tables, credenzas,
bookcases, coatracks, telephone cabinets, filing
sections and cabinets, office safes, security
cabinets, chairs, and davenports. Furnishings are
articles that supplenent office furniture an
augment the utility of the space assigned. These
articles include lanps, desk trays, snoking
stands, waste receptacles, carpets, and rugs.

CENERAL LEDGER - A property accounting system
conprised of fiscal and property managenent
concer ns.

CGENERAL SERVI CES ADM NI STRATION (GSA) - The agency
That establTsShes ﬁOIICI €S and provides the
Government with the following: an econonical and
efficient system for the management of its
property and records, includi n% construction and
operation of buildings, procurénent and .
distribution of supplies, utilization and disposal
of property, transportation, traffic,

conmmuni cations nanagenent, stockpiling of
strategic naterials, and the managenent of the
CGovernment-wi de autonmatic data processing
resources program

HEADQUARTERS - The principal administrative center
of the IHS. The Headquarters office provides
overall control and direction of the [HS Areas and
all their respective operating conponents.

(47297 92) I NDI AN HEALTH MANUAL
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HEALTH CENTER - A facility, -physically separated
froma hospital, with full range of anbulatory
services including at least primary care

physi ci ans, nursing, lF))harmacy, | aboratory, and x-
ray, which are available at least 40 hours a week
for outpatient care.

HEALTH STATION - Afacility, physically separated
from a hospital or health center where prinary
care physician services are available on a

regul arl'y scheduled basis but for less than 40
hours a week.

HOLDI NG AGENCY - A hol ding_agency is an executive
agency which has accountability for excess and
unrequired personal property.

HOSPI TAL _EQUI PMENT - Refers to all equipment,
excluding hosprtal furniture, which is of a
technical or specialized nature and peculiar to
care and treatnent of patients only. The funds
from which purchased is not a determning factor.

HOSPI TAL _FURNITURE - |tens of furniture that are
desi gned sgecm_cally for use in patient care
areas, such as in wards, private and sem-private
rooms, etc. Such itens are hospital beds
(adjustable and non-adjustable), over-bed tables,
bedsi de tables (cabinet type), ward chairs, and
bedside folding screens. ~General purpose
furniture itens used in hospitals are excluded
from this definition.

| NDEX NUMBER - A nunber assigned to the item
description in the l\bn-aE]x:Pendable Contr ol
perating Procedure (NECOP) system |t js
predetermned series of numbers consisting of a
four or five digit nunber suffixed by a single
digit. The series of four or five digit nunbers
are sequential but not consecutive. The single
digit suffix is a "check digit."

I NDI AN  HEALTH MANUAL (41 29/ 92) TN 92-6
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| NSTALLATI ON QOSTS - Costs. incurred in affixin
equrpment 1n place or condition for use such a
wiring, plunbing, testing, alterations,
construction, and sinlar acts.

| NSTALLED PERSONAL PRCPERTY.- That property which
requrres utrfrty connections fother t han
electrical cord that may be plugged into
receptacles) and is related to a functional area,
or property which, when renpved from theb space o
bui I'ding, does not render the space or building
unusabl e or uninhabitable.

LEAD TIME - The anticipated period of tine
(expressed in months .oFr) fractions of a nonth's
supply) between the tine a review for possible
stock™ replenishment is started and receipt of the
Item when ordered.

LI FE _EXPECTANCY - The average useful life ,of
equrpnent 1tenms expressed Inh years.

MAL NTENANCE - Any work required to keep property
In substantially original ‘condition. |t m
include replacement of mnor constituent palyts,
materials, or equi pnent.

MATERIALS - Refers to all itenms necessary for the
%gUI PRIn mal ntenance, operation and support of

vethmental activities, wthout. disfinction as to
use for admnistrative or operational purpose.

MOTOR VEH CLE - A Conveyance, self-propelled or
drawn Dby nechani cal power, designed to be

principal |y operated on the streets and hi ghways
In the transportation of property or passengers.

NO COMMERCI AL VALUE -.Progartey that is not useabl e
and cannot Dbe rehabilitat conomcally for its
originally intended purposes.

(27 29792) NDI AN HEALTH MANUAL
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This property can reasonably be expected to have
no market value for use as an entity for any other
purpose, although the article may have scrap or

ot her residual value.

NON- ACCOUNTABLE CHANGE - Action docurmented to.
change other than accountable data contained in
the CMR  Accountable property transferred between
custodial locations in the sane accountable area
does not change the value of GCeneral Ledger
Accounts. It is a change in custodial
responsibility and changes information that does
not affect the value or quantity of itens Ilisted
on the accountable records.

NON- EXPENDABLE PERSONAL PROPERTY_ - Equi prent  t hat
must be conirolTed from acceptance until release
from responsibility in accordance wth prescribed
pr0(|:e<(jjures. Non- expendabl e personal property

I ncl udes:

(1) Capitalized Items: Those itens which meet
u of the followng criteria:

a Have an estinated service life of one
ear or nore, o
b. rmal |y have an acquisition cost of

$5,000 or nore per unit .

C. Retdaln their identity when put into use,
an

d; WII not be consumed during use.

(2) Non-Capitalized Items: Those itens nornallg
having an acquisition cost of $300 to $4,99
per unit, and which meetall of the other
criteria for capitalized equipment.

(3) Non-Capitalized (Sensitive) Itens; Those
I tenms norrralla/ having an acquisition cost of
| ess than $300 and which meetsal | of the
other criteria for capitalized equipnent.

TNDIAN HEACTH VANUAL (4712971 92) TN 92-©
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NON- PERVANENT _FI XED PRCPERTY CR _EQUI PMENT - An
article of personal properiy that 1s atfached to
but not made a part of real” property for adapting
such property to the specific needs and purposes
of an activity for the IHS. The renmoval of such
property wll not seriously inpair the utilization
of the real property for successor occupants.

NON- REPORTABLE PRCPERTY - Personal property that
does not meet the reporting criteria set forth in
Federal Property Managenent Regul atlons,(IFPl\/R)
101-43.311; is not required to be formally
reported to the GSA, and is available locally for
transfer.

ONE_TIME REPORT - A report that. contains. _
Information focused on a specific point in tine
and is required for a definite purpose, e.g.,
congressional requests for information.

PERSONAL CUSTCDY PROPERTY - Itens that are
sensitive to approprration for private use, or are
used in situations beyond nornal supervisory
notice, and good managenent practice dictates that
such property should be accounted for by the
person to whom use and trust of the itens are

assi gned.

PERSONAL PROPERTY - Any property, except real
roperty, records of the Federal Covernment, and
naval vessels of the follow ng categories,
battleships, cruisers, aircraft carriers,
destroyers, and submarines.

PLACE OF EMPLOYMENT - Any place within the
accepted commuting area as determne3 by the
agency for the locality involved, where an

enpl oyee perforns his/her business, trade, or
occupation, even if the enployee is there only for
a short period of tine.

IN YZ-0

(47297 92) | NDI AN HEALTH MANUAL



MANAGEVENT __ SERVI CES
CHAPTER 12
PERSONAL  PROPERTY MANACGENENT

(512. 1 H Continued)

The termincludes, but is not limted to, an
official duty station, home base, Headquarters, or
any place where an enployee is assigned to work,
including |ocations where neetings, conferences,
or other official functions take place.

PRI VATE PROPERTY - Private property is any and all
property owned by or belonging to "an individual,
gr ow Or corporation,

PROPERTY (REAL) - Means anY Interest in property
except the public domain;, Tands reserved or

dedi cated for national forest or national park
purposes; mnerals in lands or portions of |ands
withdrawn or reserved from the public domain that
the Secretary of the Interior determnes are
suitable for  disposition under the public |and
mning and mneral leasing laws; and |ands.

wi thdrawn or reserved from the public donain
except lands or portions of lands so wthdrawn or
reserved that the Secretary of the Interior, wth
the concurrence of the -Admnistrator of GSA
determnes are not suitable for return to the
public domain for disposition under the general
public land |aws because such lands are
substantially changed in character Dby inprovenents
or otherwise; and records of the Federal

Gover nnent .

PROPERTY MANAGEMENT - Wen used as a general term
property managenent broadly refers tothe
managenent, coordination, and regulation of
activities concerned with the functions of:
planning property needs, the acquisition of
property, the receipt, storage, and distribution
of property, the proper utilization and care of
property; proPerty accounting control; and the
di sposition of property.
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PrRoPERTY MANAGEMENT OFFI CER - \When used as a
general term the individual is responsible for
the broad function of the management,
coordination, and regulation of activities related
to the functions of planning property needs; the
acquisition of property; the receipt, storage, and
distribution of property; the proper utilization
and care of property; property accounting control;
and the disposition of property.

PROPERTY RECORDS- Official records reflecting the
late of acqursition or disposal of property; a
cross-reference to the acquisition or disposal
voucher; the cost of affixed valuation of
property; quantity affected by each transaction;
the total quantity for which an installation or
office is accountable; and the gross dollar value.
Property records also include perpetual inventory
records” of unissued supplies, materials,

equi pment, etc.

PRCPERTY RESPONSIBILITY - The obligation of each
enployee for the proper use, care, and protection
of all Governnent property under his/her custody

and control.
PROPERTY VOUCHERS - Issue slips, receiving

reports, turn-in slips, or other forms or nedia.

from which information is obtained to nmake entries
on property records. Vouchers literally, are those
docunents which vouch for or support an,entry on
anot her record.

RECONCI LI ATION - Means to conpare and adjust the
Inventory value for all equipnent records to the
total value reflected in the General Ledger
Accounts maintained by Financial Mnagenent.

RECURRING REPORT - A report  that requests
Information at a specified frequency, for exanple,
monthly, quarterly, or annually.
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REPLACEMENT YEAR - Year in which equipnent is
scheduled to be replaced. This is determned by
adding the |ife expectancy years to the

acqui sition .fI scal year. The replac nt ear in
no way inplies that” equi pnent scRe u?gg fo¥
replacenent in a 9|ven year has to be replaced; a
hysical review of the ‘equipnent would be required
0 make this decision.

REPORTABLE PROPERTY - Personal Rropertlg/ that neets
fhe_Teporting criteria %et forth in FPVMR 101-
43.311; is required to be formally reported to
GSA; and is available locally for” transfer.

REPCRT OF SURVEY - A report sumarizing thﬁ
Qrcunstances and findings surrounding™a shortage,

| oss, theft, damage, or destryction of property.
It may also be agreport estabLﬁ ShQI ng th'g c%n |>{ion

of property.

REQU REMENT - An established need which justifies
an allocation of resources to acconplish an
obj ective or task.

RESI DENCE - The pri mar | ace where an enpl oyee
resides and frompv\hl chytﬁe enpl oyee comruntpesyto
his/her place of enployment. "The term 'residence'
IS not synonynmous W th "domcile” as tnhat term1s
used for taxation or other purposes, nor does the
requl ation affect the provisions set forth in the
Federal Travel Regul ations for enployees on
tenporary duty f(T Y) away from their designated or
regul ar place of enploynent.

REVIEWNG AUTHORITY - The officer who is .
responsible for naking final determnations wth
gespect to the reconmendations nade by a Board of
urvey.
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SALVAGE - Personal property that has some value in
excess of its basic material content, and is in
such condition that it has no reasonabl e prospect
of use for any purpose as a unit and its repair or
rehabilitation for use as a unit is clearly
impracticable, except precious netals.

SCRAP - Scrap material that has no value except
for t| tls basic material content, except precious
met al s.

SENSITIVE | TEM - Itens of personal  property.
(suppltes and equi prment that are hi ghI%/ desirabl e
and easily converted to personal use;, these itens

my be subject to additional controls.

SERVICE UNIT - The local admnistrative unit of an
IHS Area, A service unit is the basic health
organi zation for a specific section within an IHS
Area. The service unit is a geographically
defined area usually centered around a single
Federal reservation or a population concentration
of American Indians or Al aska Natives.

STATE AGENCY FOR SURPLUS PRCPERTY - An agency in
each State designated under State |law as
responsible for the fair and equitable .
distribution within the State of all donations of
surplus personal property to public agencies and
eligible nonprofit, tax-exenpt activities for
aut hori zed purposes.

SUBSI DI ARY LEDGERS - These |edgers contain certain
Types of financial information that must be
incorporated into the General Ledger.

SUPPLIES AND MATERIALS - A term used to designate
orrefer To a grouprng of classes and categories

of property which, when aﬂplied to use, are .
ordinarily” consunmed or exhausted or |ose their

i dentity when incorporated into ormade a part of
equi pnent or fixed property.

Op
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SURPLUS PERSONAL PROPERTY - Property not required
for the needs and the discharge of the
responsibilities of all Federal agencies as
determned by the Admnistrator of GSA

SURVEY OFFICER - An enpl oyee appointed by the head
of a headquarters office or installation to

adm ni ster board of _surve%/ procedures.  The Survey
Oficer may act in lieu of a board only in cases
of lost or damaged property that has a line item
val ue under $500 provided the |oss or danage
aﬁpears to have occurred under circunstances other
than a suspicion of theft or m sappropriation.

TRADE-IN - The exchange/sale of property.

UNNT OF ISSUE - A specific quantity of an item in
the Towest practical and economcal unit, adopted
to fulfill the mnimm requirements of al | usi ng

activities.

UNREQUI RED PERSONAL PRCOPERTY - Any governnent - .
owned properfy under the control of any office or
installation which is not required for its needs
or the discharge of its responsibilities, as
determned by the head thereof. (Unrequired .
property does not becone excess property until it
Is determned that no need exists for such
property within the entire Departnent.)

USE_STANDARDS - The criteria whereby a _
determnation nay be nade as to when, and in what
quantity, certain types of equipment are

aut hori'zed for use Wwthin the Departnent. These
are tools of nmanagenent for obtaining, at all

| evel s of operation, the best balance between
equi pnent assets and equi pnent needs.

UTI LI ZATION - Wilization is the identifijcation,
reporting and transfer of excess personal Property
anong Federal agencies to fill current or tuture
authorized requirenents in lieu of new

procur enment .
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UTI LI ZATION OFFICER - Provides the coordination
necessary to ensure maximum utilization of
unrequired property by IHS activities and pronotes
the acquisition and use of available excess

property.

VALI DATION - The process of establishing or
proving that authority exists to obtain the
property. and that a true need exists.

VOUCHER REG STER - A register for recording all
actions that wll affect the status of the
property |edger.

Commonl v Used Acronyns
(1) ADP - Automatic Data Processing

(2) ADPE - Automatic Data Processing Equipnent

(3) APR- Agency Procurenent Request

(4 A0 - Accountable COficer

(5 BMEB - Bio-Mdical Engineering Branch

(6) BOAC - Billed Ofice Address Code

() CFR - Code of Federal Regulations

(8) CMR - Consolidated Menorandum Recei pt

(99 DAS - Division of Admnistrative Services

(10) HHS - Departnent of Health and Human Services

(11) DHHSMW - Department of Health and Hunan
Services Materiel Mnagement Mnual

(12) DOD - Department of Defense
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(13) DCDAAG - Departnent of Defense Activity
Address Code

(14) DPSC - Data Processing Service Center

(15) DRMD - Defense Reutilization and Marketing
Ofice

(16) EPA - Environnental Protection Agency
(17) FAR - Federal Acquisition Regulation

(18) FIRMR - Federal Information Resources
Managenment  Regul ations

(1.9) EPMR - Federal Property Manage-nent
Regul ati ons

(20) FSC - Federal Supply dassification
(21) FSS - Federal Supply Schedule
(22) GSA - General Services Admnistration
(23) IFMS - Inter-Agency Fleet Managenent System
.24y IHS - Indian Health Service

(25) JCAHO - Joint Comm ssion for Accreditation of
Heal t hcare Organi zations

(26) NECOP - Non- Expendable Control Operating
Procedure

(27) OAM - Ofice of Admnistration and Managenent
(28) OF - Optional Form

(29) OG- Ofice of Inspector General

(30) OMB - Ofice of Mnagenent and Budget

(31) PHS - Public Health Service
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2) PJD - Program Justification Docunent
3). PMB - Property Managenent Branch
34) PML - Preventive Mintenance |nspection
3

5) PMD - Property Managenment O ficer

36) POR - Program of Requirenents
37) SF - Standard Form
38) VA - Veterans Admnistraticn

=1
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5-12.2 REQUI RED PROPERTY NMANAGEMENT REPORTS

A.

ntroduction. The HHS has established accountable
reports a_eam;% with the nanagenent of personal
roperty in IHS.  The reports are mandatory
hrough® statutory legislation and departnental
regul atory requirements.

Purpose. The information dissemnated in these
reports reflects the o%eratmg status of each Area
within the SHS and enables the agency to establish
certain forecasts pertaining to acquisition,
accountability, wutilization, and disposition of
personal property.

RePorts. The reports are substantiated by
reference in the GSA, FPMR HHS, and PHS
regul ations, and as prescribed by IHS. The
requirenments will serve as gquidelines for
co Ietlng the reports unless otherw se

i nstructed.

The reports are listed to include the name of the
report, frequency, and approximate due dates to
reach the PMB, I'HS Headquarters. The f_requencP/ of
the reports are nonthly, quarterly, sem-annuafly
and annually. As conditions arise, certain

modi fication of the reports wll be requested by
HHS, dPHS, and IHS at any tinme within the reporting
peri ods.

Al reports referenced in this section will be
directed to the IHS, Attention: A&:hief' PMVB.
2401 12th Street N.N, Room IS buquer que; New

Mexi co 87102.
Type of Reports.

(1) Recurring Reports. The majority of the
reBo_rts of the THS are recurring and
submtted annually. These reports are

usual 'y concerned w th measuring progress
against goals, gains, |osses of inventory,
?nd values of things at a given point in
I me.
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(2y As Required Reports These reports are
contingent upon the occurrence of an event
and contain information surrounding that
specific occurrence.

(3) Qne Tine Reports. These reports contain
Information tocused on a specific point in
time and are required for-a definite purpose.

(4 Monthlv Reports. Mnthly Property Available
Listing Frequency: ant(HS'

Due in PMB/ Headquarters 6th of each
mont h
(5) gquarterlv Reports,
a. | HS Quarterly Mlea?e Report
Frequency: arterly

Due in PMB/HQ 5th workdey in July
S5th workday in Cctober
5th workday in January
5th workday in April

b. Cargo Preference Report. U S. Flag

Vessel s

Frequency:  Quarterly

Due in PMB/HQ PHS will construe a
negative until informed otherw se

c. Value of Personal Property Report for

Frequency:  Quarter|
Due in PMB/ HQ PNB/XIQ will prepare
report

d. Oficial Use of Governnent Passenger

Carriers Between Residence and Place of
Enpl oyment - Public Law (P.L.) 99-550
Frequency: Quarterly
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Due in PMHHQ 5th workday in April
5th workday in July
5th workday in Qctober
5th workday in January

(6) Sem -Annual Reports.

a. Sem - Annual I nventory Schedule and
' Status Report of Capitalized Non-
Expendabl e Property
Frequency:  Sem - Annual ,
Due in PMB/HQ 5th workday in July

5th workday in January

b. GSA Assigned Vehicles
FrequencK/Ir3 Sem - Annua| _
Due 1n PMB/HQ 5th workday in July
5th workday in January

(7) _Annual Reports.

a. Federal Facility Ridesharing Program
Annual Report
Frequency:  Annual , _
Due in PMB/HQ b5th workday in April

b. Report of Survey Register

Frequencg: Annual _

Due in PMB/HQ 5th workday in September

C. | nventory of Accountable Personal
Property
Frequencg: Annual _
Due in PMBIHQ PMB/HQ will prepare
report

d. Agency Report of Mtor Vehicle Data
Frequency:  Annual ,
Due in PMB/HQ Last day of the month in

Cct ober

TN 92-6



MANAGEMENT  SERVI CES
CHAPTER 12
PERSONAL  PROPERTY  MANAGEMENT

(S-12.2D(7) Continued)
e. Report of the Geographical Location of

Vehi cl es
Frequency:  Annual _
Due in PMB/HQ Last day of the nonth in

Cct ober

f. Annual Report of UWilization and
Di sposal of Excess and Surplus Personal
Property (SF-121)
FrequencF}/: Annual _
Due in PMB/HQ 5th workday in Septenber

g. Reclamation of Precious Mtal and
Critical Materials - SF-291

Frequency:  Annual ,
Due in PMB/HQ  15th workday in
Sept ember .
h. Annual Report of Personal Property
Frequency:

Annual .
Due in PMB/HQ 5th workday in Cctober

Loan-of Personal Property Report
Frequency:  Annual ,
Due in PMB/HQ 5th workday in Cctober

j. Report of Inventory of Governnent-QOnned
Property Held by ntractors
FrequencF}/: Annual .
Due in PMB/HQ  10th workday in Cctober

K. Report of Inventory of Governnent-Oaned
Property on Loan to Gantees
Frequency:  Annual ,
Due in PMB/HQ  10th workday in Cctober

1. Equi pment bligations by Category and
Al'location for Current Fiscal Year
Frequency:  Annual _

Due in PMB/HQ  25th workday in Qctober
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m.

Uilization and Disposal of Personal
Property Pursuant to Exchange/ Sale
Authority

Frequencl::}/: Annual ,

Due in PMB/HQ  25th workday in Cctober

Qperation Gean W
Frequency:  Annual - _
Due in PMB/HQ  11th workday in February

| HS Equi prent Pl an
Frequency:  Annual ,
Due in PMB/HQ  11th workday in Cctober

Annual Inventories of Capitalized
Nonexpendabl e Property

Frequency:  Annual ,
Due in PMB/HQ Last workday in
Sept enber
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5-12.3

ANNUAL _EQUI PVENT PLAN

General. Effective and econom cal replacenment of
personal property requires the same c%ordi nat ed

pl anning and scheduling on the part of program and

property managenent personnel as is required to
determine an initial requirement. Each |HS Area
PM) is responsible for organizing an equipnent
program that will not only provide management wth
replacenent requirenents but will also provide all
addi tional property needs. The Annual Equi pnent

Plan, wll also include the replacenent and

addi tional equipnent requirements for P.L. 93-638
contractors.

PurFose. The purpose of this section is to ensure
that all IHS property managenent prograns have an
equi pment plan that accurately reflects the status
of equipnent requirenments for their respective
Area, in accordance with DHHSMW 103-25.401.

&%rlL Each. |HS Area property managenment program
W maintain a five year plan for "replacenent of

equi pnent based upon equiprent |ife expectancies.
The information contained in the five year plan
will be utilized in the fornulation of the [HS

budget to Congress.

Al IHS Areas are required to review and eval uate,
on an annual basis, those items of equipnment that.

are due for replacenent in the CMR  Thi evi ew

and eval uation shall be conpleted on or ?Je{ore the
end of the fiscal year.

Planning for additional equipment requirements
wi |l be concurrent with program operations.

| anning, either inmediate or long range, to neet
he needs of their respective Ared. FEach Are
will report on an annual basis their projecte
addi tional equipent requirenents utilizing the
established IHS format. = (See Exhibits 5-12-EE
through 5-12-GG.
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Subm ssion of this plan is due in the
or before GCctober 1gth of each year. hggétrvg’ on
reports are required.
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5-12. 4 REQUI RBVENTS DETERM NATI ON AND ACQUI SI Tl ON.

A Purpose. The purpose of this issuance is
establTsh gui del?lirl?es for all Area personalto

property managenent prograns to utilize when
determning requirements and acquiring personal

property.

The purpose of requirenents determnation .4
acquisition activities related to personal
property is to ensure continuation of the IHS

m SSi on.

B. Pl anni ng and Schedul i ng.
descri b%s The THS Iongg ran'gie pﬁ(ra(sa%alan(ﬁ)rﬁg\?vr% Hvlagp

those needs. ||-(L;;7 property nanagenent prograns.
wi il be required to develop and annually revise a

personal property plan for neeting the | heal t h
care needs, as prescribed by DHHS 103- 25. 150- 4.

Each Area property managenment program w || plan,
organi ze, direct, pronote, control, and nanage
activities associated with requirenents

determ nation and acquisition of personal
property. In addition, eaH] Ar ea. prc%perty
managenent program wll collect, ‘create, nd
dissemnate information related t,o,re,qwremant?
determ nation and acquisition activities.

C. Requi renents Determ nation.
managenent program nust deterr%aﬁg aArr18adc§)crt?r?§rqtty|ts
personal property needs and the current and
proj ect ed re%\lrjlrerrent.s to satisfy those needs to
support the Area's mssion. Al| Areas kin
devel _OB a requirenments anal ysis docunent at
describes and anal yzes the current personal
Property system and defines the functions that
he planned property system nust perform
will require coordination with field .operat|Bh§
and Area OFfice programs/activities within the
respective Area Personal Property Managenent
Program
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This document will allow Area managenent to obtain
agreenment that all personal property requirenents
ave been identified. (See DHHSMW 103- 25. 150-2)

Each Area will assess its need from two .
perspectives: strategic planning and requirenents
Identification. This assessment wll ensure that
all proposed requirenents are examned in
accordance with the mssion of the IHS A
'‘requirements determnation plan provides the

detail upon which long term decisions can be made.'

D. Validation of Requirements. Al Area Property
Managenment programs W Il ensure that personal
property requirements are acquired in the nost
economcal and efficient manner, as outlined in
DHHSMW 103- 25. 150- 3.

The Form HHS-393, Requisition for

Purchase/ Service/ Stock, wll be used and shall
contain a detailed justification that will clearly
val i date personal Eroperty requirements prior to
purchase.  (See Exhibit 5-12-A)

Area personal property nanagenent prograns wl |
devel op and inplement” witten procedures to ensure
this requirenent is met. These witten procedures
wi |l be devel oped based upon the respective Area
O fice organization.

1 E Acquiring Property. Once the Area PM has
determned the need for personal property by a
program or an activity has been validated, careful
consideration will be given to sources of supply
as stated in DHHSMW 103-25.151. Al Area PM)
wil d_eveIoP, implenent, and maintain witten
directives for their respective Area to ensure
conpliance with the gollm es when acquiring
personal property. (See DHHSMW 103-25. 151- 2,
Suspension of Procurement; DHHSMW 103-25. 151- 3,
Borrow ng Property; DHHSMW 103-25; 151-4, Renting
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Property; DHHSMW 103-25.160, Procurenent Sources;
103- 25.160- 1, Pr|or|tFY for Source of Supply; and
IIDIt-|HSI\/|\/|\/I 103- 25. 151, Procurenent of Lowest TCost
ens.

Use Standards. Area PMD will ensure conpliance

wi th DHHSMW 103- 25.301-50. The Area PM) nust
evaluate, in coordination with the requiring
activity, the specific needs of the activity as
they relate to the mssion of the IHS the
eX|st|n?_resources, and availability of funds for
acquisition of the validated requirenent(s). Each
Area PM will plan and schedul e:

(1) The input of new personal progerty with the
identified requirenents for the replacenent
of existing property;

(2) The conduct of periodic reviews to identify
underutilized or wunrequired property which
can be acquired through reassignnent prior to
expenditure of funds;

j3) A periodic analysis of new items of persona
property, the acquisition of which could
result in lower total costs through greater
Product|V|ty reduced maintenance costs or
onger service life; and

:4)  Periodic maintenance programs to extend the
useful service life of existing property.
Records of repair and maintenance costs will
be maintained to justify replacement of such
items when further expenditure of funds for
mai ntenance is not economcal. (See Section
5-12.9, Mintenance and Repair, for
requirenents.)
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Once the above has been conpl eted, aﬁplicable use
standards cited in DHHSMW 103-25.301-15 through
103- 25.359-4 can be used to support the

repl acement or the addition of new itens of
ersonal property. (See Exhibit 5-12-B, Itens
equiring Use Standards.)

G . Repl acement Standards. In order to ensure
effective and economcal replacenent of personal
property within the IHS all Area personal
property rrana?errent rograms Wi ll ensure

conpliance wth DHHS 103- 25. 401 through DHHSMW
103- 25. 401- 53.

Exceptions to_ established replacenent standards
will be admnistered in accordance wth DHHSMW
103- 25. 401- 54.

Each Area will develop and inplenent an operating
plan for replacenent of equipnent. At a mininum
each Area w !l review property records on an
annual basis to select itens due for replacement
during the next fiscal year based on life
expectancy, and evaluate useful life of itens to
continue ‘use beyond the established replacenment
date. The replacenent year in the property
records shall be updated on or before September
30th of each year.

H. Rental /Lease. There are instances when
renting/leasing certain t)I/_FSes of equi prent woul d
be more advantageous to | than outright
purchase. Area |HS property activities will
establish a rental/leasing program when:

(1) Items are continually being inproved because
of changes in the state of art or reductions
in the price;

(2). Repairs and/or adjustnents are frequent and
expensi ve; .

(3) Leasing costs tie to the anount of usage and
use isS nomnal; or
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(4) 1t is not known whether the specific
equi prent woul d be the 'best choice.

! | Ll ' Frequently items can be

repaired rather than replaced a?ﬁ_stl Q{OVlde
many useful years of service. is shoul'd be
acconplished to the maxi mum degree possible.
Every PMD will have a program to repair or
rehabilitate property.
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5-12.5 APPROVAL REQUI REMENTS

A.

Purpose. This section establishes the uniform

requi renent for approval |evels of non-expendable
property by category and identifies the criteria
necessary to obtain approval for the acquisjtion
rental /| ease of the property, The intent of the
information in this section"is to expedite the
approval process in order to support health care
progr ans.

Process/Procedures. In order to ensure conpliance
Wth the affrogrlate approval levels identified in
Exhibit 5-12-BB, each Area Personal Property
Management Program will develop and inplenent
witten procedures.
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5 - 1 2 INVENTORY MANAGEMENT.

A

Purpose. The purpose of this section is to
establ1sh procedures for accountability and

inventory nanagement activities, in accordance

with the nenorandum dated August 16, 1989, from

the Deputy Assistant Secretary for Minagenment and

,é(r:qttusltlon, HHS, Subject: Property Accountability
iteria.

Capitalization and Property Accountability

Giteria:

(1) Historically, the dollar criteria for
determning accountable personal property was
at the sane dollar threshold as the criteria
for capitalizing personal property. \Wile
the capitalization criteria has been raised
to $5000, the criteria for deternining
accountabl e property remains at $300.

(2) The change in these standards does not
relieve enployees from their responsibility
to safequard Covernnent Property and PMD and
Custodial Oficers of their reSponsibility to
manage personal property efficiently. Al
managers remain responsible for the proper
utilrzation of all of the Covernnent"s
assets, regardless of cost.

(3) The standards for property accountability

are:

a. Capitalized accountable personal
property (acquisition cost of $5000 and
above) which is reflected on all GCeneral
Ledger Accounts and reconciled nonthly
with the Area/HQ financial managenent
program

b. Non-capi talized accountable personal

property (acquisition cost over $1000
and itens costing $1000 or |ess that
require special control or

IN YZ-0
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(S-12.6B(3)b Continued)

determned to be subject to unusua
rates of loss, theft or msuse
[sensitive itens]).

C. Non-capitalized accountable persona
%E%%Sr)y (acquisition cost from $300 to

d. Non- capi talized non-accountable personal
property costing $300 or |ess.

e. Furniture is exenpt fromall inventory
and control requirements except that
furniture wll be entered into the
Inventory records when it enters use and
when it is renoved from use. Inventory
records will reflect total numbers of
each type of furniture and will not be
kept by individual pieces. Custodia
| ocations may naintain '"a single
furniture inventory for an entire
buil ding where property nanagenent
personnel control the movenent of all
furniture into and out of the building.
The Areas may enforce more stringent
control if needed.

£, Systems and nodul ar furniture wll not
be controlled or inventoried after
installation. Design and |ayout .
materials should be retained to provide
information on the nunbers and types of
work stations. Mjor coxrponents” of
furniture systems will be inventoried
and accounted for while in storage.

C  Control:

(1) The accounting of all capitalized accountable
personal property and non-capitalized
account abl e perSonal property _ﬁach|S|t|on
cost over $1000 and sensitive itens) of the
IHS is an annual requirement. In addition,
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Cont i nued)

non-capitalized accountable personal property
with an acquisition cost from$300 to $1000
will be inventoried every 3 years.

A physical inventory is required to verify
the accuracy of equipnent and records for
reconciliation with the accountable records.
Verification of equipment records should be
coupled with either one or a conbination of
the follow ng

a. Utilization surv%ys of equipment in use
(Ref. DHHSMWM 103-43);
b. Preventive naintenance inspections where

practicable to assure proper care of
Government property;

C. Schedul ed equi prent  nai nt enance or
repl acenent program actions; and

d. | nventorying itens on hand in addition
to verification of accuracy of records
as a nmeans to:

(i) Disclose procedural weakness in
routing vouchers and posting
i nventory records and

(ii) Recomend the need for additional
safeguards to prevent msuse, theft
and other |osses.

Procedures:

Type and Freouencv of Inventories.

a. Capitalized accountable personal
proPerty.(ach|5[t|on cost over $5000)
will be inventoried annually.

TN 92-6
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(S-12.6D(1) Continued)
b.

Non-capitalized accountable personal
property (acquisition cost over $1000
and itens costing $1000 or |ess that
require special control or are
determ ned to besubject to unusual
rates of loss, theft or msuse
[sensitive]) wll be inventoried
annual ly. "~ Exanples of GCovernnent
property to be classified as sensitive
equi pment, regardless of dollar value
include, but not limted to:

Bar Code Readers/Scanners

Bi nocul ars

Caneras and |enses ,

Conputer software and docunentation
(Commerci al |eased only)

Laboratory Bal ances

M crowaves ,

Physi ci ans_ Energency Kits

Portabl e Two-\Way Radios

Recor ders

Tel evision Sets

Artwork and Artifacts

Non-capi talized accountable personal
proper y.fac uisition cost from $300 to
$1000) will be inventoried at |east

every three vears.

Non- capitalized non-accountable personal
Eroper y (costing $300 or |ess) \
einventoried once the itemis issued
or pl aced 1 n use. (The fact that an
Item of personal prop_ert?/ IS not
inventoried does not inply that a |low
cost item does not have to be managed or
that it can be thrown away when no

| onger needed. Al "unrequired” .
property should be reported through
property managenent channels for
reutilization or disposal.)
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e. Artwork and artifacts shall also be
inventoried annuallv or as deened

necessary by the Area Property
Managenent O ficer.

(2y The primary objectives of the physical
i nventory 1ncludes:

a.  Perform conprehensive physical
i nventories of accountable personal
property including sensitive itens.

b. Record the results of the clf\sl/gitalized
inventory in the Financial nagenent
CGeneral ledger Account 137.1.

C. Determ ne the physical condition of each
item of accountable personal property.

d. Verify the accuracy of the established
repl acenent year and replacenent cost
for each item of accountable personal

property.

e. Updat e individual CMR upon the
conpl etion of the physical inventory at
each facility.

E. Reconci liation

(1) "The Budget and_Accounting Procedures Act of
1950" (P.L. 81-784) as amended, places
responsibility with the Director, IHS, for:

a. Ful | disclosure of the financial results
of the agency's activities, and

b. Effective control over and
accountability for all funds, property,
and other assets.
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(2) Property records are to be established and
maintained to identify units of property
acquired and the costs that are to be
recorded in the CGeneral Ledger accounts. The
Property val ues shall include supplies,

ransportation costs, and installation costs,
|l ess trade-in and cash discounts. The tota
anount shall be rounded to the nearest whole
dollar to determne the acquisition cost
depending upon-the pricing policy chosen by
the Financial Mnagement Prograns in
conjunction with the P(opertz& Accounﬁable
Officer in each appropriate Area. [Ihe tota
value of capitalized property reflected in
the accountable records shall be reconciled
with the General Ledger Accounts (excluding

the Central Libraries account) on a nonthly
basi s.

F. Property Vouchering

1) A property voucher is a docunent that records
and substantiates any addition to or a
subtraction from the physical inventory.
Every voucher nunbered ‘separately represents
a single transaction and my contain nore
than one item The voucher” nunber shall
identify the fiscal year, nonth, and the
sequenci ng of vouchers processed during that
specific nmonth. This action makes it ‘easier
to identify tlﬁ]ﬂ%_of an action that
substantiates additions to or subtractions
from the inventory during reconciliation.

(2) A Property Voucher Register providing. the
m ni num data shal | bemai ntai ned. Is data
shal | include: date and voucher nunber
assigned, type of voucher
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Purchase Order Nunber, Transfer, Excess,
eport of Survey, Adjustnent Voucher, etaJ,
val ue, quantity, location and purchase order
number  and description of itens vouchered.
(See Exhibit 5-12-D.)

G Adj ustnent Procedures
(1) The purpose of the inventory is to verify the

(2)

accuracy of the records that reflect ,

equi pment on hand. The physical count will
alnost always differ with the quantities
shown on the records. Therefore, the records
must be adjusted to correctly reflect the

equi pment on hand. In order to justify
maki ng these changes to bal ance the records,
vouchers nust be prepared. In addition to
the Reconciliation and Locator Listing, which
reflects the total inventory for the
accountabl e area, each individual CMR nust be
adjusted to reflect the new bal ances and the
supportlng records nust be adjusted (vouchers

?uf dfe recorded in the Voucher Register and
iled)..
Accountable and Non- Accountable Changes.

Each IHS activity shall prepare all
account abl e and "non-accountable inventory
adj ustnents for processing in accordance wth
the follow ng:

a. Accountabl e changes wi |l be nmade using

the appropriate forms. Sone exanpl es of
accountabl e changes are:

(i) Change of description or
acquisition cost wll be mde by
utilizing HHS-22, Request for
Property Action, or appropriate
document .

TN 9.2-6
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(i)

(i)

Addi ng equi pnent to the CMR An
exanple of this is overages, which
occurs as a result of the

i nventory.

The form HHS-365, Inventory .

Adj ustment, wth supporti ng .
docunentation, Wwhen available, wll
be used. (See Exhibit No. 5-12-E.)

Renmoval of equipnent from ,
accountable records. An exanple is
shortages, Wwhich occurs as a result
of an Tnventory. Those itens

consi dered as shortaghee will be
processed using the Reports of
Survey, Section 5-12.8

Non-accountabl e changes w |l be made
using the form HHS-22, Request for
Property Action or other audible record.
Sone exanpl es of non-accountable changes
using the form HHS-22 or other audible
record are serial nunber and custodial

| ocation changes, Departnent code,

repl acenent cost/year, and I.D. nunbers.

(

hibit 5-12-F)
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5-12.7

DATA ENTRY- EDP

A

General. Accounting for property is that part of
Personal Property Managenment which pertains to the
establ i shnent of  accountable, auditable, and

supporting docunent files, In order to conpile and

provide informational reports for |HS managenent
pur poses.

Purpose. In accordance wth DHHSMW 103-27. 50,
the purpose of this Section is to prescribe
standard data entry procedures for-all |HS .
per sonal Elrsoperty managenent 820 rams, as outlined
In the | HS ADP System for ntrol and
Accountability of Non-Expendable Personal Property
instructions.” (See Exhibit 5-12-HH)

Docunentation. Al PM will ensure that documents
or transactions that increase or decrease the
dollar value of the IHS property record system
and/or Ceneral Ledger accounts wll be vouchered
utilizing the appropriate debit/credit
transaction. Each ITHS PM will ensure all
?roperty transactions are encoded and transmtted
0 the DPSC in A buquerque on a nonthly basis.

TN 92-6
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5-12.8 REPCRTS OF SURVEY

A

Introduction. This section prescribes procedures
to be tollowed and actions to be taken by Boards
of Survey, Determning Authorities, and Review
Authoriti'es in conducting a survey.

Purpose. The purpose is to determne

resBpnsl bility and establish the extent of
liability of enPonees for the loss (including
theft and inven ordy shortages), damage,
destruction, and deterioration fbeyond nornal wear
and tear) of Covernnent controlled personal
property; or to provide relief from o
responsibility, [liability and/or accountability
for such property. In addition, this provides” for
the Report of Survey procedures to be used to
determne if:

(1) Unrequired or excess property has no
conmercial value and therefore, nmay be
destroyed; or such property is a hazard to
health” and safety and shoul d be destroyed.

(2y The use of a Report of Survey to determne
condition should be a last réesort. There are
occasi ons, however, because of the con%pl exity
of the tine and t he non-availability o
commercial sources for consultation, the Area
PM0 may request a survey be initiated, i.e.
x-ray machines, intensive care unit.

(3) A total lapse time of 180 days between
preparation of the Report of Survey and
conpletion of the report should not be
exceeded. This gives the Board of Survey up
to 90 days to process a Report of Survey and
permts the Determning Authority up to 90
days tto take action upon receipt of the
report.
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R_ePo_rts of Survey that cannot be finalized
within 180 days will be submtted to the IHS
PMO, Al buquerque, New Mexico, for review and
appropriate action.

PropertF Subject to Board of Survey Action. All
personal property on loan to the CGovernnent, held
in trust, rented, or owned by the Governnent is
subject to Report of Survey procedures.

Board of Survey, Each Determning Authority will
appoint three or nore errPI oyees to serve as a fact
finding body with respect to the circunstances and
conditions connected with a case. A permanent
board should be appointed (by job title) at

offices and installations where from experience
there is a need for the services of a permanent
board. (DHHSMW 103.25-5104(a))

An individual is not eligible for appointment to a
Board of Survey when serving as:

(1) Property Accountable Cficer;

(2) | nmmediate supervisor of an individual
involved in a survey action;

(3) Enployees who were accountable for or nanaged
the property, used the property, were
connected wth the |ost, damaged or destroyed
property; or

(4 Determning Authority.

Review Authoritv. The Review Authority, is the
Director, |

Responsibilitv of Individual for Propertv. Any
enpl oyee of the Departnent who has use of,
supervises the use of, or exercises control over
Gover nnent prrpperty, I's responsible for such

Bro erty. his résponsibility may take either or
oth of” the follow ng:

TN 92-6
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(1)

(2)

Supervisorv_Responsibility, This requires
the establishment and continuous enforcenent
of necessary administrative measures to
ensure proper preservation and utilization of
all  CGovernnent property under jurisdiction of
an officer in charge, an admnistrative
official, or a supervisor

This responsibility does not denote, however,
that personnel in such positions will be held
financially responsible for |oss, damage, or
destruction of property under their .
supervisory jurisdiction, unless there is
evi dence of neglect or m sconduct indicating
dereliction of duty on their part.

Personal Responsibility, Responsibility for
the care and protection of GCovernnent

property is an obligation inherent in every
E03|t|on occupi ed by a Governnent enpl oyée.
very enployee is oblkg?ted to properly care
for, handl e, and use Governnent property,
whet her such property has been issued to or
specifically assigned for his personal _use,

or is used’by himonly occasionally. The use
of Covernnment property at or away from the
office or station requires the sanme exercise
of judgnent and prudence for care and
protection of the property as a reasonable
erson would apply to his personal .

el ongings. Leaving expensive equipnent such
as caneras, portable tape recorders etc., in
a locked car in full view, in a location,
during the periods when breaking and entering
coul d be acconplished unobserved is not
exerC[S|ng prudence. Such action, when
associated with other factors, could
constitute negligence.

Failure on the part of an enployee to
exerci se resPonS|b|I|ty for the care and
protection of Government property could
result in financial liability, An enployee
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may be held financially liable and be
required to nmake restitution to the

Covernnent when such determ nation has been
made under the Board of Survey procedures, or
upon a review of the case by ‘the prescribed
authority or his/her designee. en the
determnation has been appealed by the

enpl oyee and the appeal 1s upheld, the

enpl oyee may be excused from liability by the
same authority.

The extract from Section 641 of Title 18,
U S. Code, quoted below is for information
and gui dance of all concerned.

\WWhoever enbezzles, steals, purloins, or
knowi ngly converts to his use or the use
of another, or wthout authority, sells,
conveys, or disposes of any record,
voucher, noney or thing of value of the
United States or of any departnent or
agency thereof; of any property nade or
bei ng" made under contract for the U S

or any departnment or age My thereof; or

\WWhoever receives, conceals, or retains
the same with intent to convert it to
his use or gain, knowing it to have been
enbezzl ed, stolen, purloined, or
converted - shall be fined not nore than
$10,000 or inprisoned not nore than ten
years, or both;

"but if the value of such property does
not exceed the sum of $100, he shall be
fined not nore than $1,000 or inprisoned
not nore than one year, or both."

The word Val ue nmeans face, par, or market
val ue or cost price, either wholesale or
retail whichever is greater.
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G Initiation of Report of Survey, The Report of

Survey Is prepared using Form HHS-342 (See Exhibit

5-12-0G).

(

1) Lost, Stolen, Damaged, or Destroyed Propertv,

a. The enpl oyee charged with the
responsibility for the custody or use of
the property at the time,shall forward
imediately to his/her supervisor a
memor andum of certification show ng:

(i) The description of the article(s);

(i1) The facts and circunstances
attending the loss, theft, damage
or destruction; and

(iii) The action taken to recover sane if
property was stolen.

b. The supervisor shall nmake a prelimnary
investigation, if feasible, and report
any additional facts or circunmstances

along with the enployee's report to the
Custgdial O‘ficern.p y P

c. The CQustodial Oficer is responsible for
initiating form HHS-342, and conpleting
bl ocks |-4, and sending it to the Area
PM) along with any related data.

Oh mssing property, the Custodial
Oficer should, prior to submtting the
report, ascertain that the iten(s) have
not been reassigned, |oaned, traded in,
or sent out for repairs.
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\When theft is known orsuspected, U.S.
Departnent of Justice and |ocal |aw
enforcenent authorities shall be
informed and their assistance enlisted
toward recovery of the property.

d. The PMD shall:

(i) Establish and maintain on a fiscal
year basis, a Report_of Surve
register and file. The register
wi 'l be nmaintained so that each
form HHS-342 will be assigned a
Report of Survey number in
numerical sequence, entered in the
register, and a cop?/ filed in the
Report of Survey file;

(ii) Check the propert%/ records on
m ssSi n? property to ensure that the
roperty has not been transferred,
oaned, or traded-in;

(iii) Ensure that the extent of damage,
cost of repairs, and the estinmated
depreciated value of the property
Is determned for all danaged
property;

(ivi In the case of destroyed property,
devel op as nuch infornation as

possible as to its value, age,
etc.; and

(i Forward the Report of Survey to the
Chai rman, Board of Survey Committee
for action.

(2) loventory Shortages.
a. Adjustnents to property and fiscal

records shall be approved and nade
after Board of Survey action when:
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(i) In the judgnent of the Property
Managenent or Accountable Oficer,
the value of the shortage of an
itemin stock is signifrcant in
relation to the average quantlty
and value of the item maintained in
i nventory;

(ii) The itemor itens short or mssing
are sensitive itens consisting of
narcotics, dangerous drugs,

recious netals, alcoholsS, etc.
here is no exception as to the
quantity or val ue;

A shortage in inventory is one of
two or nore repetitive shortages of
the simlar nature, although the
quantity and dollar value Ts

I nsignificant.

(iii) The record value of equipment
mssing is $300 or nore or of a
sensitive nature.

(iv) The approvin? official or the PM
suspects theft or msuse of
property m ssing.

b. The Determning Authority may approve
i nventory adjustment documents w thout
Board of Surver action except under
circunstances [isted above.

c. The form HHS-365, |nventory Adjustnent,
(See Exhibit 5-12-E) shall be used to
record the iten(s) and the circunstances
creating the need for the adjustment by
the Custodial Oficer. The original and

one copy should be forwarded to the PMO
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d. The Area PM) will forward the form HHS
365 to the Executive Oficer for
approval as appropriate.

e. The Area PM) will prepare the form HHS-
342 for any adjustments that require
Board of Survey action.

Propertv Dangerous to Public Health or

Sarety. Property which 1n the oPgnlon of the
ea may be dangerous to public health or

safety, shall be subject to survey action.

Propertv Wiich Has No Commercial Value or so
Little Vvalue Ihat Ihe EStimated Cost Of IUS
Confinued Care _and HandlIng VWUl d_ExXceed tnhe
ESUI nat ed Froceeds O Sal €. en property 1s
considered by the Area PMD to have: a) no
commercial value, or (b) so little val'ue that
its retention for advertising for sale is not
economcal, or (c) so little value that the
estimated cost of its continued care and

handl ing would exceed the estimated proceed

of sale, 'he/she shall initiate form HHS 342,
Report of SurveY notin? thereon the reason
for initiating the report and the method of

di sposal recomended.

Vehicle Accidents. \Wen a Governnent vehicle
IS damaged In an accident in which a private
person Is injured or private Property IS
damaged, no determnation of |HS
responsibility is to be nade at the |oca
level, until "after the PHS Gaims Oficer has
%Begbgg the case for local action (FPMR 101-
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The Area PM will initiate the form HHS 342,
Report of Survey, for vehicle accidents, when
appropri ate.

H. Adm ssion_of Resplonsi bility. If during
prelTmnary 1nvestigatron of a case an enployee
admts responsibility for loss or danage and

vol unteers paynent, the following actions are to
be taken:

(1) The officer or enployee shall be requested to
acknow edge this responsibility in witing to
the Custodial Oficer, as well as provide any
_fac_ta e%nd circunstances appropriate to the
i nci dent.

(2y The Custodial Oficer shall add any conments
he may deem advi sable and provide data
establ'ishing the condition of the J)roperty,
prior to the incident, or estimted cost of
repairs. The Custodial Oficer shall forward
all information to the Area PMO

(3) The PMD shall add any conmments he may deem
advi sable and data establishing the dollar
value to the Governnent based on the
depreci ated value, condition of the property
prior to the incident or estimated cost of
repairs. He shall forward the infornmation to
the Determning Authority.

(4 The Determning Authority, after a review of
the information shall:

a. Request a Board of Survey to act on the
case if he/she believes 'such action is
warranted prior to taking collection
action against the enployee; or
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b. Initiate collection action (Chapter |-
30, Subsection 11-30-100, HHS Payrol |
Manual ) based on the information” and
data, and the enployee's adm ssion and
of fer of paynent.

Board of Survey Action. Upon receipt of the
Report of Survéy, the Board of Survey shall be
convened by the chairman, and after Teview of the
prelimnary information furnished shall:

(1) Develop a plan of action in rel atidn to the
extent and nature of the investigation.

12) Develop all facts and circunstances
surrounding the incident, and if necessary
and feasibl'e, conduct an investigation.

(3) Interview witnesses and obtain signed
statements;

(4) Arrive at the extent and type of loss to the
Gover nnent ;

5 |dentify all persons or enployees involved,
() and ext%nt thgreof; POy

(6) Notify the Determning Authority immediately
iIf it becones evident that theft or violation
of statutory regulations is involved for
referral to proper authorities (Departnent of
Ju?Uce, etc.) and procedures wth survey
action;

(7) Record all facts and circunmstances resulting
from the investigation and questioning of
W t nesses;
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(8) (btain a signed statenent from the
enpl oyee(sf)-lnvolved, if at all possible,
that the facts as stated are correct;

(9) Prepare a finding. The finding nust be a
conci se statement summarizing ‘the essential
facts and circumstances. The Determinin
Authority will use the finding to deternine
whet her “or not the individual ?s) cited were
responsible for the loss, damage, or
destruction of Government property. The
findi n% must state cl earl)(1 what evidence, if
any, the Board of Survey has found that will
indicate to the Determning Authority whether
the | oss, damage, or destruction took place
as the result of any of the follow ng
ci rcunst ances:

a. The enpl ogee(s) were negligent, quilt
of msconduct or of any other, wongfu
act that contributed to the danage,
destruction, or loss of Covernnent
property; or knowingly failed to
initiate or take corrective or
preventive action;

b. The enpl oyee(s) failed to apply normal
security mneasures to meet the “mninum
requiremments that judgment, experience,
or regulations would dictate as
necessary to safeguard property; or

c. The enployee(s) performance or failure
to performwas the result of a
reasonable error of judgnent or a
hysical limtation. The finding is to
e clear as to whether or not
performance or failure to perform
resulted from the inposition of
responsibilities that are outside the
scope of responsibilities of the
i ndividual's assigned position.

FNDFAN—HEACTH VANUAL (47297 92) - TN 92-6



MANAGEMENT _ SERVI CES

CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

(5-12.81 Conti nued)

(10) Make recommendations as to relief from

accountability for property and/or the
disposition thereof when appropriate; and

(11) Sign the Report of Survey and forward it

including all pertinent docunents,

statenments, etc., to the Area PMO.  \Wen
there is a difference of opinion as to the
findings and/or recommendations on the
dlsP03|t|on of Erogerty, the majority opinion
shal | govern. — Each menber in the mnority
shall state his reasons for taking exception
to the najorltg opinion in an attachment to
the Report of Survey. The Board of Survey is
al l oned 90 days to process a Report of

Survey.

Determning Authoritv Action. The Determning

Authority, uPon recelpt of the conpleted Report of
Sp{yey and a
Wi

ter an evaluation of the findings,
make a decision or determnation wthin 90

days. He/she shall

(1)

(2)

0)

Wiere the findings and a review of facts and
circunstances clearly indicate the absence of
responsibility on the part of an individua

or group for "'the danage, |oss, etc., take
appropriate action to provide relief from
responsibility for the incident of |oss/or
accountability for the property;

Initiate or recomvend, as appropriate, new
procedures, regulations, etc.,if such action
woul d prevent recurrence of a simlar

si tuation;

Wien the facts and findings of the Board of
Survey indicate the existence of any of the
fol | owi ng conditions:

N YZ-0
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a. The enployee(s) were negligent, guilt
of msconduct or of any other wongfu
act which contributed to the damage,
destruction or loss of Government
property or knowingly failed to initiate
ord/take corrective or preventive action;.
and/ or |

b. The enployee(s) failed to apply nornal
security measures to meet the m ninmum
requirenents that judgnent, experience,
or regulations would dictate as
necessary to -safeguard property.

The Determning Authority shall advise
the enployee(s) involved that the
findings i1ndicate the enployee or group
Is responsible for the damage, etc., and
based on these findings he/she would
have to make such a determnation. At
the same time the Determning Authority
shal | advise the enployee(s) of the
right to present any data, facts or
other information, which in the
enpl oyee's opinion are not represented
in the facts and findings stated in the
Relo_ort of Survey, and which the enployee
%gtleves. ShOl'Jal\?hbe_ tconsi dered by the
ermnin uthority. The _enpl oye
shal | be  advised that such i nfor e on
must be in the formof a witten
statenent and forwarded to the
Determning Authority within ten working
days of the date of the notice of
determnation of responsibility.

(4) The Determning Authority may conclude, when
it is evident that a condition such as, The
enpl oyee's performance or failure to perform

was the result of a reasonable error of
judgnent or a physical limtation and
erformance or failure to perform resulted
rom the inposition of responsibilities,
which are outside the scope of
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responsibilities of the individual's assigned
position, existed, that responsibility
shoul d be placed on another or others not
identified as the principal(s) in the Report
of Survey. Such a condition nmay have
resulted” from faulty supervision.

(5) The Determning Authority may require a re-
exam nation of the case if in his/her opinion
the information received from the enployee(s)
concerned warrants such, or if for other
reasons he/she deens such acticn advisable.

In either instance, the Determning. Authorj
shal| state his/her reasons iIn vvr|9| ng to tf]g

Board of Survey;

K. Revi ew Aut horitv Action. C?SGS e forwarded to
the Review Authority tor action en:

(1) The enployee(s) involved in the case submt
additional information to the Determ ning
Authority and the Determning Authority I's o
the opinion that the additional infornation
does not indicate the need for a re-
exam nation by the Board of Survey; or

(2) The Determning Authority believes that
he/ she should disqualify hinmself/herself from
acting on the facts and findings prepared by
the Board of Survey. \Wenever such a
Situation arises, the Deterw’ni ng Authority
shall state in witing his/her reasons for
recwestl ng a determnation by the Review
Authority, and the statenment shall be made a
part of ‘the Report of Survey file.

The Review Authority, after nsi deratio
all information avail agfe sha? advl se tReOf

Det er m ni ng Autho_rlt?/_ of his/her decision
regar di _ng_ responsibility or relief from
responsibility for the fincident. |p ne
event the Review Authority concludes % at the
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determnation should be set aside, he/she
shal | _lorepare a statement to be made part of
the file indicating his/her reasons for

hi s/ her decision. Wen the Review Authority
is functioning as a Determining Authority
where the normal Determning Authority has
disqualified hinself/herself, the Review
Authority shall conplete the Report of Survey
as appropriate.

NOTE:  The Review A_uthoritg/ may find it
necessary to establish a Board of Review
(established on the samebasis as a
board of survey) for the purpose of
review ng the case, making special
investigations if necessary, and
preparing findings 'for the Review

Authority on which to basea deci sion.
L. Fi nal __Action:

(1) If additional data is submtted by the
enPI oyee, as provided for, and the
Determning Authority finds no cause to have
the case re-exanmned, or if the case is re-
examned and the Board of Survey does not
present further findings that warrant a
change in the earlier decision, he/she shall
forward the case to the Review Authority. |f
the determnation of responsibility is
supported by the Review Author|t¥1, t he
Determning Authority shall at that tine
consult with di smPIlnary procedures to be
aPPUed, or request the appropriate fiscal
office to establish the individual's
I ndebt edness to the CGovernnent for the |oss
where a determnation of pecuniary liability
has been made.

(2)" If the Determning Authority has concluded
that an enployee is responsible and no
information iS received from the enployee as
provided for, the Determning Authority shall
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consult with the personnel or admnistrative
office or establish pecuniary liability.
(Disciplinary action ma}t/). be coupled with a
charge of pecuniary liability.)

(3) If it is concluded that an errPI oyee or group
s to beheldfinancially Iiable for the
| oss, damage, etc., the enplo eeﬂ]s)
i ndebt edness to the Government shall be
estab(ljlshed in the appropriate fiscal
records.

The amount tobe collected shall reflect the
depreciated value of the time or itens |ost
or destroyed or the cost of repairs taki n?
into consideration the condition of the item
prior to the incident. |f full restitution
Is made by an erg;l o%/ee for an item damaged
beyond repair and the enployee clains the
pro ertg, It may be turned over to the

enpl oyée Provided, that security

regul ations are not violated and this
procedure has not been used to circunvent any
policy of the Department or any |egal
reqwrterrergt forlt e sale of Governnent

roper 0 enpl oyees. 45 CFR 30. 15,

I[()Jol Pecﬂyon of n& alyn's) (

(4) If the Determning Authority decides that a
person or a group not enployed by the
Government is financially I1able, hel/she
shall forward a conpleted copy of the report
to the proper official for collection of
funds due to the Government.

(5) Wen disciplinary action is an adverse
personnel action, the Determning Authority
shal | contact the personnel offiCe to ensure
that the requirenents of Federal Personnel

Manual , Part 752, and HHS Personnel .
I.ntsﬁructlons 771-1 and 752-1 are conplied
Wi th.
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M. Appeal s:

(1) Di_sci_E)I_inary action or assessment (pecuniary
liability) resulting from Report of Survey
proceedi ngs may be appeal ed by the
enpl oyee(s) invol ved.

(2) Enployee(s) may appeal action by the
Det erm ni ng Authont&, either-to the Area
k[))|rt(=hctor- or to the rector, |IHS, but not to
ot h.

(3) The enployee(s) appealing an action shall do
so within-10 cal endar days subsequent to the
notice of disciplinary action or assessnent.
The appeal shall be sent directly to the
appeal authority selected by the enployee.
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5-12.9

MAI NTENANCE AND REPAI R

A

Purpose. The purpose of this section is to
establ1sh procedures to be followed by all IHS
activities in the mintenance and repair of .
Covernnment equi pment to achieve optinum operating
effectiveness and efficiency for all assigned
property on a continuous basis. To achieve this
obj ective, the system nust provide for operator
mal nt enance, in-house support naintenance, and as
appropriate contractor support naintenance when
necessary.

Preventive Mai ntenance.

TN

92-0

(1) Preventive nmaintenance of biomedical
diagnostic, monitoring, or therapeutic
devices and equipment used in this section
are defined as follows:

a. Repair Work. Wrk Perfotned on a piece
of equipnent to restore it to proper
working condition. The work is usually
furni shed on an unscheguled basi s
following a request from the equipnent
operator or user.

b. Schedul ed Mui ntenance. \Wrk perforned
on a schedule rafher than on J)user-
demand basis. The purpose of the
procedure may be a conbination of one or
more of the follow ng:

(i) Preventive Miintenance. To clean,
lubricate, adjust, check for wear,
and replaoe conponents that m ght
cause total breakdown or serious
functional inpairnment,of the
equi pnent before the next schedul ed

check. In addition to inproved
erformance, a major advantage oL
rue preventive naintenance I's the

reduction of those economc |osses

(41 29792) TNDT AN FEALTH NVANUAL
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associated with demand repair work
and loss of revenue while the
equi pnent is nonfunctional.

(ii) FEunctional Testing, Performance
Assurance, and Calibration. To
verify that equipment 1s full¥
operational and performng wthin
manuf acturer specified limts,
depending on the device, it may be
apProprlate to specify severa
different levels of functiona
testing and performance assurance.
The term calibration inplies that
the device is conpared against a
reliable standard.

(iii) Safetv Checking. To verify that .
the equipment s in conpliance wth
one or nore specified safety
requirements.

(2) The JCAHO requires that frequency of
performance testing, preventive “maintenance
and safety testing be performed in accordance
with manufacturer™s specifications.
Additional ly, JCAHO requires that all new
bi omedi cal ‘equi pnent be evaluated prior to
use.

(3) A scheduled PML includes preventive .
mai ntenance, calibration, performance testing
and safety testing.

,(4) Preventive nmaintenance, calibration,
performance testing and safety inspections of
Covernnent equi pment that are contracted to
vendors, shall fully neet the JCAHO
referenced standards.
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(5) Repair. The nost economical resource for Ithe

reparr of bionedical equipment |ocated at [HS
activities should be as follows:

| n-house support mai ntenance
2 Contractor support nmaintenance

Each Area should have an established
mechani sm for repair services.

C. Mai nt enance Manuals.  Each Area BVEB shal |
marnfarn current HHAS, p|-a[§, an& | HS poli ci es,
standards, specifications, safet and_tpreventive
mai nt enance | nspection proce ureg, witten
R/{eeyentlve mai ntenance protocols, and IHS Bio-

dical Engineering handbooks.

D. Mai nt enance and Repair Records.

(1) A systemshall be devel oped and used for
mai nt enance managenent of equipment. A
record shall be maintained for each serial
nunbered item of equipment of a nechanical,
technical, nedical, electronic. scientific,
or sensitive nature, where naintenance and
repair costs are involved.

This system will be used as a service record
for each individual item of equipnent and

enabl es evaluations to be made as to whether
such costs are excessive and when equi pnent

shoul d be repl aced. '
val uabl e date? for pl alnFli r?gljsgngr%\ﬁld%%?i ng
pur poses.
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(2) Each time a maintenance actioN is perforned
on the equipnent, other than that whjich can
be perforned by the operator, it wll be

recorded and naintai ned. Information wl|
reflect:

Description of maintenance
B Date of repair
C Cost incurred
d. | n-House repair or nane of vendor

The above information will provide the life
history of the item and will reflect the
total cost incurred in nmaintaining the item

(3) The NECOP system will be utilized to include
the costs and the nunber of times an item has

been repaired.
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5-12.10 UL LIZATION 1

A

Purpose. This section prescribes procedures to be
ol owed and actions to be taken by IHS activities
to ensure maximum utilization of government

property.
Recei vi ng.

)

(2)

Al Iproperty acquired by an IHS activity
shal| be receipted for by a designated
Receiving Agent for that specific |ocation.

Each Area wi Il designate a Receiving
Agent(s). A copy of the designation shall be
rovided to the Area PMDO, the Area Financial
nagement O ficer and copies provided to
other concerned offices. These designated
Receiving Agent(s) wll be responsible for
t he Proper receiving of equipnent/supplies
for thelr specific activity.

The designated Receiving Agent(s) wll be the
only indrviduals to receipt for Governnent
property: |If a receipt nust be signed by an
I ndi vi dudal other than the Receiving Agent(s),
the receipt must be countersigned by one of
the authorized individuals before voucher
nunbers are assigned or paynment nade.

a. |nspection: Wwen a_ shipment is received
the designated Receivi n% Agent (s) shal |
make an Inspection of the shipnent as to
the condition of the containers to
ensure no apparent ph%/SIca| damage
exists. Also, once the container is
opened, the Receiving Agent shall |ook
for conceal ed damages.

In the event there' are damages to the
cartons, a notation on the shipping
docunent or freight bill should be™ nade.

IN YZ2-0
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The Receiving Agent should ensure that
the nunber of itens received versus the
nunber of items shipped correspond. If
quantities do not agree, annotate the
freight bill accordingly as to the tota
number over or short.

b. In the event there are
short ages/ overages di scovered, the
following shall apply:

(3 If the shipnent is from a
Covernnment agency (VA, GSA Perry
Point, etc.) the procedures

outlined in their catal ogs should
be followed on reporting overages,
shortages, and damges.

(ii) If the shipment is from other than
a Covernnent agency, the vendor is
to be contacted for their
corrective action.

c. Acceptance. The Receiving Agent shall
Persona y inspect each s |p%ent agai nst
he purchase order or contract, to
ensure that the shipnent conforns to all
specification and requirenents of the
purchase order orcontract. This is to
Include the quantity, quality, and
condi ti on.

Upon_receiptin%@for.personal property or
supplies, the Receiving Agent is
responsible for notifying the ordering
activity that their shipnent has arrived
and is ready for pick-up. The Receivjng
Agent shall "obtain the signature of the
i ndi vidual receipting for the item and
maintain it in the file. The Recejving
Agent will then process the receiving
report in accordance with Area
procedures.
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d. ldentification. After inspection and
acceptance of personal property, each
Area wll ensure that a Governnent
identification |abel or a bar-code decal
will be affixed to the property. This
information shall be annotated on the
receiving report and forwarded to the
Area PM) for necessary action. |f there
IS a question as to whether or not a
decal should be applied to an item of
equi pnent, the Property Custodial
Oficer for that facility shall be
cont act ed.

C. Equi pment POOling/Sharin%. In order to .further
reduce acquisrtron expenditures and to increase
property utilization, each activity within the IHS
shal| examne their property inventory and, where
feasi bl e, establish equipnent sharing pools. The
Property Custodial Oficer shall maintain the
accountability of all itens in the-pool.

(1) Pools may be established using new or
unrequired prcl)goerty not utilized on a full-
time Daslis. Efforts shall be nade to
i dentify equi pment for pooling at the time of
the annual 1nventory.

(2) Loaning Pooled Equipnment. \Wen eqUiFPrmnt i s
[oaned; the form HHS-557, Personal Property
Loan Docunent (See Exhibit 5-12-CC), shall "be
used.  Equi prent shall not be |oaned from a
pool longer than 90 days; however, the |oan
can be renewed up to one year. |f the item
of equipnent is needed for nore than one
ear, the item should be considered for
ransfer to the using activity.
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(il Reviews. Once the equi pment pool has been
established, the Area{q P shaFI conduct an
annual review of the records to determne the
need for adding or deleting itens of
equi pnent .

D. Surveys - Annual UWilization.
Annual Operation C ean-Up Report.

(11 In_accordance wth DHHSMW 103-43.101, all
|HS activities are required to conduct an
annual wal k-t hrough ‘survey to. inspect
operating areas to locate and dispose of

unrequired property.

These inspections shall be nade by all
activities of IHS annually during the nonth

of February. Inspections should be conducted
more frequently, if local conditions dictate
such action,

(2) Personal property located as a result of this
survey shall not” be retained, unless it can
be clearly established that the iten(s) wll
be required to meet the needs of an approved
future program or program expansion.

G rcunstances justifying retention of such
iten(s) shall be noted in the property file.

(3) Only those items of equipnent identified as
unrequired or excess, as a direct result of
this survey, are to be reported to the Chief,
PVMB. Itenms of excess property, which. are.
routinely reported to GSA throughout the
year, are not to be included inthis report.

(4 This report shall be conpleted and submtted
In accordance with the | Account abl e
Reports Manual (Report No. 22.)
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A Purpose. This section prescribes Standard
procedures for all IHS facilities regarding the

removal of property fromits assigned |ocation; by
sal e, donation, transfer, condemnation and
destruction, trade-in, or by other means.

B. Unr equi r ed.

(1) The form HHS-22, Request for Property Action,
Is to be submtted to the Property
Accountable O ficer, when personal-property
is determned unrequired. A statenent
reflecting the type of necessark/ action
requested will bé annotated on the form HHS-
22 (See.Exhibit S 12F).

(2) Action will be taken to determine if such
items can be utilized within [HS,

(3) If there are no requirenents within IHS, the
personal property wll be disposed of by
ot her neans.

C. Transfer.

(1) Unrequired - Redistribute within INS

(2) Excess - Redistribute to Federal Agencies
ot her than INS,

(3) Surplus - Redistribute to organizations
external to the Federal Government.

(4) Repl acement equi pment shall not be made
avail able within IHS,

D.  Excess/Surplus.

Tomaxi mze utilization and mnimze procurenment
of new personal property under the control of |HS
or any Federal Agency, which is deternmined to be
unreqdired and replaced, shall be reported to GSA
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(1) Reporting.

a. Reporting shall be made in accordance
with FSC Goup and O asses (FPMR |0 -
43.4801, Excess Personal Property
RePomng Requi rements). The condition
reflects property date reported.

b. The report shall be made on the SF 120
Report of Excess Personal Property and
the SF-120A, Continuation Sheet.

c. The operating manual, parts list,
mai ntenance record, etc., if available,
shal | acconpany the SF-120.

(2) Custodial Retention.

a. The reporting location shall require
that the holding agency provide adequate
protection to the property reported
agai nst the hazards of fire, theft,

vandal i sm and weather conmensurate with
the condition and val ue.

b. The GSA may order partial or total
transfer to other agencies.

C. The GSA may return property to the .
reporting and holding agency control, if
the pending transfer or donation cannot
be completed or if no bids are received
at the end of a 180 day period from the
ggto\e the property is nade available to

(3) Wthdrawal and Corrections. Requests for
w thdrawal or_corrections on a report shall
be made on SF-120 or other nethod approved b
GSA.  Request to be submtted to GSA regiona
office to which the original report was
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forwarded. QO her actions or disposition by

reporting or holding activity shall not be
made until receipt of approval from GSA

(4) Reportable Propertv. Excess Personal
Property when reported to GSA. ﬁReporthg) and
not transferred to other Federal agencies,

w Il becone surf)l us on the surplus release
date. ~The surplus release date is
established to occur 60 cal endar days or |ess
filfztle)r receipt of the report (See Exhibit 5-

(5) Transfer of Excess Personal Property.

a. For a period of 15 - 90 days, GSA will
of fer excess property to other Federal
Agenci es.

b. Transfer Oder Excess Personal Property
(SF-122) will be provided by GSA for any
pro?erty that is to be transferred to
filgoj)her Federal Agency (see Exhibit 5-

(6) Donation of Surplus Property.

a. For aperiod of 15 - 80 days, GSA w ||
offer surplus property to State
agenci es.

b. Transfer Order of Surplus Personal
Propert?/ SF-123, Transfer Oder Surplus
Personal Property, See Exhibit 5-12-K)
will be provided by GSA for any property
that is approved for donation.
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(7)

Sale of Surplus Property.

a,

b.

Surplus property that does not have any
donation requirenent will be offered for
sale by GSA after a screening period.

Report of Personal Property for Sale
F-126, See Exhibit 5-12-1), is used to

reéort property directly to-GSA Sal e

ranch.

Based on GSA Form 27, Notice of Award
See Exhibit 5-12-M, a disposal
ocument is to be prepared.

Turn-1In.

The Departnent of Defense form DD 1348-1
(See Exhibit 5-12-N), the DD Single Line
I'tem Rel ease/ Recei pt Docunment, w il be
used for turn-in to )

Further use by DRVMO will ensure maximm
utilization of personnel, storage
facilities, equipnent, and provide

di sposal support.

Based on the signed Form DD 1348-1 and
acknow edgement within established
agreenent with DRMDO, a disposal docunent
IS to be prepared.

The DRMO will accept and process
property for which it has disposal
responsibility. The following wll not
be accept ed:

0 Li ve ani mal s.

0 Expl osi ves and amunition.

PNDPANHEACTH ™ VANUOAL (4729792) TN 92-6



MANAGEMENT _ SERVI CES

CHAPTER 17
n PERSONAL PROPERTY MANAGEMENT

(S-12.11D0(8)d Conti nued)

Incendiary and irritant products.

Drugs, biologicals, and controlled
subst ances.

Nitrate base film
Psychodi agnostic test set.
Hazardous property.

Material which cannot be disposed
of in its present form because of
regul ations, e.g., consecrated
religious items and cryptographic
material, etc.

Radi oactive conmodities which
require a Nuclear Regulatory
Conm ssion (NRC) |icense.

Unsal able material, material for
which sale or other disposal is
prohibited by US Laws. This
Includes, but is not |limted to
classified material, inspection
stanmps and devices, etc.

Nonsal abl e material (other than
refuse and trash), material that
has no utilization or sales value
as determned by DRMO e.g. tires,
etc., but is not otherw se
restricted from disposal by US
Law or Mlitary regulations.

Preci ous metals (See Section 5-
12.10) can be turned in provided
they are not hazardous property or
in violation of the |aw

IN YZ-0
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(5-12.11 Continued)
E. StoraCe.

(1) Adequate protection of excess/unrequired
property is to be nade against hazards of
fire, theft, vandalism and weather.

(2) This property is to be tagged and identified
with the disposal report number received from
GSA: or other related dispositiOn actions.

F. Smal | Lot Sales. Conducting small lot sales is to
be in accordance with FPMR 101-45.3, Sale,
Abandonnent, or Destruction of Personal Property.
Advance sale copies must be provided to the
appropriate GSA regional sales office. Property
shal | be sold bE con'Betltlve bid sale as
prescribed in FPMR 101-45.304.1. Sealed bids are
submtted for Publlc opening at the time and place
designated on the sales notice.

The OF 15, Sale of Covernnment Property (See
Exhibit 5-12-0, shall be used to advertise the
sale. Posters nust be conpleted and publicly

8otst ed at least 10 calendar days prior to the sale
ate.

(1) Bid responses shall include conplete
nane/ address and amount of bid, submtted
within the designated tinefrane.

2y Only a certified type of payment (Cashier's
check, certified check, noney order, etc.)
will be accepted.

(31 The SF-114C, General Sale Terns and
Conditions (See Exhibit 5-12-P), is
applicable to all sales of personal property
and is made part of all sales invitations.

(4 Sufficient time should be allowed for
I nspection and the mailing of bids. A
property listing of serviceable itens
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(5)

(6)

is>

(10)

(11)

(12)

wi |l be provided upon request at anytine
prior to sale.

Establishnent of nininum prices of those
items to be sold shall be made by the holding
a?ency. These estimated values wll be
utilized in evaluating bids received.

A bidder register shall be maintained, which
contains the bidder's name and bid price.
The individual conducting the sales shall
rovide the following statement along wth
heir name and title on all bid abstracts:

"1 certify that | have personally opened
and read all bids received, verified all
entries- on this abstract of those bids
received and find it correct."”

In the event of atie, a time an | ace shal |
be established for a drawing of lot(s) wth
two w tnesses present.

The OF 16, Sales Slip, Sale of Governnent
Per sonal PrOﬁerty, ~shall be used as an
I nvol ce, cash receipt, and/or grogerty
rel ease docunment (See Exhibit 5-12-Q.

The agency will notify the successful bidder
of the award and paynent will be nmade in full
before renoval of personal property.

Proceeds received shall be deposited into the
U S. Treasury as mscellaneous receipts.

The result of sales shall be forwarded for
review to the appropriate GSA regional sales
office. A report shall be provided within 10
wor kdays of sal e concl usion.

Every effort shall be made to sell all _
property prior to being classified as having
no commercial val ue.
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(13) The GSA regional sales office may be
contacted for technical assistance.

G Donations. The IHS shall Participate in donations
to pr%%rans by making surplus personal property
a

avai | e to other activities.

(1) The_ holding agencies are responsible for
performng and bearing the cost for the care
and handl 1 ng,

(2y Direct cost incidental to donation shall be
borne by the designated donee. This includes
transportation cost.

(3) The IHS shall assist in najor disaster
relief, in accordance with the D saster
Relief Act of 1974, P.L. 98-288, which
authorizes Federal assistance to States,

local governnents, and relief organizations.

(4) After donation action is authorized by GSA
the IHS may transfer property to any public
agency, educational or public™, institution, or
organi zation,

H. Trade-1n.

(1) The IHS will nake every effort to dispose of
repl aced Rroperty (eligible for trade-in) py
trading the replaced equipnment for simlar
type of equipnent that is being acquired.

(2) A notation shall be nmade on the purchase
order if a trade-in is allowed.

(3) Wen the newy acquired equipment is
delivered, the trade-in equipnent is to be
rel eased by having the disposition document

(HHS-22) signed by the receiving official and
Area Accountable Oficial.
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(4) Property ineligible for trade-in is listed
bel ow.

32

34

41

42

44

45

46

47
48
51
53
54

55

56.

68

Woodwor ki ng machi nery and equi pnent,
except |athes, nilling machines, and
saws, circular or band.

Met al wor ki ng machinery, except drill
presses, lathes, mlling nachines, and
saws, circular or band.

Refrigeration and air-conditioning
equi prent ,

Fire fighting, rescue, and safety
equi prrent .

Furnace, steam plant, drying equipnent,
and nucl ear reagtors. ying equip

Pl umbi ng, heating, and sanitation
equi pment .

Water purification and sewage treatmnment
equi pment .

Pipe, tubing, hose, and fittings.
Val ves.

Hand tools.

Har dwar e and abrasi ves.

Prefabricated structures and
scaf f ol di ng.

Lunber, mllwork, plywod, and veneer.
Construction and building naterials.
Chem cals and chem cal products.
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71 Furni ture.

75 Ofice supplies and devices, except
tabul ating cards.

83  Textiles, leather, and furs.
84 dothing and individual equipment.
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5-12.12 PRECQUS METALS RECOVERY PROGRAM

A Purpose. This section establishes policies and
procedures for recovery of precious metals Within
|HS, in accordance with FPMR 101-45.10 and Inter-
Agency agreenment wth DOD.

B. Sources of Precious Metals. Precious netals that
may DE designated for recovery include gold,
silver, and the metals in the platinum fam]ly.
Exanpl es of silver-bearing scrap and waste include
used photographic fixing (hypo) solution,
photoPraphlc and X-ray film silver alloys, and
dental scrap. Qher exanples of precious netal-
bearing materials include electronic scrap, ADPE,
wel ding and brazing wire, anodes and batteries.
Certain strategic and critical materials, lists of
which are issued fromtine-to-time by GSA or DOD,
may also be designated for recovery:.

(1) Silver Recovery. Silver is recovered from
various types of property as mentioned
before. Silver cell batteries, tableware,
hol | ownvare, insignia fixtures, buttons,
dental amalgam desalter kits, anodes and
wre for welding and brazing are some of the
sources for silver. (One source that warrants
further explanation is photographic mterials
(fixing solution, also called hypo-solution,
filnms, and papers). A nmjor source for
silver is from photographic and X-ray film
and paper. some silver remains in processed
black and white materials such as negatives,
prints, notion picture filns, rad|0_gﬁaph|cs
(X-ray film, mcrofilm, and the like, as
wel | as from unprocessed material of 'alnost
any kind. Unprocessed color filnms, negatives
and transparencies also contain recoverable
silver, however, processed color filns and
paper do _not contain silver.
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Certain silver conmpounds have ability to
change when exposed to light. |n sonme cases
60 percent to 80 percent of the silver
contained on the filmis left in the hypo
solution after the devel opnent process.
Silver recovery from hypo-solution after the
devel opnent process can be acconplished by
netallic replacenent. The nmethod that the

| HS recommends is the recovery cartridge. A
more active netallic element in the filter
(usually iron or copper) reacts with the
silver thiosulfate complex, This conplex is
formed in the firing reaction of a

phot ographi ¢ process. The silver, a |ess
active metal, is separated from the conplex
and the nore active netal takes its place,
the silver settles to the bottom of the
recovery cartridge. The netallic replacenent
within the recovery cartridge is nothing nore
than chem cal precipitation controlled to
take place over a great length of time. Th
metal I'ic replacement elenent dissolves sl ov\fy
|n| the fixer and precipitates (replaces)
silver.

(2) Gold Recovery. Gold is recovered from
various types of property such as badges
insignia,  anodes, turnings, buttons, and
eyeglass frames. Hgh concentrations of gold
are found in such materials as powders,
slats, foil |eaf, pellets, dental [ingual
bars, gold wire, dental alloys, jewelry,
| aboratory ware, and wre.

(3) Conbinations. Some property may contain a
conbination of gold, silver” or “platinum
famly metals. Exanples are: A) expended
cyani de and acid-based |iquids. " s|udge,
powders, and salts, derived from
FI ating/deplating operations; B) high
enperature alloys, such as stator vanes,
aircraft exhaust “cones and aircraft; and C
mst el ectrical and electronic naterials.
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C.

(4) Portable Vacuum C eaning. An additional
metnod of recovering precious netals is using
a portable vacuum cleaner. \Werever there is
precious metal, i.e. d?ntal operations, there
IS an oPportunlty to collect grindings arid
flakes tfrom the (dental) work areas,
cl ot hi n%, dravers, and crevices.  Speepings
should be collected in a disposal vacuum bag.
Wien sufficiently filled, the vacuum bag is
removed from the sweeper and then sealed. The
contents of the vacuum bag shoul d never be
removed from the bag. The cuum b and
contents are called Vacuum &aeaner %%eepl ngs.

Turn-1n:

(1) Precious nmetal -bearing material should be

turned into the nearest DRVD r | ocati
of the nearest DRMO, call the, d:S% Re&cgna
Ofice, and/or your local Area Wilization

Oficer.

(2) The DRMD should be able to answer anK

&u}estlons concerning conpletion of the

1348-1 or other appropriate turn-in
document at i on.

(3) The DRMO will accunulate, report, and ship
the precious,netal-bearing material, and It
will ultimately be refined to purity of 99.9
(.999 fine).

|On
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5-12.13 MOTOR VEH CLE NMANAGEMENT

A Purpose. = This section establishes procedures to
e used In the daily nmanagement and operation of
the motor vehicle nanagement program for the |HS,
The contractor notor vehicle managenent program is
in Section 5-12.17, (which has been reserved).

B. Acquisition of Mtor Vehicles. This section
rescribes policres and procedures relating to the
A notor vehicle procurenent and | easi ng% program
and defines requirements and guidelines to provide
energy conservation in motor vehicles used for
official purposes by the |HS

(1) The GSA is assigned the responsibility for
procuring new notor vehicles for all civilian
executive agencies. The GSA may authorize
agencies, on an exception basis, to procure
vehicles needed to neet urgent requirenents,
required for special purposes, or are
ot herwi se unique to an agency.

(2) The I'HS does not have the authority to use
appropriations to purchase passenger and/or
emergency nedical vehicles. There is a
general ‘statutory prohibition against use of
approprlat_l ons to buy or |ease passenger
notor vehicles, unless specmcallg .
authorized by law.  Section 1343 (b) of Title
31 U S C states:

"An appropriation nay be 'expended to buy
or | ease passenger nmotor vehicles only:

a. for the use of
0 the President

0 the Secretaries to the
President; or

0 the heads of executive .
departments listed in section
101 of Title 5; or
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Cont i nued) 7

b. as specifically provided by |aw

(3) This prohibition does not apply to pick-up
trucks, cargo vans, utility vehicles, and
| arger trucks.

(4 The IHS Appropriation |anguage authorizes the
use of funds to |ease passSenger vehicles.

(5) Cdassifications.

a. Sedans and Station \Wagons. RBefore
can derrne a venicurar need, Ve nus
under stand how vehicles are classified.
The follow ng table describes passenger
and station wagon classifications wthin
the Government.

Sedans  Station \Wagons Descri ptive Nane
1A Smal |

1B | Subconpact
a ' Compact
A I M dsi ze

IV IV Lar ge

\Y Li mousi ne

Acquisition of new or replacenment
passenger vehicles is limted to O asses
1, unless a larger Gass Il vehicle is
certified as essential to an agency's
mssion. Use of dass IV and V

vehicles, |inmousines and |arge sg:dans or
station wagons are not authorized.
Acquisition of a Cass IIl vehicle wll

be authorized only when the nature

conpl exity, .or functional requjrenents
rralqg t hi sy Si ze véjhl cle an abgolI ute

necessity.

¥
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This requirement nust be certified in

witing and submtted to the Chief, PM,
| HS Headquarters for approval

b.  Trucks.

(i) Light trucks are defined as
gasol1ne or diesel propelled
- vehicles that are nanufactured
primarily for use on public
streets, roads, and highways and
wei ghing less than 8500 pounds
(gross vehicle weight rating).

(ii) Mediumtrucks are simlarly defined
by werght between 8500 and 12,499
pounds.

(ii1) Heavy rucks are separated into two

categorles t hose wei ghing between
12,500 and 23,999 pounds,  and those
wei ghing 24,000 pounds or nore

(6) Fuel Econony Requirenents.

a. The requirenent for using the snallest
vehicle possible is for neeting the need
for conserving energy as well as other
econom cal purposes.

b. Fuel econony requirenments expressed in
mles per gallon, that each passenger
autonobi l e "and light truck nust nmeet, gg
well as the requirenent that the
vehicles of an agencY in total must
avera?e, are set forth in FPMR 101-

38. 101- 3.
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(7) Leasing Mtor Vehicles. The basis for
leasing follows:

'a..  Leasing of Government vehicles rather
than purchasing shall be acconplished
when it is nore advantageous to the
Government to do so and when existing
| nt eragency Mtor Pool service cannot be
made available to supply the need.

Long-term | eases (60 days or nore) are
subject to the fuel econony provisions
established in FPVMR 101-387101-3.

b. Requirements for |eased vehicles are to
be submtted to the |ocal GSA Fleet
Managenent Service Center, for review to
determne if the requirement can be
satisfied by the interagency mtor pool
system |f the IFM5 is unable to
provide the vehicles, a request for
conmercial leasing authority shall be
submtted to the Chief, PMB, |HS
Leases involving charter services are
not required to be submtted to GSA

C. |f commercial |eases are nade, two
copies of all long term vehicle |easing
agreenments shall be provided to GSA
This includes agreenents to renew
existing leases. |f the_Ieasin? ,
agreenment does not contain the Tollow ng
information, it shall be submitted as an
attachment to the |ease:’

0 Year of the vehicle(s)

0 Make

0 Model

0 Transm ssion type - where manual

indicate the nunber of forward
speeds
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0 Cubic inch/centinmeters displacenment

0 Fuel system - fuel injection or
carburetor (indicate nunmber of.
barrels)

0 Monthly [ease cost and |ength of
| ease

0 4 x 2 or 4 x 4 wheel drive
0 Lessee's nanme and address

0 Wiether leased in California

C. Regi stration. Tags and Qther COficial
faentiricatlon. The actg vity exerclsi n9
managenmeni and control of a ‘conmercial Teased or

owned notor vehicle is responsible to register the
vehicle when and as required, obtain tags, and
apply the official i dentification as necessary.

(1) Vehicles based in the District of Colunbia
shall be re |stered wth the District's
Department o %hvvas and Traffic in
accordance wth 101- 38.201-1 and 101-

38.202.1

(2) CGovernnent vehicles based outside the
District of Colunmbia need not be registered
with the State, territory or possession in
which they are to be based.

(3) The IHS commercially |eased or owned vehicles
will display HHS "C' tags on the front and
rear of the vehicle, except for tvvo wheel ed
vehch§r§ that require a rear tag onl e
HHS "C tags are available from the Supplp

Service Oenter Perry Point, Mryla Tag
once assigned Will remain wth the vehlclg1 As
long as it is used by the Department, or
until tags are nutilated or defaced so that

replacenent is required.
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(4)

The follow ng identification shall be
di splayed for each Department owned or |eased
vehicle displaying Governnent tags:

a. The nane "Departnent of Health and Hunman
Services" in letters 1" to.l-1/2" high
and, if using agency identification, in
letters 1/2" to 3/4" high imediately

bel ow.

b. The legend "For Official Use Only" sh
be in letters |/2" to 3/4" high and t
legend "U.S. Governnment™ inmediately
below in letters 3/4" to 1" high.

C. Agency identification and |egends shall
be placed on the vehicles as follows:

(i) Mtor Vehicles. n the left side
of the rear wndow not nore than
|-1/2" fromthe bottom of the

W ndow.

al |
he

(i1) thé)r Vehié:el es V\éthoug rt;aafr
W ndows. ntered on bot ront
doors_or in any appropriate
position on each side of the
vehicle.

(iti) Trailers. Centered on both sides
of the front quarter of the trailer
,in a conspicuous |ocation.

d. Al'l decal identifications can be ordered
from the Supply Service Center, Perry

Point, Miryland. The GSA no |onger
stocks decal comanias for Issue.
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e. A record of all official CGovernnent ta?s
shal | be maintained. Such records shall
specify the vehicle to which tags are
assigned and conplete information
regarding lost, stolen or damaged tags;
tag replacenents; and disposed tags.

f. When a vehicle is renoved from
Covernnent service or transferred to
anot her Federal A(Tgency, the HHS tags
shal | be removed from the vehicle and
held for reuse. Wwen the tags disposed
of were removed from a vehicle that was
di sposed of, the records wll be
docunented and retained by the office
di sposing the tags for three (3) vyears
or until audited by the HHS audit
agent Wwhichever occurs first.

g. Li kew se, all decal identification and
| egends shall be renoved when a vehicle
s removed from Government service.
Vehicles transferred to another U S.
Gover nnment Agency, however, may have the
applicable legends left intact.

D. Oficial Use of Government Vehicles.

(1) Oficers and enployees of the government
shal | use Governnent-owned or [eased notor
vehicles for official purposes only. The
term "official purposes" shall be interpreted
strictly and shall not be construed to
enconpass the mngling of official business
with unofficial business.

(2) Personnel authorized to travel on official
busi ness and al so authorized the use of a
Governnent vehicle, may use such vehicle
without regard to normal duty hours as
required. “Use nmust be limted to conducting
|l egal |y authorized official business, .
provided such travel from point-to-point is
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erformed over a route normally travelled by
he public. Enployees may stop along such

routes to purchase meals ‘or other itens
necessary for health, welfare, or sustenance.

However, the use of Government vehicles for
such purposes as attending to personal
business, attendance at |uncheons or other
soci al engagenents, pleasure trips, and the
like, or for transportation of any person not
engaged in the conduct of official business
or otherwise being transported in-the
Interest of the CGovernment is obviously not
flolr "(l)ffICI al purposes,” and is therefore,
il'legal.

(3) "Oficial purposes" 'does not include
transportation of any officer or enployee
between his place of” residence and place of
empl oyment, except as apgl)roved, by the
Secretary of HHS (See 5-12.13F.

a. Qutpatient Medical Service. Assignment
of a medical officer to an outpatlent
clinic for duty does not in itself neet
all the requirements of the statute.
Medical officers who are not on
COficial Duty or ,sub{ect to call for
house calls to hospitals or for other
emergencies during the tine they are
away fromthe clinic or office are
subject to the sane procedures and
reportlnlg requi renents as nonnedi cal
per sonnel.

b. Field Wrk. The term"field work" is
not necessarily synonynous with "Field
Service" but 1s a practical term
relating primarily to the nature of the

wor K. or the purposes of this
Issuance, It wll ‘entail the performnce
of official duties away from the
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enpl oyee's regul ar Headquarters, office,
or duty station such as hospital,

| aboratory, or clinic.

WIllful Msuse. Any officer or enployee
who WiTTTulTy or know ngly uses or
authorizes the use of a vehicle for
other than official Purposes, IS subject
to suspension of at l[east 1 nonth and/or
removal, by the Director, |HS

Aut hori zed Use.

Wien in travel status, personnel usi n? a
CGovernment vehicle may use such vehicle

to obtain meals when suitable facilities
are not available at the tenporary work

| ocations or at the tenporary abode.

Use of vehicles for this purpose shall

be limted to transportation to and from
the nearest suitable eating facility.

Transportation of personnel of other
Federal Agencies when on official .
busi ness connected with an HHS function,
when in the interest of the Governnent,
and when it does not interfere with
acconpl i shnent of the |HS enployee's
prinmary business.

Transportation of persons other than
Federal enployees may be permtted by
the supervisors of the enployee assigned
the vehicle when ne_ce_ssarg in the
performance of official business. An

| HS enpl oyee may transport a person
other than a Federal enployee in a

I'NDIFAN FEALTH  IVANUAL
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CGovernment vehicle when the use of the
vehicle is the sole neans of alleviating
Paln or Injury, or preventing |oss of
ife or serious damage to property.

d: An enpl oyee who has a Governnent - owned
or controlled vehicle on indefinite
assignment, and his/her duties result in

extended detail to another region or
| ocation or frequent change in post of
duty, may transport dependents at the
time Of detail or change of post, wth
prior approval of the enployee's
supervisor. However, prior aptproval
must be obtained for the use of a
Gover nnent - owned or controlled vehicle
between domcile and place of
enpl oyment .

(5) Exclusive Assignnents of Mtor Vehicles.

a. No Governnent-owned or | eased notor
vehicle shall be assigned for the
exclusive use of any officer or enployee
for extended periodS of time, except
when -such an assignment is clearly
essential to the execution of an
authorized function or program

b. Vehicles may be assigned for the
exclusive use of an officer or enployee
only by the Secretary, Assistant
Secretary for Minagenent and Budget,
heads of operating agencies and their
desi gnees, and Regional Directors.

(6) Trip Records.

a. Amotor vehicle trip consists of a
departure fromand return to the
customary storage place or dispatching
point for the vehicle.
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Each time a vehicle is dispatched or
otherwi se used, records of such use
shal | be maintained, which contain the
fol | ow ng:

Reference OF 108 Daily Vehicle Usage
Report (See Exhibit 5-12-R).

0 Type of vehicle and tag nunber;

0 Oigin and destination;

0 Signature and organization of
of ficial approving use of vehicle;

0 Date, time, and odoneter reading
when' vehicle was dispatched:;

0 Date, time, and odoneter reading
when vehicle was returned,

0 Total time (days and/or hours)
\ée_hl cle was used, and total mles
riven;

0 Recei pts for expenditures by user
for gasoline, oll, and other
necessary repairs or adjustnents;

0 Report of vehicle defects;
0 Report of vehicle accidents; and
0 Certification that vehicle was used

for official purPoses only, with
signature and title of person using
vehicle, and date.

There may be circunstances where the use
of individual trip records as described
above would be inpractical. For
example, a vehicle used for |ocal
shuttle service where it is dispatched

I'NDIFAN AEALTH  VANUAL
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many times daily for transporting mail
and/ or passengers between buildings. In
these instances, subject to approval of
the official responsible for ‘property
management, a summary format for
recording data nmay bé devel oped,

provided that records maintal ned of such
use contain the follow ng information:

0 Type of vehicle and tag nunber
0 Nane of driver

0 Nunber of passengers (if
aﬁpllcable) for each trip run of
shuttle service, or type cargo for
each trip or run by tyﬁch

0 Date, time, and speedoneter reading
at beginning of first trip each day
the vehicle is used;

0 Date, time,’' and speedometer reading
after last trip each day the
vehicle is used,

0 Report of vehicle defects;
0 Report of vehicle accidents; and

0 Certification by driver that
vehicle was used for official
guflness only, with signature, and

ate.

(7) Justification for Use of Covernnent Vehicles.
mon carriers (air, rail, and bus) snhall be
used in lieu of transportation by notor
vehicle, wunless the use of such vehicles is
cIearIY more econom cal and practicable, and
solely in the Governnent's interest, such as:
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a.

E. Use of

The enployee's itinerary requires a
nunber of stops and the schedul ed
arrival and departure of public
transportation does not coincide wth
the timetable of the itinerary,
tr_esultlng in undue |oss of Government
I me;

It is necessary to transport a _
consi derabl e anount of equipnment wth
t he enpl oyee;.

The nature of the enployee's work
necessitates the use of transportation
at a tine of day or week when it would
be highly inpracticable to use public
transportation; or,

Such officers and enployees are
continually engaged in 1aw enforcenment
work affecting public health and
welfare, and the use of common carrier
Is inpractical and is no, in the best
interest of the CGovernnent.

Governnment  Vehi cl es Between Residence and

Fl ace of

ENpl OyNEnt .

(1) The P.L. 99-550, enacted in 1986 and
| npl enented by GSA regulations, establishes,
Governnment policy on the use of Governnent
owned or |eased vehicles between residence

and

pl ace of enployment. The use of

Covernnent -owned or | eased vehicles between
residence and place of enploynment shall be
restricted to the Secretaré/,ba single

principal deputy designate

y the Secretary

and enpl oyees engaged in "fiéeld work" as
defined above, and other officials or

enpl oyees on an exception basis when a clear
and " present danger, energency or a conpelling
operational consideration exists.
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5-12.133(1)

Conti nued)

(2)

Medi cal personnel on outpatient service are
defined as engaged in field work.

Only the Secretary may approve the use 'of

Covernnent vehicles Dbetween residence and
place of enploynent. The approval process
wll be differént based on the reason for

approval .

a. Enpl oyees engaged in field work will be
approved on the basis of positions.
Each office requesting approval of
vehicle use between residence and place
of enployment, for enployees engaged in
field work, shall submt”justification
in_nenorandum format, to the Chief, PMB
| HS Headquarters for review, and further
processing to the Ofice of Acquisition
and Gants Mnagenent, Assistan .
Secretarge Management and Budget, Ofice
of the Secretary.

(i) The justification shall include:
0 position title and series;
0 nunber of enployees affected;

0 name and title of person
requesting approval;

0 dat e;

0 location of official duty
station;

0 duration of the field work;
and

0 gustifigation for the use of
he vehi cl es.

(i) After the initial justification for
each position has been approved,

TN—9Z2-0
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(5-12.13E(2)a(ii))

the requesting office should
resubmt the justification every
two years, three nonths prior to
the expiration of the previous
approval .

(i) If afp05|t|or] IS approved for the
use of a vehicle between residence
and place of enploynent, the
approval is only in effect when an
enpl oyee is actually engaged in
field work and should not be
interpreted as authorization to use
the vehicle at any time other than
when conducting field work.

b. Requests for approval based on a clear
and present danger, an energency, or a
conpel ling operational consideration
*shal | be submtted by the requesting
office to the Chief, PMB, IHS
Headquarters. The justification nay be
submtted in nenorandum form

Approval s nmade under this section shall
initially be for a period not to exceed
15 cal endar days. Extensions of up to
90 calendar days may be requested as
long as the underlying circunstances
continue to exist.

(3) Records of the use of Covernnent vehicles
between residence and place of enploynent
shal | be maintained by each enployee. This
record shall be submfted to the Area PM) on
a quarterly basis, and shall be maintained

together with the, request for an aBprovaI
of, the use of a Governnent vehicle Dbetween
resi dence and place of enploynent.
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Cont i nued)

These records shall be readily available for
audit on a trip-by-trip basis, until disposed
of according to Department records nanagement

procedures..  These records shall contain the
foll owing information:

a. |dentification of the vehicle (license
pl ate nunber)

b. Destination
C. Starting and ending mleage

d. Purpose of trip
Use of Covernnent-owned Mtor Vehicles by Cost

REI DUT SENENT__Type _CONIraciors. cost .
rernbursenent type contractors ngy 5be aut hori zed
to use Covernment-owned vehicles when such .
aut hori zations are incorporated in the 'contract in
order to neet performance needs. \ehicles
provided shall-be used for official purposes only
In the execution of the contract. = Proced

use of GCovernnent vehicles are outllneé) In
5-12. 17, which has been Reserved.

Use of Covernnent Vehicles by Visitino Governnent
personnel. Covernneni .enployees visiting THS
activities in a travel status may be authorized to
use a CGovernment vehicle when such use is
necessary to the purpose of the visit and when the
requi renent has been approved by an individual
authorized to approve such requests. A valid
State dr'iver's license and | |dent|f|ca?| on card
must be in the possession of the operator.

U S. Gvernnent Mtor Vehicle Operator's
nentiticatli on Card. Errpl ovees erating
Government vehicles on a regular Dasis, i.e.,
anbul ance drivers, truck drivers, messengers,
etc., are required to have both a valid state
(territory, etc.) drivers license of the State in
which they reside, for the type of vehicle to be
operated, and a U S Covernnent Mtor Vehicle
Qperator’s ldentification Card, OF-346, formally

es. for
ction
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SF-46 (See Exhibit 5-12-S). The criteria for
obtaining a Government Mdtor Vehicle Qperator's

| dentification Card is contained in the HHS
Personnel Manual, Chapter 930.

Incidental drivers operating Governnent vehicles
are not required to have an OF-346,. but nust
posses a valid State drivers |icense.

Motor Vehicle Operator Responsibilities.

(1) Each operator of a Covernnment notor vehicle

-~ 1s responsible for its proper use and care,
during the tinme it is in his/her possession.
Thi s ‘enconpasses:

a. Proper operation and protection of the
vehicle and its contents (registration,
instructions, credit card, etc., as
appl i cabl e).

b. | nsuring that accident forms SF-91,
(perators Report of Mtor Vehicle
Acci dent, and SF-94, Statement of
Wtness, are wth the vehicle when
gsilzgr&)ed (See Exhibits 5-12-T and

c. Acconplishing necessary "on the road"
mai nt enance and upkeep.

d. Proper conpletion of trip reports,
vehicle deficiency notices, and accident
reports.

e. otaining and turning in receipts for
credit card charges.

f, ,lﬁ\dhe{ence to traffic laws and speed
imts.
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(5-12.131(1) Continued)

g- Limting. passengers or cargo to that
al l owabl'e for the-vehicle.

(2) Each vehicle shall contain an operator's
acket that should include as a mninum the
ol [ owi ng:

a. SF-91, Qperator's Report of Motor

Vehi cl e Accident.

b. SF-94, Statement  of Wt ness.

C. Persons or organizations to be notified
in the event of an accident and
appropriate tel ephone nunbers.

d. Procedures to follow when vehicle is
damaged to the point of being inoperable
or unsafe to drive.

e. Emergency repair procedures.

f. List of contractors where use of the
National Credit Card is authorized,

g. Statenent covering driver .
responsibilities for the operation and
care of the vehicle.

h. The OF 26, Data Bearing Upon Scope of
Enpl oyment of Mtor Vehicle Operator
(See "Exhibit 5-12-V).
| nformation covering the use of SF-149,
U S. CGovernment National Cedit Card
(See Exhibit 5-12-W.

J. U.S. Government National Cedit Card:

(1). The SF 149, U.S. CGovernnent National Credit
Card is authorized for use by HHS activities
for obtaining authorized services and
delivery of sSupplies at contractor service
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stations. The SF-149 is the only Governnent
wide credit card approved for use by Federal
Agencies for the procurenent of gasoline and
services at service stations dispensing itens
Bgow ded by the contractors listed in the

fense Fuel Supply Center publication ,
"CGovernment Vehicle Qperator's Quide - Your
Quide to Service Stations for Gasoline, G,
andLubrication." A Ilstlngi1 of contractors
shall also be included in the operators
packet for each government vehicle.

(2) Credit _cards are susceptible to fraudul ent
use. Therefore, every effort shall be nade
to ensure that the?é are properly used and
controlled. Area PM shall  establish and
maintain appropriate admnistrative controls
and nonitoring procedures to ensure that | ost
or stolen cards are detected inmediately.

The controls shall ensure that cards are
utilized for official purposes only.

(3) Use of self-service punps is required in
accordance with FPMR 101-38 491-2.

K. | nt enan nd In lon of r _Vehicles,
(1) This section prescribes requirenents and
gui delines for preventive maintenance on all
governnent vehicles. A systematic o
mai nt enance program is required for servicing
and inspecting Governnent vehicles to insure
that they:

a. Can be safely and economcally operated
during their “service life;

b. Meet established em ssion standards; and

¢ . Meet warranty requirements.
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(2) Qperators of Covernnent vehicles are
responsible for conpleting and turning in
trip records. The records shall contain the
driver's name and organi zation, destination,
date, time of departure from duty station and
arrival tine at destination, beginning and
ending mleage, etc. The operator shall also
use the report for providing information on
vehicle accidents or deficiencies occurring
or observed while the vehicle is in-their
possession. |If the need for maintenance or
mnor repairs occurs when the vehicle is in
possession of the operator, it is the
operator's responsibility to take the
necessary action whenever:

a. The vehicle will not operate otherw se,

or

b. Del a¥]. in repair would likely result in
further damage, or

¢. . Qperational safety is involved, and

d. Mai nt enance or repair needed is

estimated to be |ess than $50.

(3) The National Credit Card will be used to
charge incurred maintenance costs. Receipts
shal I be obtained and turned in with the trip
record when the vehicle is returned.

Mbtor Vehicle Accidents and Viol ations. erators

of (Governnent vehicles shall exerclise ever
precaution to prevent accidents. This neans bein
alert; driving defensively; adhering to State, an
| ocal speed Itmts and traffic |aws; and observing
and reporting vehicle defects. Procedures for
reBortln accidents are set forth in the FPMWR
Subpart, 'd - 38. 6.

(1) IR Itlhe event of an accident, the operator
shal | :

IN YZ-0
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a. Conpl ete SF-91, Qperator's Report of
Motor Vehicle Accident, if possible, at
the time and on the scene of the
acci dent.

b. The SF 91-A Investigation Report of
Mot or Vehicle Accident, should be
conpleted by the person responsible for
|5n\1/§>s)t()| gating the accident (See Exhibit

c. The SF-94, Statenent of thess, shoul d
be conpleted b\éxp.er.sons who W tness an
accident (See Exhibit 5-12-U).

d. Form HHS-516, Accident Report, should be

conpl eted by person responsible for
|5n\1/§>s\t()| gating the accident (See Exhibit

e. |f someone is injured, call a doctor or
an anbul ance.

f; Notify police.

90 otain the followng information from
the other driver(s) involved in the
acci dent :

(i) Name, address, and tel ephone

nunmber .

(ii) Vehicle operators permt nunber and
State.

(ii1) Registration (tag nunber and
State).

(iv) Insurance conpany (name and
addr ess) .

(v) Oaner's nane and address.
h. Notify the head of the notor pool.
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Cont i nued)
I Notify his supervisor as soon as
possi bl e.

Deliver all reports and data to his
super vi sor.

12y The operator's packet contained in each
Covernnment vehicle, wll contain the above
mentioned forns along with instructions,
persons-and organizations to be notified in
event of an accident and their telephone
nunbers; procedures to follow when vehicle is
danaged to the point of being inoperable or
unsafe to drive, enmergency repair procedures.

(3) Qperators of Government vehicles are
responsible for adhering to State and
municipal traffic regulations. Fines for
traffic violations, t1ncludi _n%_ par ki n
violations, are the responsibility of the
vehicl e operator.

Motor Vehicle Seat Belts.

(1) Al Departnent enployees using Government
vehicles, shall use the seat belts and
shoul der straps provided with each vehicle.

(2) If not already so provided, vehicles acquired
]E)y”t he Departnent shall be equipped as
ol | ows:

a. Front seat. Two safety belts

b. Rear _seat. A minimmof two safety
belTs are required. Larger passenger
vehicles that can carry Three persons
should have three seat "belts.

¢ . Oher vehicles regularly transporting
passengers such as station wagons,

IN YZ-0
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vans and buses-will have a seat belt
installed for each passenger the vehicle
Is designed to carry.

d. Non- hi ghwav__used vehicles. Vehicles
used 90 percent or nore on a station at
reduced speed will not require seat
belts; however, a belt is required for

the driver where the vehicle I's used
over rough terrain.

(3) Supervisors and driver |icensing personnel
are responsible for informng personnel
authorized to use Covernment vehicles of the
value of seat belts and for instructing that
they be used. Potential passengers shall
al so be inforned.

N. Storage and Parking of Covernnent Vehicles.

(1) The primary purpose of storing Governnent
vehicles iS to provide protection from theft,
pilferage or damage. |In the interests of
econony, the first consideration shall be
given to open storage. Use of available .
covered Covernnent sSpace that would otherw se
go unused is a preferred option.

(2) Open storage space should be secure to ensure
safe guarding of vehicles. Depending on
| ocation, nunber of vehicles stored,” and
local conditions further security may or nmay
not be warranted.

(3) Covernment storage space, when available,
Will normally be used. Wen it is necessary
to use conmercial space, the sane
considerations wth respect to closed and
open storage and security apply.
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(4) Qperators issued Governnent vehicles are

responsible for providing protection from
theft, pilferage or damage while the vehicle

Is in their possession.

15) Enployees in travel status will, when
feasible and practicable, store Covernnent
vehicles at Government or Governnent
de5|?nated storage |ocations, en this is
not feasible, an operator will store Ppark)

the vehicle in space that provides reasonable

protection.  Overnight, on-the-street garkl ng

I's not considered as providing a equat

protection, unless there are overriding

Ci rcunst ances.

(6) Vehicles will always be |ocked when stored or
parked unless a particular parking facility
does not permt | ocking.

0. Use and Repl acenent Standards.

(1) The application of replacement standards are
set forth in the FPVMR Subpart 101-38.400.

(2) Upon determnation that a Cass IIl or larger
sedan or station wagon is to be replaced,
such vehicles are to be replaced by the dass

Il vehicles. eg Adass |l vehicles Whl | not
serve the intended use, approval for the
acquisition of a Gass Il vehicle will be

re?uest ed from the Departnent Fleet Manager,
O fice of Acquisition and Gants Mnagenent,

ASME, CS.

(3) The provisions of this section apply to all
met hods of acquisition (e.g., purchase,
| ease, donati on, etcmg and to the renewal of
existing |ease agreements.

P. Motor Vehicle Mnagement Reporting Requirenents.
SEe SECITOm 5-12. 2 fOr TequiTed Tepores.
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5-12. 14

TRAIL NI NG
A Purpose. The coordination through and the

effectiveness of property managenment activities
depends upon the experience, know edge, and
capabilities of IHS personnel who are responsible
for and/or perform duties in such activities.
Since the IHS Property Managenent personnel engage
in a miltitude of entities that overflows into
other programs, it is recognized that personnel
directly rnvolved in all phases of property
managenent nust become totally oriented in their
own program before an effI_FI ent r':lpd effective
program can be realized. The follow ng actions

shall be acconplished by IHS Headquarters and Area
O fices.

(1) The IHS Headquarters Chief, PMB, w.ll| develop
and coordinate a conprehensive training

program for all IHS, Area property managenent
actrvities.

Throu%h coordination with the Area Training
Branch, a training workshop shall be
a_ccorrpilshed annual ly for personnel, Area-

wide, who are directly jnvolved in propert
management functions. = The concent hal™" ndt

be restricted to property nanagenent
functions, but wll include grants,
rocurenent, and other representations that
ave a direct_relationship to the total
oPe_ra_t|ons._ Training should provide
efficiency in the accountability,

acqui sition, disposal, and reporting
requirements necessary to carry, out Area
prograns.

(2) Each Area shall develop an Individual
Training Plan for each enployee who has
duties and responsibilities dealing wth
nmanagenent.  The courses shoul d include, but

are not limted to:

a. Personal Property Managenent.
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b. Property Wilization D sposal and

Procedur es.

C. Repl acenent Equi pnent Program

d. Electronic Data Processing - Reports and
Usage.

e. NECOP - Data Entry.
f. I nventory Accounting Procedures.
Contract Property Admnistration.

Indian Self-Determnation. Act,
P.L. 93-638, Contractor Requirenents.

Vehi cl e Management, Records Managenent,
Precious Metal Program Security, and
other related courses.

B. Annual Inventories. The IHS Area Property Program
wlT provide in-service training to Field
oper ati ons.

c. New Staff. The IHS Area offices' personnel wll
be provi ded an in- depth orientation of the
ProPerty Managenent actmt;g Thi s orlentatlon

include, but will not be limted t he
wor Ki ng relatlonshlps wi th other admnlstratlve
prograns.
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5-12.15  ADM NI STRATI VE/ PROGRAM REVI EWS

A Adni nistrative Reviews.

(1) Purpose. Admnistrative Reviews are periodic
assessment of Areas' conpliance wth
established nanagement policies and .
procedures, designed to inprove the quality
of IHS admnistrative nanagenent through a
conbination of standard setting, self-
eval uation, peer evaluation, and monitoring.

(2) oals. The goal of the Admnistrative Review
IS to ensure conpliance with policies and
rocedures currently covered in the Grcular

. 90-3, Subject: ‘Area Ofice Admnistrative
Revi ews, dated, April 26, 1990.

(3) Objectives. ‘The objectives of Area Ofice

mnistrative Reviews are as follows:

a. To monitor the Areas adm nistrative
management ;
b. To furnish senior |HS nanagenent,

objective information regarding Areas'
adherence to established admnistrative

st andar ds;

C. To ensure the uniformty of .
admnistrative practices Agency-w de;
and

d. To provide a basis for planning futures

prograns and activities.

B. | HS Headquarters Proqgram Revi ews.

(1) Purpose/Qhiective of Reviews. The IHS
Headquarters PMB Program Reviews are
essential to ensure that the activities are

efficient and econom cal
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in the requirenents and determ nations,
acquisition, utilization, inventory controls,
accountability, maintenance, and disposition
of property.

Program Reviews serve as indicators for sound
managenent actions and are required in
zilcgg(r)gance with policy and by DHHSMW 103-

(2) Goals. Each Area will be reviewed, at a
mnimum every three years by the PMB
&e‘gardl?g activities within each IHS Area

ice to:

a. Determne conpliance wth prescribed
policies and regulations;

b. Identify and recomrend need for changes
in existing procedures, inproving the
system solving problens, and for
corrective actron(s);

C. Determne the need for additional
gui dance and/or training;

d. Provi de Area/Headquarters Drector and
PM with a summary of significant
findings, commendable itens, and
st at ement  of adeguam es, as well as
deficiencies; an

e. Review and evaluate staffing needs and
utilization of present staff.

(3) Special Reviews. Special or one-time reviews
should be made in addition to those that are
schedul ed periodically, whenever the
responsible official deternines a need

exi sts.
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This special review can be an evaluation; an

audit; or an inspection. It determnes the
condition or -"state of health" of a property
management activity. It is a useful tool

for:

a. Assisting the PMB, |IHS Headquarters, in
detecting operational problens and
identifyrng opportunities for inproving
the efficiency and effectiveness of
support to the Personal Property
Management Program

b. Checking conpliance with Government-
w de, Department, PHS, and I|HS operating
reqgul atory requirements.

C. Providing feedback for inproving the IHS
Personal ~ Property Managenment Program and
the inplenmenting procedures of operating
| HS policy.

(4) Preparation for the Review

a. Scope.  The INS PMD will determne
specific objectives to be acconplished
during the review

b. Information from Reports. Al property
management reports received from'the
Areal/ Headquarters O fice(s) concerned
will be reviewed to determne tineliness
and conpl et eness.

c. Notification. The first week of each
fiscal year (FY) at least four Area
Ofices will be identified and notified
in witing that a review will be
conducted that FY by the IHS

Headquarters PMB.
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This notification will be sent to the
fol | ow ng:

0 The Area Executive Oficer;
0 The Area PMO

0 The Associate Director, QAM |HS
Headquarters; and

0 The Director, IHS Headquarters.

Prior to each review, an additional
notification will be issued to each
Areal Headquarters Office to finalize the
review schedul e.

(5) Conductins the Reviews. The follow nt}:; st eps
WTT Dbe rncluded during perfornmance of the
revi ew,

a. Entrance Interview. An entrance
Interview WTT Dbe scheduled and
conducted with the Area Executive
Oficer, the Area PM and the property
staff. During this interview the
nature of the review, methodology to be
utilized in conducting the review, and
the manner of reporting findings wll be
di scussed.

b. Review Elements. The following elenents
are covered In the review

0 Organi zation and Managenent
Structure

0 Staffing
0 Trai ni ng/ Assi st ance
0 Service Unit Trips
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of

0 Manual s, Quides, and Grculars
0 Reports

o ADP Reports

) Requi rements Determnation

o Acqui sition

o Accountability and Inventory
Managenment

0 Property CQustodian Activities
0 Reports of Survey

0 Vehi cl es

0 Mai nt enance and Repair

0 New Facility Equipnment Program
0 Uilization and Disposal

0 Precious Metals Program

0 Contractor Property

Findings. After the review has been
conducted the results nust be
documented. A sunmary |ist of
significant findings,” including
commendable itens and statenents of
adequacies, as well as deficiencies wll
be prepared. (ne of the mmjor goals of
these reviews is to provide assistance
and guidance rather than to nerely
Inspect. Each finding will be
do]gumatnted with verifiable fact or set
acts.
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d. Exit Interview. An exit neeting (close-
out) WIT be held-with the same
official (s) wth whom the entrance
interview was made. A verbal summary of
the findings will be discussed including
any commendable itenms. Any
recommendat i Qnﬁs) or Suggestions for
inprovenent will 'be offered. A witten

report will be furnished to the Area

within 10 worKki _n? days after the
review, which will include all findings
and recommendati ons.

(6) Witten Report. A witten report of the
rindings, caonclusions, and reconmrendations
will be drafted, cleared, approved, and
distributed within 10 working days to the
fol | ow ng individuals:

0 The Area Executive Oficer;
0 The Area PMO

0 The Associate Director, OAM IHS
Headquarters; and

0 The Director, DAS, OAM |HS
Headquarters.

The official copy of this report wll be
retained in the PMB, |HS Headquarters.

The format of the report wll consist of the
fol | ow ng:

a. Corrective Action Required. Each naj or
defrciency wllT De documented wth a
verifiabl'e fact or set of facts. A
m | estone chart will be included

detailing tinefranes for corrective
891“ ons to be conpleted by the Area
i ce.
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These timeframes will be agreed upon by
both the PM) and the reviewer(s).

b. Recommendat i ons. Less inportant and
['ess significant items of non-conpliance
that can inpact on efficiency and
effectiveness and that can easily be
corrected are discussed in this ‘section

of the witten report. Sonme of these
deficiencies may be corrected at the
time of the review

Area Offices will be required to review this
report and respond to the Chief, PM,
Headquarters, within the specified timeframes
indicated by the mlestone chart for
corrective action. These' r_esRonses nmust
contain adequate documentation that the
defici etncy has been corrected and no |onger
exists.
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51i2.16

EQU PPING NEW HEALTH FAC LITIES

A

Introduction. Through the Congressional budget
process, THS receives from tine-to-time funding
for new or replacenent hospitals and health.
centers. Some Areas have had several projects
over the years and others have had very few
Therefore,” the experience level anobng Areas in

i dentifying equipment needs for a new facility
through the actual opening of the facility varies
reatly.. Some Areas have perforned these _
unctions using Area or Service Unit staff, while
some have contracted wth outside vendors or
architectural and/or engineering firms to perform
sone or all of the services. Under P.L. 93-638,
tribal organizations now have the authority to
contract ftor providi n% the equipnment for a new
facility the sane as they can contract for the
design and/or construction of the new facility.

Back]qrcund. In the 1970's | HS devel oped the "New
Facilities Equipnent Programt for use in managing
the process of acquiring the equipment for a new
health facility. This program utilized the
services of the DPSC in Al buquerque, New Mexi co.
The program utilized batch processing of data to
Produce_the requi red managenent reports. Qver
ime, wth the advent of data-based nanagement
programs for personal computers, use of prograns
In a batch processi n% mode when the volune of data
is relatively small has become obsolete. Yet, the
Erlnmples utilized in the "New Facilities

qui prent Progrant remain valid.  Additionally,
the DPSC no |onger supports "New Facility

Equi pment  Program rrespective of all the
changes that have taken place, because the dollar
value of equipment acquired for a new facility may
vary, the need to nmanage the process renmains a
responsibility of the I'HS.

Policy. Responsibility for managing the

cl earance/ approval process of acquisition of the
equi pnent for a new or replacement health facility
,resides with the respective Area's PMO

IN YZ-0

(47297 92) | NDI AN HEALTH MANUALC



l

MANAGEMENT  SERVI CES

CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

(S-12.16C Conti nued)

This responsi bili té/' does not prevent the Area from
assigning the coordination re_sPonS| bility to the
most ~ appropriate individual with their .

organi zation.  Property nanagement nust still

provi de the necessar%. techni Cal assistance to
insure that responsibilities are met wthin
appropriate regulatory authorities.

Process.. The initial proposal of a major
construction-project to its conpletion is a very
time consumng process. The steps/phases of this
process, as they app_lgl to equl pnent acqui sition,
are provided for, guidance to those involved in the
process.

(1) PhaseApproval for Funding. Funding for
a new or replacement health Tacility,
requires the Preparatlon of the follow n% two
Eﬁgurrents by |HS and approved concurred by

a. Program Justification Document (PJD)
This document provides the justification
for the prog ect including services to be
offered, total space required, current
and projected workloads and projected
budget .

b. Program of Requirenents (POR). This
docunent provides directrons to the
architect in desi glr_u ng the facility. It
includes a description of the individual
spaces required, anticipated staffing
| evel s and methods of operation of
departnents, description of services
provided as well as a |ist of other
criteria to be met during design.
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(2) Phase Il - Funding Cycle Funds to start a
Bij ect may be included in the President's
udget or ‘added by a congressional commttee.
Wien there is indication of funding, the Area
should discuss with the tribe(s) and Ofice
of Engineering Services (CES) managenent of
the project including P.L. 93-638 options.
The result of these meetings should be the
devel opment of a_ managenent plan and a design
team for the project. Consideration should
be given to the "assignnent of a coordinator
for "the equipnent acquisition process.

(3) Phase |11 - Fundins Approval: Wen the
Pij ect 1s approved 1n the budget and prior
o funds becom ng available, a generic
equi prent list for the faC|I|t3/ shoul d be
devel oped. Wrking with the departnment heads
and consultants, and utilizing the POR as a
list of spaces by departnent,” the room
equi pment lists should be developed for use
by the architects and endg| neers during
design. Each item should include: a unique
i tem nunmber; generic description; item
location (on floor, countertop, wall,
ceiling, or stored); physical properties such
as size and weight; nechanical /el ectrical
requirenents (such as power required, water,
as , exhaust, BTUs of heat produced); space
nunber, department nunber and quantity and
indication, if itemis contractor provided
and installed.

(4) Phase IV - Initial Design of Facility
buring design, the equipnent [i1sts should be
refined. nuf acturer, nodel number, vendor,
order number, cost, and indicator of special
property approvals such as for telephones,
conputers, copiers, etc. should be added.
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Ref i nenent s/ changes in contractor .
plr ovided/installed items nay be required
al so.

a. Property Manasenent Review. This review
should rnclfude, in additron to special
approvals, the follow ng information:

0 Category - Capitalized Accountable,
non-capi talized accountable,.non-
capitalized non-accountable, and

supply item
0 Federal Goup and O ass;
0 Life expectancy (for accountable
I tens);
0 gﬁgcial approval time requirenents;

0 Suggested | ndex Number.

b. Bi onedi cal __Ensi neerins Review. is
review shoul'd r1nclude adding information
onthe follow ng:

0 Category:  To allow separation for
itens requiring their maintenance,

mai nt enance by other(s), no

mai nt enance;
0 Manual requirements.  (perator
mai nt enance, etc.;
0 Training of operators and
mai ntenance staff;
0 Check-in requirenments, if any;
0 ve%dor setup requirements, if any;
an
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0 Mai nt enance frequency.

C. Acquisition Ofice Review This review
shoul d 1 nclude assistance in identifyin
sources, purchase tine requirenents, an
delivery times,

d. A review of existing equipnent (if
repl acenent facility) and determ nation
of items to be relocated for continued
use shoul d be devel oped. A separat%
listing identifying Phases | - "IV should
be developed. This should be
acconpl i shed with assistance from
property managenent, departnent mnanagers
as well” as a representative from the
bi onedi cal and mai ntenance departnents.
Itens suitable for relocation should be
tagged showi ng where they wll be
| ocated in the new facility. The
equi pnent |ist should be anmended to
include itens to be relocated and where
items are |ocated in the existing
facility. Depending on Property
Managenent's input, "itens not td be
rel ocated should be identified as
unrequired and disposed 0.5 accordingly.
Items should carry the relocation
tag until noved into the new facility.

(5) Phase V - Final Design of Facility. During
The Trnal design phasSe, refinenen shoufd
continue with the addition of color, etc.
The budget should be refined by the addition
of a purchasing priority code.

This is essential if the total estimated
price for all items exceeds the available
funds. The equipment |ist should .include
items that are essential to operations,

al though not necessarily classified as
eEU|pnent, such as small nedical instruments,
etc.
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(6)

Depending on the projected construction
period/project tine Schedule, property
approval tines and acquisition tinmes, tmelK
release of funds from IHS Headquarters to the
Area should be planned with the IHS
Headquarters project nanager from the
Division of Facilities Construction.

Wien the total equipment list is conplete and
sunmaries show all purchase requirenents
(total requirenents less relocated |te_rr8%,
the list should be submtted to the Chiet,
PMH, |HS Headquarters for approval of all
itens requiring special approvals. '|'he list
should be by item and include the follow ng

i nf ormati on:

| tem Nunber
Description
Make and Mbdel Nunber
Federal Goup and dass
Room in Wiich Equipment is to be
gtll'lz|edp ty Ao | Reaui
ecial Proper roval, Requirenents
IDa_ntity byp Rooym anpd Tot al Qc}antity
E timat efl Cco;stt
ui pnent egory
é%apl talized/ Accountable, etc.)
urchase Priority
0 Summary  Show ng: .
Total 'value of requirenents;
Total value of itens being relocated;
Total value to be purchased by priority
categori es; o .
Total of all priority categories.

Phase VI - Construction; Purchasing,

Re__—d_ST—_t‘h—_g_cel Ving an Oring the equi pnent.

a. Pur chasi nq. Arrange purchasing .
paperwork to mninize the duplication of
ty ing such as a preprinted/ aut onat ed
regue’[ formand itemlisting of

00000

O O oo

o
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equi pnent by vendor that can be attached
to the requisition. Itenms requiring
additional information such as
accessories, salient characteristics,
etc. can be included.

As itens are purchased, the equi pment
list should be updated to reflect

requi sition nunber and date submtted.
As purchase orders are issued; the
pgacgase order nunber/date should be
added.

The follow ng should al so be updat ed:
vendor, model nunber, order number,

cost, etc. This allows devel opnent of
lists of unpurchased items at any tine
during the purchasing process as well as
overall budget analysis.

b. Receiving. Itens should be received in
a manner consistent with pronpt paynent,
special vendor setup requirenents, “etc.
and normal methods of receivin
equi pnent fSee Section 5-12.10B). |
itens should be narked with departnent
room nunber and where they are to be
delivered in the new facility. U%e of
col or codes in markings can also be
hel pful .

C. Storing. Storage space for the incom ng
equi pnment shoul d be planned and
arranged, since itens cannot be noved
into the new facility until accepted
from the contractor for beneficia
occuPancy. As itens are received, they
shoul d be stored by departnent/room to
the extent possible to aid in the nove-
in process.
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(7) Phase VII - Beneficial. Occupancy. Move itens
from storage into the facility. Arrange for
unpacki ng, setup, installation, bioned cal
checks, training, etc. Posting room lists at
entry to room facilitates accounting for all
itens as well as identification on mssing
I terns.

(8) Phase WMII - Cccupancy/ Qperation. Arrange
post nove-in checks and notify the Service
Unit Director that the facility is ready for
operation from an equipnent standpoint. An
updated contractor provided/installed
equi pnent list shall be provided to the PMO
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TRI_BAL CONTRACT PROPERTY

A

I ntroduction. This section of the nmanual was
devel oped for the managenent of property provided
to and acquired by Tribal Contractors.

Pur pose. The purpose of this section provides

gui dance, policies, and procedures for the
efficient acquisition, wutilization, accountability
and disposal of Governnent-owned personal property

acquired by Contractors, or provided by the

Gover nment .
Definitions,

ACCOUNTABLE PERSONAL PROPERTY (TRI BAL CONTRACTS) -
Personal property with an acquisition cost of
$1,000 or nore, and sensitive itens regardl ess of
dol | ar val ue. The $1,000 threshold is applicable
only to Tribal Contract Property.

ACQUI SITION COST - The unit price at which an item
is received, including transportation and/or
installation costs, less trade and cash discounts.

CONDI TION CODES - Appraisals of the current
condition of Governnment accountable property

t hrough the assignnent of designated codes. For
exanple, condition code "1" refers to unused
property in good condition. See Exhibit 5-1Z. F,
or the reverse side of form HHS-22, "Request for
Property Action."

COST- REI MBURSENVENT CONTRACT - A form of contract
in which the contract provides for paynent of

all owabl e incurred costs, to the extent prescribed
in the contract. Contracts of this type establish
an estimate of the total cost for the purpose of
obligating funds and establishing a ceiling that
the contractor may not exceed (except at the
contractor's own risk) wthout the approval of the
Contracting Oficer.

CONTAM NATED PROPERTY - Equi pnent/supplies that
have been exposed to toxic or radioactive

TN 92-14
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materials, chemcals, or other waste products
whi ch render them unsafe for use.

CONTRACTING OFFICER - A person with the authority
to enter into, admnister, and/or termnate
contracts and meke related determnations and
findi ngs. The term includes certain authorized
representatives of the Contracting Oficer acting
within the limts of their authority as del egated
by the Contracting Oficer.

CONTRACTOR- ACQUI RED PROPERTY - Property purchased
or otherwi se provided by the Contractor using
contract funds, and reportable as Government
property.

DECALS - Tags designed and used to identify Agency
property.' Decals are affixed to accountable
property and display the specific nunbers assigned
to individual itens of Governnent property.

DISPOSITION - The sale,, transfer (with or wthout
t he exchange of funds), donation, destruction, or
abandonnment of property.

FI XED PRI CE CONTRACTS - A form of contract in
whi ch the contract provides for a firm price or,
in appropriate cases, an adjustable price.
Contracts of this type that provide for an
adjustable price may include a ceiling price, a
target price (including target cost), or both.
Unl ess otherw se specified in the contract, the
ceiling price or target price is subject to
adjustnent only by operation of contract clauses
providing for equitable adjustnent or other
revision of the contract price under stated

ci rcunst ances.

FOLONMON CONTRACT - A contract that is re-
conpeted or renewed and awarded to the sane or a
di fferent Contractor.

GOVERNMVENT- FURNI SHED PROPERTY - Property in the'
possession of or acquired directly by the
Governnent, and subsequently delivered or

I ndian Heal t h Manual (11/5/92) TN 92- 14
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ot herwi se made available to the Contractor

QOVERNMVENT PROPERTY - Al Real and/or_ Personal

Property owned by, or |eased to the Government

under the terns of a contract. Governnent

Egopert i ncl udes Governnent-furnished and
ntractor-acquired property.

LEASED PROPERTY - Property that is either acquired

by the Contractor or the CGovernment under a |ease
arrangenent ,

LIABILITY - The degree of-a Contractor's

obligation to the Government for Contractor
i nventory.

EXPENDABLE PER PROPERTY (TR BAL
- Equi prent that nust be controlled.
from acceptance until release from responsibility
In accordance with prescribed procedures. Non-
expendabl e personal property includes:

(1) Capitalized Items: Those itens that neet the
of the following criteria:
a, Have an estimated service life of one
Kgar or nore, o
rmal |y have an acquisition cost of

b
$5,000 or nore per unit, -

C. Reéaln their identity when put into use,
an

d. WIIl not be consuned during use.

(2) Non-Capitalized Itens: Those itens nornallg
having an acquisition cost of $500 to $4,99
per unit and that meets all of the other
criteria for capitalized equipnent.

(3) Non-Capitalized (including sensitive) |temns:
Those itens nornalgy having an acquisition
cost of less than $500 that require specia
control or determned to be subject to
unusual rates of loss, theft or msuse
(sensitive itens), and that neets all of the
other criteria for capitalized equipnent.

TN 92-14
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PERSONAL PROPERTY _(TRIBAL CONTRACTS) - Al
Government property, excluding real properttyh and
e

records, which is either furnished b
Government or acquired with contract funds.

PHYSICAL INVENTORY - An actual count of all
property 1tems assigned to a specific location to
verify the accuracy of property records. Types of
:c.nvelntorles are start-up, annual, special, and

i nal .

PRECI QUS METALS - Uncommon and highly val uabl e
metal s characterized by their superior resistance
toI OIcorrosmn and oxidation, such as platinum and.
gol d.

PRQJECT OFFICER - An |HS program official
designated 1n the contract as the technical
representative of the Contracting Oficer. The
Project Oficer provides technical direction to
Contractors and interfaces wth the Propert¥
Adm nistrator about the Contractor's property
requirements.

PROPERTY ADM NI STRATOR - An aut hori zed
representative of the Contracting Oficer,
designated by the Contracting Oficer, acting
within the limts of his/her authority as o
gellggﬂ)ed by the Contracting Officer (See Exhibit

The Property Admnistrator admnisters the
contract requirenents and obligations related to
CGovernnent property at the office designated in
the contract, and provides technical assistance to
the Contractor relative to property managenent
functions from acquisition of propéerty to
utilization and final disposition.

PROPERTY CONTROL SYSTEM - ldentifies a
Contractor's 1nternal management program
enconpassing the protection, preservation,
accounting for, and control of Government property
fromits acquisition through disposal.

I ndian Health Manual 01/5/92) TN 92- 14



MANAGEMENT  SERVI CES

CHAPTER 12
PERSONAL PROPERTY MANAGENMENT

(5:12.17C Conti nued)

PROPERTY REPRESENTATIVE - An enployee of a
Contractor designated in witing by the Contractor
to represent the Contractor and to adm nister the
contract requirenments and obligations relative to
Governnent property at the |ocation(s) designated
in the contract.

REASSUMPTI ON (42 CFR 36.233) - The termnation or
recision of a contract and return of control or
operation of the contracted program or function to
the I|HS when the IHS determines that the

Contractor's performance under the contract

i nvol ves:

(1) The violation of the rights, or
t he endangernent of the health, safety, and
wel fare of any person, or

(2) gross negligence or msnanagenent in the
handl i ng or msuse of funds provided under
t he contract.

RET | 42 R . 231) - The return of
responsibility for the operation. of a contracted
program or portion thereof to the IHS by the
Contractor for any reason the Contractor deens
appropri ate.

SCREENI NG - The exam nation of excess property by
Governnent or Contractor enployees to determ ne
its useful ness. A "screening pass" is issued by
the Property Admnistrator to Contractor
personnel, granting access to GSA hol ding areas.

START- UP_| NVENTORY - Physical inventory of
Governnent -furni shed property perfornmed shortly
after contract award and reported to the Property
Adm ni strator.

SUBCONTRACTOR - A Contractor that assists the
primary Contractor in carrying out the scope of
wor K. The sub-contractor is directly responsible
to the primary contractor.

TN 92-14
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SURPLUS PERSONAL: PROPERTY(TRI BAL CONTRACTS)
CGover nnent - owned personal property classified
Frew ousI)é as excess but not requested for
ransfer by any Federal agency; thus, it is
avai |l abl e ‘for donation or sale.

TITLE - The legal right to claim control, and
di spose of property as a result of a purchase.

UNAUTHORI ZED PROPERTY - Gover nnent - f urni shed or
Contractor-acquired property that is not
authorized by an appropriate contract clause
and/or nodification, and is in the possession of a
Contractor.

D. Responsi bilities.

(1) Area Contracting Officer - The Contracting
Oficer is responsible for ensuring
performance of all necessary actions for
effective contracting, including conpliance
with the terns of the contract and
safeguarding the interests of the United
States in its contractual relationship. If a
Property 'Adm nistrator has not been
designated, the Contracting Oficer is the
Property Admnistrator.

The Contracting Oficer is the only |HS
official who can authorize the use of

Gover nment proPerty under the contract. The
Contracting Ofticer will provide copies of
all contracts and nodifications and wll
coordinate property matters with the Property
Adm ni strator.

(2) Project Oficer - The Project COfficer is an
|HS program official who 1s designated in the
contract as the liaison of the ntract|n%
Oficer. 'Project Oficers are appointed by
the Contracting Oficer to admnister and
moni tor contract perfornance.

The Project Officer is responsible for
providing a listing of property requirenents
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(3)

along with a justification to the Contracting
O ficer, who coordinates the review, approval
and physical transfer of the property wth
the Property Adm nistrator.

- The Property
Adm nistrator is responsible for
adm nistering the contract requirenments and
obligations relative to Government property
as outlined in this chapter.

Pre- Awvard Requirenents and Procedures.

The Property Admnistrator wll:

(1)

(2)

(3)

i T ficial

I . .

The Property Admnistrator' wll determne
with the appropriate program activity
property necessary to carry out the terns of
the contact and identify source(s) of
property acquisition.

property.

Conducts prelimnary review of the contract
to ensure the appropriate property clauses
are addressed.

Luat e/ Revi ewl D |
property control system

Upon submission of the Contractor's witten
property control system the Property

Adm nistrator will evaluate the property
control system to ensure the system neets the'
m nimum requirenents to adequately protect
and control Governnment property. The

TN 92-14
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Contractor's property control system wll
include the follow ng el enents:

a.

Acqui sition:

Iltens are ordered in accordance wth
guantities stipulated in the contract.

Exi sting equi pmrent on-hand is screened
before submtting requisitions.

Correct source is identified (either
Gover nnent - furni shed or Contractor
acquired)

A

Property received is inspected for
di screpanci es;

Receiving report is prepared,
di stributed, and forwarded to
appropriate offices.

D screpant itens are segregated and
docunented (partial shipnments, for
exanpl e) .

Records:

Equi pnrent received is pronptly and
properly classified and |labeled with an
| HS property decal.

Inventory control and financial records
are established and maintained for the

property.

Basic property information is contained
in the records.
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d.

St or age;

An adequate system to control movenent
and |ocation of property is maintained.

Property in storage is protected,
reserved, and inspected to prevent
oss, danmage, and deterioration.

Adequat e safeguards are provided for
securing Governnent property.

A system is established for stored
items, subject to age deterioration and
warranty expiration,

Consunpti on:

Property and material is consumed only
under contract performance.

Stock record system is maintained for
consunmabl e items.

WUilization:

Met hods are established to ensure
Covernnent property is utilized only for
purposes for which it is acquired or
authorized by the contract.

Contractual authorization is obtained to
use property for other than itsoriginal
authorized purpose.

A systemis established to review and
identify Government property for release
when it  is no longer required for
contract performnce.

Criteria to justify retention of
unrequired equipnent wll be docunented.
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Mai nt enance:

A schedul ed maintenance program will be
established, consisting of a systematic
witten procedure for ‘servicing and

I nspecting egw pment to provide for
efficient “and econom cal operation of
Governnent equi pnent.

A program will Dbe inplenented to include
the follow ng categories of maintenance:
preventive maintenance; routine repair
and adjustnent; energency repair; and
calibration.

A calibration control system wll be

established for all measuring and test
equi pment that wll provide control of
the evaluation, calibration,

mai ntenance, and repair of Covernnent
equi pnent .

Records will be kept of maintenance and
calibration performed, including cost
and dates of maintenance.

Mai ntenance and calibration wll be
performed by technically qualified
personnel .

H gh maintenance cost of Government
property will be reviewed and corrective
action taken.

Loventory:

Physical inventories wll be conducted
on or before Septenber 30th of each
gear, on an as needed basis, if required
y the Covernment.
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CHAPTER 12

PERSONAL PRCPERTY MANAGEMENT

(5-12. 17E(3)h Conti nued)

| nventories are taken by personnel other
than those having custody of the
property or maintaining records.

Depending on the size of the operation,
i nventories should not be conducted by
the sane individual who maintains the
property records.

Physi cal inv_entorx{1 results wll be
reconciled with the property records.

Inventory results and discrepancies wll
be reported to the Property

Adm nistrator upon conpletion of
physical inventories.

Subcontractor Control:

Procedures and controls wll be
established to ensure that Governnent
property in a subcontractor's possession
IS protected.

Advi se subcontractor of contractual
property provision.

Advi se subcontractor to report |oss,
damage, or destruction of Governnent
property to the prinme Contractor for
notification to the Property

Admi ni strator.

Di sposition:

Ensures instructions provided by the
Property Admnistrator are carried out
as directed.

Ensures proper documentation of property
di sposal acti ons.
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CHAPTER 12
PERSONAL PROPERTY NMANAGEMENT

(5-12.17E(3)j) Conti nued)

Ensures the quantity, value, condition
code, and location are reported
accurately for property itens requiring
di sposi tion.

Ensures a decontam nation certification
is included in the final inventory
report at the conclusion of the
contract, unless waived by the
Contracting Oficer.

K. Reports:

Annual inventory reports wll be
provided to the Property Adm nistrator
by Cctober 31st each year.

Ensure that any loss of or danage to
Covernnent property is imediately
repOrted to the Property Adm nistrator.

Unrequired Governnent property to
contract requirenments wll be pronptly
reported to' the Property Adm nistrator.

Form HHS-565, Report of Capitalized

Equi pnrent Nonexpendabl e equi pment, is,
submtted for all accountable
Contractor-acquired and |eased property:
recei pt of Governnent-Furnished Property
is reported to the Property

Adm ni strator when property is received.
(See Exhibit 5-12-LL)

(4) Discussins contract provisions with the
Contractor during pre-award negotiations.

The Property Administrator will discuss all
contract provisions and contract clauses,
including reporting requirenents, relative to
Gover nnent property.
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CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

(5-12.17F.)

F. Post Award Requirenents and Procedures.

The Property Administrator wll:

(1) On-site Review O Contractor's property
control system in operation.

The Property Admnistrator wll conduct an
on-site visit of the Contractor to review the
functional property control system  The
Property Adm nistrator will schedule and
notify the Contractor of the site
visit/review annually..

At |l east 30 days in advance of the review,
the Property Admnistrator will provide a
copy of the Contractor Property Managenent
Revi ew Docunent to the Contractor.

The Property Administrator will use the
Contractor Property Managenent Review
Docunent for evaluating the functional

ef fectiveness of the Contractor's system
After performng the review, the Property
Adm nistrator will discuss the findings wth
t he Contractor.

Once the review has been conpleted, the

Property Admi nistrator will prepare a
statenment of findings. If deficiencies are
found, the findings will be clearly defined

and required corrective action identified.
The conpleted Contractor Property Managenent
Revi ew Docunent will be attached to the
Statement of Findings. A copy of the
Statenment of Findings WIIl be forwarded to
the Contracting Oficer, the Contractor's
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(5-12:1 7F(1) Conti nued)

(2)

(3)

Authorized Oficial, IHS Project Oficer,
Contractor's Property Representative, and IHS
Area Property Managenent Oficer.

The Property Admnistrator will establish &
time frame with the Contractor for conpletion
of any required corrections. The Propert%/
Admni'strator wll provide assistance to the
Contractor to conplete this task, if
required.

i diar m nt _for Governnen

Property.

The Property Admnistrator wll establish and
maintain a subsidiary system to account for
Covernnment property ‘since the Contractor
maintains the official record. The
subsidiary system will be established and
Tgl?nZal ned on the IHS General Ledger Account

The Property Admnistrator will establish and
maintain a system of capitalized and non-
capitalized transactions.

The capitalized transactions ($5 000 and
above) will be reconciled on a nonthly basis
with General Ledger Account 137.4.

Revi ew, approve, and process accordingly,
docunments submtted by Contractors.

The Property Admnistrator wll review
docunents submtted by Contractors to ensure
conpl et eness and appr%ryat_eness. At such
time as the Property Admnistrator determ nes
docunents are properly submtted, the
Propert)/ Admnistrator wll

approve/ di sapprove (if applicable) and
process accordingly.

Each Property Admnistrator will process all
recei pts, adjustments, or transfers of
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contract property through the IHS accountable
property records system

(4)' Review, reconcile and process Annual
Inventories submtted by Contractors.

The Property Adm nistrator will conpare
docunents submitted by contractors wth
subsidiary records naintained by the Property

Adm ni strator. The Property Adm nistrator
will, process the adjustnents submtted by the
Contractor after |IHS acceptance and/or
approval . Provide witten acknow edgenent to

the Contractor of receipt and acceptance of
inventory and forward a copy of
acknow edgenent and acceptance of inventory
to the Contracting Oficer, Project Oficer,
and Property Managenent Oficer.

(5) Provide Technical Assistance and Train where
needed.

The Property Administrator wll provide
techni cal assistance as appropriate when
requested by the contractor or as determ ned
by the annual property managenent review.

The following are basic property needs that

may be addressed either by the Contractor or
the Property Admnistrator through the annual
property management reviews.

a. Adequacy of training/experience of
Contractor Property Representative.

b. Adequacy of systeni procedures:
(i) For processing equipnent requests

for new, replacenent, or

excess/surplus property;

(ii) To assure proper processing of all
recei pts of property;
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PERSONAL PROPERTY MANAGEMENT

(5-12. 17F(5) b Conti nued)

(6)

(7)

(iti) To properly account for property;
(iv)‘ To report wunrequired property;

iv) To assure that an effective
preventive nmaintenance program is
in effect;

(vi) To assure Property Representative
obtains appropriate approvals for
| eased equi pnent;

(vii) To assure that a notor vehicle
fleet plan is in place and is being
used; and

(viii) To assure that areas containing
equi pnment are secured.

Devel op and nmmintain adequate Area Policies.

The Property Admnistrator will put in place
and maintain Area policies that provide for
the efficient acquisition, wutilization,
accountability, safeguarding, and disposal of
personal property held by Contractors.

Facts and Findings reqgarding Contractor's
liabilities.

Wher ever circunstances warrant, such as
shortages found on physical inventory, theft,
break-in or other loss of GCGovernnment property
assigned to a Contractor, the Property

Adm nistrator will request a witten report
of circunstances, facts, and findings from
the Contractor's Property Representative. In

cases of loss of property due to theft,
suspected theft, or break-ins, police reports
will be attached to the Contractor's report.

The Property Admnistrator will conpile all
the facts and findings on Form HHS- 365,
Inventory Adjustnent, for review and approval
by the Contracting Oficer..
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(5-12. 17F(7)

Cont i nued)

The inventory adjustment will be processed
and a copy of each adjustnment will be
maintained in a separate file in the Property
Admnistrator's office, by fiscal year.

account for Governnent property.

The Properte/o Adm nistrator will work closely
with each Contractor's designated Property
Representative, Project Oficer, Program
Activity Official, and the IHS Contracting
Oficer to ensure the Contractor has a
functional system that accounts for
Governnment property.

The system should provide instructions for
the proper recording of all transactions
ﬁfosegéé”g Governnent property, 1.e., HHS 22,

The Project Oficer or Contracting Oficer
will submt the originals of an}/ requests for
?roperty or receipts for property received
rom the Contractor to the Property

Admi ni strator.

Designation of Contractor Property
Representative.

The Property Admnistrator will notify each
Contractor annually by letter, that the
Contractor is requested to designate a
Property Representative for thelr respective
contracts. The letter should specify what
the designated Property Representative's
functions will be in working with the IHS
Property Admnistrator. (See Exhibit 5-12-JJ)

In the event that the Contractor has
designated a new Property Representative,
provisions should be stated 1n the Property
Adm nistrator's letter that
training/instruction in Property Mnagement
Is available from the Property
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(5-12.17F(9) Conti nued)

(10)

(11)

(12)

Adm nistrator's office. The Contractor
shoul d request this assistance in witing
through their respective Project Oficer.

The Property Admnistrator will ensure that

Contractors establish and maintain_a notor
vehicle fleet plan in accordance wth CFR

The Property Admnistrator will ensure that
Contractors establish and maintain a Mtor
Vehicle Fleet Plan in accordance wth
applicable portions of CFR Title 41 Part 101-
38 (See Exhibit 5-12-NN).

The Property Admnistrator will ensure that a
Motor Vehicle Fleet Plan has been established
by the Contractor and approved b)( t he
Property Admnistrator prior to 1easing of
Covernnent -owned or |eased notor vehicles
and/or Contractor owned or |eased notor
vehicles used in the performance of an |HS
contract (See Exhibit 5-120MV).

Precious Mtals Recovery Program

The Property Admnistrator wll ensure that
Contractors establish and maintain a Precious
Metal s Recovery Program in accordance with
CFR, Title 41, Chapter 101-45.10, and DCOD
gui delines (See Exhibit 5-12-00).

The Property Admnistrator shall provide
assistance to the Contractor in establishing
a Precious Metals Recovery Program if
required, and assistance 1n conducting a
survey at any Contractors' activities that
may generate precious netals.

Records System

The Property Admnistrator shall ensure that
Contractors establish a system to naintain
property records to include a description of
the property, a serial nunber, or other ‘
| dentification nunmbers, i.e., Contractor's

| ndi an Heal th Manual

(1T75792). TN 92-14



MANAGEMENT _ SERVI CES

CHAPTER 12
PERSONAL PROPERTY MANAGEMENT

(5-12.17F(12) Conti nued)

|.D. tag, the source of the property, the

| ocation, use and condition of the property,
repl acenent vyear, replacenent cost, anK
ultimate disposition data, including the date
of disposal of the property.

(13) _Acquisition/ Di sposal

The Property Admnistrator will ensure the
Contractor obtains proper authorization prior
to Acquisition/D sposal of Government-owned

property.

a. The Property Admnistrator will ensure
that prior witten approval of the
Contracting Officer is obtained for:

(i) Purchase of non-expendabl e property
having an acquisition cost of $500
or nore per item and

(ii) Purchase of the followng
regardl ess of cost;. audiovisual
equi pment, tel ecommunications
equi pment, automatic data
processing equi pment, used
equl pment, copyl ng equlpnent,
office furniture and furnishings,
and equi pnent to be obtained
through lease/rental rather than
pur chase.

The witten request for approval should
i nclude the noun nane, quantity, cost,
and justification,

b. The Property Admnistrator shall ensure
that approval is obtained prior to
di sposal of any non-expendabl e personal
Pro erty unless such disposal is for
rade-in or sale of an iten(s) where the
proceeds from sale or the trade-in value
of the item(s) will be applied to the
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purchase of a replacenent iten{(s) that

will provide at the |least the sanme end-
use function(s) as the iten(s) traded or
sol d.
(14) Physical lnventories
Property Administrator will ensure the

Contractor conducts schedul ed physi cal
i nventories of Governnent property and
provides results to the Property

Admi ni strator.

The Property Administrator will notify the
contractor in witing of the annual inventory
requi rement 90 days prior to established due
dat e. In addition, the Property

Admi nistrator will ensure the Contractor
conpletes inventory of all Governnent

property by:

a. Follow up letters, if needed, will be
submitted to those locations that have
not responded, by no later than 30 days
after due date.

b. Further followps or visits to
Contractor's locations may be provided
as deened necessary.

G Close-Qut Requirenents and Procedures.

The Property Administrator will ensure the
Contractor conducts a close-out inventory.

(1)___Conpl etion:

The Property Administrator will notify the
Contractor in witing of their requirement to
perform a close-out inventory, imediately
and/or no later than 30 days after conpletion
of the contract, unless the Contracting
Oficer specifically approves an extension.
Inventories should be perforned, prepared,
and submitted as prescribed in the contract.
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(2)

(3)

Ter ni o

In the event
t he

i nventory nust

di sposal

of
requirenments for the termnation

reassunption/retrocession,

be conducted primrily for

pur poses. The inventory shall be

conducted pursuant to the procedures

cont ai ned

in this Section. Instructions wll

be provided by the Property Adm nistrator,

Final lnventory:

The Property Administrator will ensure the
Contractor submts the final inventory of
Covernnent property in the follow ng fornat:
a. Serviceable capitalized equipment.

b. Serviceable non-capitalized equipnent.
c. Serviceable materials

d. Sal vageabl e property.

e.

f.

Scr ap.

Short ages/ Over ages.

Each item nust

sufficient
reference to
docunent s.

appl y,
a.

Descri pti on,
nunber .

Gover nment
Quantity.

cost.

be conpletely identified with

detail to permt verification by
rei mbur senent voucher or other

To the extent to which they

the following information is required:

make, nodel, type, serial

identification nunber.
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e. Condition Code (See Exhibit 5-12-KK).

f. Date and nunber of the acquisition
docunent (rei nbursenent voucher,
shi pping, or other),

9. Location (contractor's facility or other
site).

Three copies of the inventory reports nust be
submitted to the Property Administrator with
the use of Form HHS- 565.

The Property Admnistrator will ensure that
the Contractor submits the follow ng signed
certification with the conpleted fina

i nventory.

I do hereby certify as (title of authorized
official) of (nane of contractor) that the
attached inventory reports are conplete and
correctly list and describe all item of
materials, supplies, and equipnent furnished
to the Contractor, or for which the

Contractor has been or will be reinbursed by
the Government for use in the performance of
Contract No. that as of this date
have not been consuned in performance of this
contract; and that | wll imediately notify

the Contracting Oficer of any change
affecting these inventory reports at any tine
prior to final disposition of the inventory.

/s/

Signature of Authorized Oficial

Dat e
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(4) FEollowon lnventories:

Wien CGovernnent property under contract is.
being transferred to another contract, it is
suggested that a joint inventory be
conducted. This may affect the transfer of
the property, relief of liability for the
closing contractor and receipt by the fol | ow
on contractor.

(5) Subcontractor Inventories:

Contractor nust submt a consolidated
inventory report of all Governnment property,
to include subcontractor inventory.
Subcontractors should report their
inventories to the Prime Contractor.
Subcontractor inventory is reported in the
same detail as outlined for Prine
Contractors; state the location of the
subcontractor property being reported.

H. Disposition of Property.

The Property Admnistrator will provide witten
instructions for the disposition of Governnent
property. The Contractor may renove Government
property from the Contractor site only in
accordance with those instructions. The _
Contractor is responsible for the property until
final disposition has been conpl eted.

Leased Property.

Notify the Property Admnistrator at |east 45 days
before a lease arrangenent is termnated, and
report the status of any purchase credits. This
applies to leases due to expire when the contract
ends, and to |leases that continue after the
conplet_lon or termnation of the contract. |f the
| ease is expiring, the CGovernment may elect to
purchase the item or if the |ease has not
expired, the Government may choose to buy out the
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| ease. Advance notice to the Property
Adm nistrator will permt sufficient tine for a
determ nation to be made.

J. D sposal Options.

(1) In disposing of the property, the Governnent
may elect to exercise any of the options
descri bed bel ow

a. |If a cost reinbursenent-type contract,
allow the Contractor to buy Contractor
acquired itenms/inventory at 100 percent
of acquisition val ue;

b. Return the itens/inventory to the
original supplier for credit, |less any
reasonabl e restocking charge. (Do not
finalize the purchase or return any
merchandi se without witten instructions
from the Property Adm nistrator);

C. Transfer all or part of the inventory to
anot her contract;

d. Have the inventory returned to IHS;, or
e. Report the inventory as excess.

(2) Qher options the Government nay consider for
the disposition of Governnment property
include sale to the public, donation,
abandonnent, scrapping, and destruction. The
Property Administrator will provide specific
witten instructions for the disposal of
Gover nnment property.
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