How to Assign DoD FFP property into FEPMIS
· Must be assigned to the State, Fire, or Emergency services agency within 30 days.

1. Type in the FSC code, Property Number, Assignment Unit Code, or Assignment Unit Name – if known.

· Select Continue

2. Select the District and the item
· Select Continue
3. Select the Assignment Unit that is taking ownership of the property.

4. Complete the following fields

a) Contact Name – Property cannot be assigned to an individual, but enter the persons name who is representing the agency that is agreeing to put this equipment into service.

b) Contact Phone – should be the number for the agency receiving the property.

c) Shipping Information – Enter the expected date of pick up – if going to the state agency temporarily, enter something like “AR state, to be issued to VFD at a later date”.

d) Comments – enter your state requirements.  Put anything here that you want to make sure the VFD is aware of.  This is the document that they will be signing and keeping for official record of receipt.

e) Line item comment – you can enter the property condition in this field, what you would have stated on the receipt of the item.  (i.e. 4 flat tires, leaking oil, some body rust, windshield cracked)  Something to give you an idea of what the agency will have to repair prior to putting into service.

f) PRINT THE SHIPPING DOCUMENT

· The shipping document must be signed by the agencies representative and the state agency representative.  

· State Agency will retain a copy of the signed and dated Shipping Document, the property receipt in FEPMIS, and the MILSTRIP record for a minimum of 5 years.
