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	Subject:
	FY 2006 Personal Property Inventory Additional Procedures  

	
	

	To:
	Regional Foresters, Station Directors, Area Director, IITF Director and Deputy Chiefs    

	
	

	 


As you are aware, the recent reorganization has caused many routine procedures to be modified to fit a national level program.  Some of those circumstances are also affecting the fiscal year 2006 Personal Property Inventory. 

Part of the inventory process includes adding and removing property and equipment from our Property Management Information System (PMIS) to keep our inventory current.  An important step in the inventory process is to remove both PROP and EMIS master records for lost, stolen, damaged property and equipment when the property no longer exists or performs as intended.  Removing property from the PROP database requires completing an AD-112 by the custodian who was responsible for the property.  To remove property from the EMIS database, Form FS-6500-61a, is normally used.  The Albuquerque Service Center (ASC) Property WCF Branch will be entering the IT EMIS inventory corrections into the WCF Data Entry Program.  Therefore, for the FY06 inventory, the ASC Property WCF Branch will use the AD-112 along with the returned EMIS spreadsheets in lieu of form FS-6500-61a.  The AD-112 must have, at a minimum, the equipment number assigned to each piece of EMIS property in order to do a “status 8” to remove it from the database. 

The EMIS database and associated equipment does not have Accountable Property Officers (APO’s) and custodians assigned in the same manner as PROP.  This changes the dynamics of our routine property tasks.  The current Property Management requirement to report lost, stolen, damaged or cannibalized property requires form AD-112 to be completed for both EMIS and PROP.  However, without having APO and custodian roles in EMIS, a complication arises of who will sign the appropriate signature blocks on the AD-112.  In order to complete the inventory and make the necessary corrections in the EMIS database, we will allow the signature blocks to have an annotation stating “Custodian not assigned” and “APO not assigned”.  Please understand that this authorization is a one-time only accepted procedure for the FY06 Personal Property Inventory. 

Property custodians may also have been reassigned, transferred, and no longer available to complete an AD-112 to allow the removal of property from the PROP database.  In this case, Property Specialists and Technicians will need to complete the form and document in the explanation block (Section 1, 3. D.) what research effort took place to locate the property.  Please sign and date in the explanation block and annotate in the custodian signature block (Section 1.4.), “Custodian unavailable”. 

The role of the Property Management Officer (PMO), and the form itself, have always required a PMO signature for both PROP and EMIS personal property that was lost, stolen, damaged, or cannibalized.  The purpose of their signature is either to review and make a recommendation on the level of negligence involved, or to authorize the cannibalization or destruction of unserviceable property.  It in no way implicates the PMO as being the responsible party for what happened to the property.  For items not found, please provide a statement, “Item not found during FY06 inventory” in the explanation block (Section 1, 3. D.).  To clearly reiterate, no claim of negligence will be filed against a PMO for this one-time inventory process.  A copy of this letter can be attached to the AD-112 as backup documentation.  With this understanding, please ensure that the AD-112’s are signed by the appropriate PMO. 

We are working with ASC Property WCF Branch on developing criteria that will clearly identify what property should be entered into either EMIS or PROP for property that was discovered during inventory and not found on an inventory sheet.  This is a critical step to ensure the property is consistent with the appropriate funds that were used at the time of purchase.  Direction will be sent out next week to inform everyone of the process to use. 

Please contact Sandee Hart by email at sjhart@fs.fed.us or by phone 505-563-9135 with any questions that arise. 

	

	/s/ Ronald E. Hooper

	RONALD E. HOOPER

	Director, Acquisition Management


cc:  Melissa Dyniec

Marion Hammon

Hilda Hanson   
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