Asset files; do a drawer or a binder, make sure you separate the sections clearly to identify these 6 types of files.
· Aircraft files that are closed (the state no longer has the aircraft) file by the AG number in a drawer marked “Closed aircraft files - do not purge”.

· SF 122’s that do not have a Federal Inventory item on them can be purged after 6 years and 3 months.  The SF 122 contains only property items that have an original acquisition cost below $5,000 and is not a sensitive item.  Have a partition that separates the states and then another partition for the FY.  File these by the SF 122 order number.  Mark this drawer “Closed SF 122, purge after 6 years 3 mos”.  Do not place any SF 122’s in this file that have a Federal Property number assigned to one of the acquisitions.  
· Make an asset folder (if using a binder you don’t need to put them in a file folder) for all the Federal inventory items that you have.  Mark this drawer "Active - do not purge".  These records do not get purged until they are moved to the closed drawer, they stay open continuous and will have file folders being added and removed as warranted.  List all by the Federal AG number, you should divide between the states.  Have a partition that separates each state that has FEPP.  File by the AG # and separate by state.  Your aircraft that is currently in the possession of the state will be in with the other Federal Property, you don't need to separate them from the other Active files.

· In another drawer, you will have all the asset files that have a Report of Excess open on them.  Name the drawer " Disposal - do not purge".  Once you approve a report of excess, you pull the asset file from the Active drawer, give it to the Technician with the change of status form to enter in AAMS.  Once it is entered in AAMS, you send a copy with the date it was entered in AAMS to the state (FEPP Manager), the technician should initial and date the change of status form indicating the date it was entered in AAMS.  The asset file/folder will then go in the “Disposal” drawer.  Every piece of property that has a Change of Status will be in this drawer.  You will now file the Asset File by the Report of Excess number and no longer use the AG number.  You can keep both written on the file.  File by the Change of Status number so you can find the file when GSA disposes of the item.  Separate by state.  

· Your final drawer, Mark the drawer, Closed, purge after 6 years 3 mos.  Keep in mind that the 6yrs, 3mos begins in the year of disposal.  So, your purged files go by year, separate the years of disposal.  It will make it easier on you when it comes time to purge the files if you can just purge the whole year by the division.  When you get a disposal document from GSA (or from the state if it was on the AD 112 and the item was lost/stolen/destroyed) you pull the asset file from the "Disposal" drawer, give it to the Technician so they can remove the item from PROP and FEPMIS inventory.  The asset file is then placed in the "Closed" drawer and kept for 6 year 3 months after the year of disposal.  For instance, if an item was sold in FY 2000, the asset file was in the "Closed" drawer under FY00, everything in that FY00 division will be purged in January 2007.   You can file these by the AG number or report of excess number, your choice.  You may box the oldest years if you are limited on drawer space.  Just keep the boxes until the purge date.
· Inventory Records – You need to keep copies of the FEPMIS certified inventory  that the state forester approved, the W02 report you ran after you are done reconciling the inventory in PROP, the Inventory Takers certification statements, the FEPMIS worksheets that the state filled out or the FEPMIS transaction reports that you used to make the changes to PROP,  any AD 112’s reporting property as lost/stolen/damaged/destroyed, SF 122’s for property found during the inventory, the certified inventory statement from FEPMIS or PROP (W22B), and Print Screen from PROP showing the Certification Date by APO.
