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Certifying Physical Inventories in FEPMIS

Q. How does one ‘certify the inventory’ in FEPMIS?

A. There are several things to keep in mind when working with the inventory certification process in FEPMIS. 

a.  For one, when a State’s property is downloaded from the National Finance Center, it goes in as having been certified effective the last date there is a certified inventory on record with the Forest Service.  
b. Second, everything will then show as ‘overdue’.  
c. Third, as each piece of property is inventoried and the inventory date updated, the item drops off the ‘exception report’ (which is just a list of items without an updated inventory date less than the last Certified Inventory Date).  
d. Fourth, once all items have been updated and the State Forester has certified it, all items will show ‘overdue’ again.

Q.  All of them?  Overdue?

A.  Yes.  And the process of physically inventorying property and updating the records begins anew.  Keep in mind that in this context, ‘overdue’ simply means that the property item has an inventoried date on it that is older than the State Forester’s certification.

Q.  Do I have to go in and update the record for every piece of property?

A.   The system updates the date of inventory when a vehicle is assigned or reissued to an assignment unit (we presume you don’t transfer a vehicle you can’t find), or you may change the inventory date (see Exhibit A).  We encourage you to update records when you do formal physical inventories, noting current mileage/hours or correcting errors if necessary, and complete it by updating the date of the last inventory (see below). 

Q.  Who can update those records?

A.  District managers for their districts, warehouse managers for their warehouse, and FEPP managers for all areas.  Also may be done by all the support people for those positions for their respective areas.

From the main menu:
· Inventory
· Review/Modify Inventory Date 

· Review/Modify Inventoried Items 

· Review/Adjust Non-Inventoried Items 

· Query Inventory Items 

And if you pick the first one, you’ll end up with a screen that looks like this:
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(Login User ID: WAD1  Role: State District Office)

State: WA Inventory Certification Date: 03/23/2001
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Then when the appropriate boxes are completed, you will get a form that looks like this:
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The items highlighted in yellow are the ones that have not had their inventory date updated (or been assigned/reissued) since the previous certification by the State Forester. You may simply update the date, or you may select the line item and change other information as well.  See Exhibit A.
Q. As a State Forester/Coordinator, how do I know which items have not been updated in my entire inventory?

A. Pull an “Inventory Exception Report”.  This will list all items with an inventory date that is previous to the previous certification. Note:  The State cannot certify the inventory until every inventoried item in the database has an inventory date that is more recent than the previous certification.

Q. So, we get all the records updated, showing the latest date we touched the item.  Then what?

A. Then the State Forester (or Coordinator) can certify to the FS on-line that the physical inventory has been completed.  The State then produces an “Inventory Certification Report” which has signature blocks on it.  It must be signed by the State Forester and sent to the Forest Service PMO.  When the PMO is satisfied, he/she approves in FEPMIS that the inventory is complete, and all property items for the State’s accepted inventory is shown as having that date as the inventory date.  (Note:  FS Regions and the Area may use a slightly different order of events – follow your PMO’s directions.)

Q. So how often must this be done?

A.  All State inventories must be physically inventoried at least once every two years. Check with your Forest Service PMO for Region- or Area-specific processes and direction.

Exhibit A
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This screen is what you get when you ‘list inventoried items’ from a district manager or FEPP manager’s main menu, and then select one of the items.  You may simply update the ‘inventoried date’ or also correct most the rest of the fields as needed.  Not shown on this screen print is the field for miles/hours.  Any field updated requires a justification on the right side of the screen – ‘per physical inventory 9/03’, for example.






