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Chapter 1.  About this guide

This guide describes the Federal Excess Property Management Information 
System (FEPMIS). It contains information about how to create and handle SF 
122s, create and handle SF 120s, manage inventory, and work with FEPP 
assignments.

This guide is a work-in-progress. Additional information will be made available 
on an ongoing basis.  Please check the website occasionally for the latest 
additions and corrections to this guide!

Before you begin
This guide assumes that you have knowledge in the following areas before 
you begin using FEPMIS:

• You can log on and log off your personal computer and are understand 
personal computer terms and concepts.

• You are familiar with Windows 95, Windows 98, Windows NT, or 
Windows 2000.

• You are familiar with using the Internet and using an Internet browser.

How to use this guide
Each chapter of this guide explains a specific functional area of the FEPMIS 
system.  You will find an overview of each chapter and the functions that you 
can perform.

Appendices are located at the back of this guide to help you locate additional 
information that may help you use FEPMIS.

The Glossary of fields lists fields and field definitions.
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Chapter 2.  Getting started

This chapter explains how to log on and access the Federal Excess Property 
Management Information System (FEPMIS).  Topics include:

• Terms and concepts
• Logging on and logging off.

Terms and concepts
This section identifies some of the screen, toolbar, and menu components that 
you will be using in FEPMIS.  If you are not already familiar with Windows 
and using Internet-based software applications, review these terms and 
concepts before proceeding with the remaining chapters in this guide.

For more information about fields and field description on FEPMIS forms, 
refer to “Glossary of fields,” in the back of this guide.

Browser toolbar
The following diagram shows some of the main elements of the Internet 
Explorer toolbar.

The browser you use to access FEPMIS may appear differently than the one 
shown here.  Refer to you browser documentation for more explanation.
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Screen terminology
The following diagram shows several key elements of the FEPMIS web page.  
This example shows the Property Management Officer Menu.

The menu that appears on your screen is based on the user id you enter 
when you log on to FEPMIS.  Only those links appropriate for that user id 
display on the menu.
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The following diagram shows a sample screen adn some of its main elements.

Logging on and logging off
FEPMIS is available on the Fire and Aviation Management web page:

http://famweb.nwcg.gov:8181/servlet/FepmisLogingServlet

To access FEPMIS from the Internet

1 Start your Internet browser.

2 In the address bar, type 
http://famweb.nwcg.gov:8181/servlet/FepmisLogingServlet then press 
ENTER.

3 In the User ID text box, type the appropriate user id.

4 In the Password text box, type the password for that user id, and then 
click the Login button.
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The following diagram shows the FEPMIS log on screen.

To log off FEPMIS

1 On any FEPMIS menu or screen, click Logoff.

2 On the File menu, click Close.



Chapter 3.  Working with 122s

This chapter explains how to use FEPMIS to create, approve, and process the 
Standard Form 122, “Transfer Order Excess Personal Property” (SF 122). An 
SF 122 allows you to keep track of property owned by a federal agency and 
on loan to a state agency. Topics include:

• Creating an SF 122
• Approving an SF 122
• Creating a document pickup
• Completing an SF 122 receipt of items
• Reviewing, resubmitting, and canceling an SF 122.

The following diagram shows a typical process flow of an SF 122. The boxes 
highlight menu options that are explained in this chapter.

This diagram may or may not reflect the exact procedures used by your 
agency. Use those procedures established by your agency.
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Creating an SF 122
This section explains how to create an SF 122. This is the first step for 
transferring and tracking federally owned excess property that is listed on 
your state agency’s acquisition plan. 

The SF 122 with Special Justification form appears automatically for any line 
item that meets special justification criteria, including FSC Codes 1510 and 
1520, FSC Codes not on the acquisition plan, and for quantities greater than 
those specified on the acquisition plan.

Performed by: FEPP screener.

To create an SF 122

1 On the FEPP Screener menu under SF 122, click Create SF 122.

2 Click the GSA APO ID of your choice and then click the Continue 
button.

3 Click the Holding Agency ID of your choice and then click the Continue 
button.

4 Click the Property Location ID of your choice.

5 Click to select, and then type the FSC Code Display Option information 
of your choice:

- FSC Category
- FSC Code
- FSC Description.

6 Click the Continue button.

7 Click the FSC Code of your choice and then click the Continue button.

8 Click the FEPP Type Code of your choice and then click the Continue 
button.

After completing step 8, the SF 122 form displays.

9 Complete the remaining Location Data fields as appropriate. Press TAB 
to advance to the next field.

- Requestor/Alt. Fax Number - required
- Ship To Name
- Ship To Address 1
- Ship To Address 2
- Ship To City
- Ship To State
- Ship To Zip Code
- Ship To Phone Number
- Ship To email Address
- Ship To Instructions.
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10 Complete the remaining Line Item Data fields as appropriate. Press TAB 
to advance to the next field.

- Condition
- MIL Req. Document Number
- DMIL Code
- NSN
- Physical Location - required
- Turn In Doc Number - required
- Unit - required
- Quantity - required
- Unit Cost - required
- Rural Use or State Use
- Comment.

11 For FSC Codes 1510 and 1520, FSC Codes not on the acquisition plan, or 
quantities greater than those specified on the acquisition plan, type the 
explanatory text in the Special Justification box, as appropriate.

12  When finished, click the Submit Line Item button.

The Create SF-122 form redisplays with the following sample 
confirmation message:

Line Item Submitted...SF122 Order: COSCR1CO00013

To add another line item to a current SF 122 without special 
justification

You can only add line items to an SF 122 without special justification. For an 
SF 122 with special justification requirements, you must create a new SF 122 
and then add the line item.

1 On the current Create SF-122 form, click the New Line Item button.

2 Beginning with step 6, complete the new SF 122 as instructed in the 
previous task, “To create an SF 122.”

To create a new SF 122 from the current Create SF-122 form

1 On the current Create SF-122 form, click the New SF122 button.

2 Beginning with step 2, complete the new SF 122 as instructed in the 
previous task, “To create an SF 122.”
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The following diagram shows the Create SF 122 form. 
3-4 DRAFT November 2, 2001



FEPMIS User’s Guide Chapter 3. Working with 122s
The following diagram shows the SF 122 with Special Justification form. 
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Approving an SF 122
This section explains how to approve an SF 122. Depending on your agency, 
approval may occur at one or more levels:

• For items that meet acquisition plan requirements, the SF 122 moves 
forward directly from the State Screener to the Forest Service Property 
Management Officer for approval.

• The State FEPP Manager may review and refine items listed on the SF 
122 to ensure that these meet the acquisition plan requirements.

• The State Forester approves the SF 122. This process is either automatic 
or is performed manually.

• Once the SF 122 is approved at the State Forester level, it progresses on to 
the Federal side, for Property Management Officer or Program Manager 
approval.

Performed by: State FEPP Manager
State FEPP Manager Support
State Coordinator / Contact
State Forester
Property Management Officer
Program Manager
State Support and Region Support (except for an SF 122 
with Special Justification).

To approve an SF 122

1 On the menu under SF 122, click Approve SF 122.

2 Select the SF 122 of your choice and then click the Continue button.

3 Review the SF 122 to ensure it meets the needs of your acquisition plan, 
and then click the Approve SF122 button.

The Approve SF-122 - Review/Approve form redisplays with the following 
sample confirmation message:

SF-122 [COSCR1CO00012] status successfully Approved.

To change the requested quantity of an item on an SF 122

1 On the menu under SF 122, click Approve SF 122.

2 Select the SF 122 of your choice and then click the Continue button.

3 In the Qty Rqstd box, double-click to highlight the current quantity, type 
the new quantity, and then click the Save Changes button.

The Approve SF-122 - Review/Approve form redisplays with the following 
sample confirmation message:

Line [1]: The new requested quantity has been saved.
+++ SF-122 [COSCR1CO00013] status successfully Updated.
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To reject an SF 122

1 On the menu, click Approve SF 122.

2 Select the SF 122 of your choice and then click the Continue button.

3 Under Rejection Reason, type the explanation for rejecting the SF 122, 
and then click the Save Changes button.

The Approve SF-122 - Review/Approve form redisplays with the following 
sample confirmation message:

Line [1]: The line has been rejected.
+++ SF-122 [COSCR1CO00014] status successfully Rejected.

The following diagram shows the Approve SF-122 - Review/Approve with 
Special Justification form.
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Creating a pickup document
This section explains how to generate a pickup document for acknoledging 
partial pickup of an approved SF 122 line item. Until you complete an SF 122 
receipt of items, you can perform a partial pickup. The line item status then 
changes from “APPROVED,” to either “PARTIALLY_RECEIPTED” or 
“COMPLETE.”

Performed by: FEPP Screener

To create a pickup document

1 On the FEPP Screener menu under SF 122, click Document Pickup.

2 Select the SF 122 Order Number of your choice and then click the 
Continue button.

3 To complete the pickup process, click Submit.

The Pickup Document - Transfer Order for Excess Property form redisplays 
with the following sample confirmation message:

Pickup of COSCR1CO00007 Submitted.
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The following diagram shows the Pickup Document - Transfer Order for 
Excess Property form.
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To change the requested quantity of a received item on a Pickup 
Document

1 On the FEPP Screener menu under SF 122, click Document Pickup.

2 Select the SF 122 Order Number of your choice and then click the 
Continue button.

3 In the Qty Picked Up box, double-click to highlight the current quantity, 
and then type the total received quantity.

4 Under Enter justification if Quantity Picked up is More or Less than 
Total Quantity, type the explanatory text, and then click the Submit 
button.

The Pickup Document - Transfer Order for Excess Property form 
redisplays with the following sample confirmation message:

Pickup of COSCR1CO00007 Submitted.

5 To choose another SF 122 Order Number for document pickup, click 
Cancel.

Completing an SF 122 receipt of items
This section explains how to complete a receipt of items listed on approved 
SF 122s. This is the final step for transferring and tracking federally owned 
excess property that is acquired by a state agency. 

Performed by: State FEPP Manager
State FEPP Manager Support
FEPP Screener
Warehouse Manager
Warehouse Manager Support.

To receipt items on an SF 122

1 On the menu under SF 122, click SF 122 Receipt of Items.

2 Select the SF 122 of your choice, and then click the Continue button.

3 Select the SF 122 line item of your choice to receipt, and then click the 
Continue button.

After completing step 3, the Receipt Items on SF-122 - Receipt Item form 
displays.

4 Review the following and change, as needed

- FSC Code
- FEPP Type
- Receipt Unit.

If you changed the Receipt Unit, you must also change the Total Actual 
Quantity to reflect that new unit of issue.
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5 In the Total Actual Quantity box, type the total quantity of this line item 
receipted. Include all previously receipted items.

6 If the Total Actual Quantity is less than the Requested Quantity, type 
the explanation in the Discrepancy Justification box.

7 Under Part?, select either Non-Inventoried Part or Inventoried 
Property, as appropriate.

8 Under Does this receipt complete this line?, select either Yes or No.

9 When finished, click the Submit (Non-Inventory) / Continue 
(Inventory or Change FSC Code) button.

The Receipt Items on SF-122 - Receipt Item form redisplays with the 
following sample confirmation message:

Non-Inventory item for [COSCR1CO00006] line [1] receipted.
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The following diagram shows the Receipt Items on SF-122 - Receipt Item 
form.
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To change an FSC Code or FEPP Type on an approved SF 122

Perform this task to change the FSC Code or FEPP type.  For example, you 
can correct the identification of a vehicle erroneously listed as “TRUCK, 4X2” 
to “TRUCK, 4X4.” This is your only chance to change FSC Code and 
FEPP Type!

1 Under Change FSC Code and/or FEPP TYPE?, click Yes.

This option is located just following the FEPP Type information, within the 
top yellow bar that extends across the form.

2 In the Total Actual Quantity box, type the total quantity of the item 
receipted, and then click the Submit (Non-Inventory) / Continue 
(Inventory or Change FSC Code) button.

The Receipt Items on SF-122 - Receipt Item form displays, allowing you 
to specify one of the following fields to narrow your search for a new FSC 
Code or FEPP Type: FSC Category, FSC Code, or FSC Description.

3 To narrow your search for a new FSC Code or FEPP Type, type the 
appropriate information in one of the following fields:

- FSC Category
- FSC Code
- FSC Description.

4 Click the Continue button.

5 Select the NEW FSC Code of your choice and then click the Continue 
button.

6 Select the New FSC Type of your choice and then click the Continue 
button.

7 Complete the remaining fields as appropriate. Press TAB to advance to the 
next field:

- FEPP Property Number
- State Property Number
- Manufacturer
- Model
- Model Year (#)
- Serial Number
- Part Number
- Condition
- Additional Description
- Location
- Vehicle License
- Vehicle Miles or Hours (#)
- Comment.

8 When finished, click the Receipt Item 1 of 1 button.
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The Receipt Items on SF-122 - Receipt Item form redisplays with the following 
sample confirmation message:

New property [2320] successfully added to the database.
+++ Processing completed for [COSCR1CO00008]. All database changes 
committed.

The following diagram shows the Receipt Items on SF-122 - Receipt Item 
form for changing an FSC Code or FEPP Type. 
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The following diagram shows the Receipt Items on SF-122 - Receipt Item 
form for selecting the New FEPP Type.
November 2, 2001 DRAFT 3-15



Chapter 3. Working with 122s FEPMIS User’s Guide
The following diagram shows the Receipt Items on SF-122 - Receipt Item 
form for receipting the new line item.

To change a receipt unit on an approved SF 122

1 On the menu under SF 122, click SF 122 Receipt of Items.

2 Select the approved SF 122 of your choice, and then click the Continue 
button.

3 Select the SF 122 line item of your choice to receipt, and then click the 
Continue button.

4 Under Receipt Unit, click the drop-down arrow and then click to select 
the new unit of issue of your choice.
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5 In the Total Actual Quantity box, type the new total quantity for the new 
unit of issue.

6 In the Discrepancy Justification box, type the explanatory text, and then 
click the Submit (Non-Inventory) / Continue (Inventory or Change 
FSC Code) button.

7 Modify the remaining fields as appropriate. Press TAB to advance to the 
next field:

- FEPP Property Number
- State Property Number
- Manufacturer
- Model
- Model Year (#)
- Serial Number
- Part Number
- Condition
- Additional Description
- Location
- Vehicle License
- Vehicle Miles or Hours (#)
- Comment.

8 When finished, click the Receipt Item (# of #) button.

The Receipt Items on SF-122 - Receipt Item form redisplays with the following 
sample confirmation message:

New property [123849831] successfully added to the database.
+++ Item 1 saved, now enter the next item

Reviewing, resubmitting, and canceling an SF 122
This section explains how to review an outstanding SF 122, resubmit a 
rejected line item, or cancel a rejected line item.

Performed by: FEPP Manager
State FEPP Manager Support
FEPP Screener
Warehouse Manager.

To review an outstanding SF 122

1 On the menu under SF 122, click Review / Resubmit / Cancel SF 122.

2 Select the SF 122 Order Number of your choice and then click the 
Continue button.

3 Review the SF 122 as needed.

4 To choose another SF 122 Order Number for review, click Cancel.
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The following diagram shows the Review SF-122 - Request for Excess 
Property form.
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To resubmit a rejected line item - for FEPP screeners only

You can only resubmit a rejected line item one time.

1 On the menu under SF 122, click Review / Resubmit / Cancel SF 122.

2 Select the SF 122 Order Number that contains the rejected line item, and 
then click the Continue button.

3 Locate the Line Item of your choice, and then modify as needed.

4 Under Action, click Resubmit, and then click the Submit button.

The Review SF-122 - Request for Excess Property form redisplays with the 
following sample confirmation message:

Resubmission of Line Item 1 Complete.
Resubmission Order Number: COSCR1CO00015
Original Line Item has been Canceled.
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The following diagram shows the Review SF-122 - Request for Excess 
Property form that allows you to cancel or resubmit rejected line items.
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To cancel a rejected line item - for FEPP screeners only

1 On the menu under SF 122, click Review / Resubmit / Cancel SF 122.

2 Select the SF 122 Order Number that contains the rejected line item, and 
then click the Continue button.

3 Locate the Line Item of your choice.

4 Under Action, click Cancel, and then click the Submit button.

The Review SF-122 - Request for Excess Property form redisplays with the 
following sample confirmation message:

Line Item: 1 Canceled.
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Chapter 4.  Managing inventory

This chapter explains how to use FEPMIS to work with inventory and 
property numbers.  Topics include:

• Reviewing and modifying inventoried and non-inventoried items
• Certifying inventory
• Correcting FEPP property (NFC ID) numbers.

The following diagram shows the level of access for State, District, and Local 
Unit inventory items.

• At the District level, you can review inventory for a selected local unit.
• At the FEPP Manager level and above, you can review inventory for a 

selected district and local unit.
• At the Property Management Officer level, you can review inventory for a 

selected state, selected district, and local unit.

Reviewing and modifying inventoried and non-
inventoried items

This section explains how to review, modify, and adjust inventoried and non-
inventoried items.  

Performed by: Washington Office
Washington Office Support
Property Management Officer
Program Manager
State District Office
State District Office Support
State FEPP Manager
State FEPP Manager Support
Region Support
State Coordinator / Contact
State Forester
Warehouse Manager
Warehouse Manager Support.
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Reviewing and modifying inventoried items
Inventoried items include items whose acquisition cost is $5,000 or more or 
sensitive property valued at less than $5,000 that is subject to fraud, waste, 
and abuse, as determined by the Forest Service Property Management Officer.

To review an inventoried item

1 On the menu under Inventory, click Review Inventoried Items.

2 Based on your access level, select the State List, District List, and Local 
Unit as required. Click the Continue button after each selection.

3 Under Assigned Inventoried Items, click the FSC Code of your choice, 
and then click the Continue button.

4 Review the inventoried item.  When finished, click the Cancel button.

The following diagram shows the List Inventoried Items form.  From here, 
you can choose which inventoried item to display.
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The following diagram shows the List Inventoried Items form.
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To modify an inventoried item

1 On the menu under Inventory, click Review Inventoried Items.

2 Based on the level of your user role, select the State List, District List, 
and Local Unit as required. Click the Continue button after each 
selection.

3 Under Assigned Inventoried Items, click the FSC Code of your choice, 
and then click the Continue button.

4 On the List Inventoried Items form, review and/or change the following 
fields as appropriate:

- Inventoried Date:  Month, Day, and Year
- Manufacturer
- Model
- Model Year (#)
- Serial Number
- NSN
- Part Number
- Unit of Issue
- Condition
- Additional Description
- DML
- Location
- Vehicle License
- Vehicle Miles or Hours (#)
- Military Bureau Number
- Registration Number
- Flyable: Yes or No
- Comment.

The fields that display on the List Inventoried Items form pertain 
specifically to that item. The preceding fields are specific to aircraft 
inventory items.

5 For each field that you modify, you must complete its corresponding 
Correction Justification box.

6 When finished, click the Save Record button.

The List Inventoried Items form redisplays with the following sample 
confirmation message:

A Correction Justification is required for Inventoried Date
+++ Property [CO-AMB-007] successfully updated in the database.

7 To return to the Assigned Inventoried Items list, click the Cancel 
button.
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To remove an item from the National Inventory List///

You must have the Property Management Officer or Property Management 
Officer Support role to perform this task.

1 On the menu under FEPP Change of Status or under Request/Report 
Change of Status, click Available Inventory - FEPP.

2 Select the item of your choice, type the new quantity in the Disposal 
Quantity box, and then click the Submit Changes button.

3

Reviewing and adjusting non-inventoried items
Non-inventoried items include items whose acquisition cost is less than 
$1,000 and is not designated as sensitive by the Property Management 
Officer.

To review a non-inventoried item

1 On the menu under Inventory, click Review Non-Inventoried Items.

2 Based on the level of your user role, select the State List, District List, 
and Local Unit as required. Click the Continue button after each 
selection.

3 Under Assigned Non-Inventoried Items, click the FSC Code of your 
choice, and then click the Continue button.

4 Review the non-inventoried item.  When finished, click the Cancel 
button.
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The following diagram shows the List Non-Inventoried Items form.  From 
here, you can choose which non-inventoried item to display.

To adjust an existing non-inventoried item

1 On the menu under Inventory, click Review Non-Inventoried Items.

2 Based on the level of your user role, select the State List, District List, 
and Local Unit as required. Click the Continue button after each 
selection.

3 Under Assigned Non-Inventoried Items, click the FSC Code of your 
choice.

4 In the Actual Quantity box, type the new quantity of the non-inventoried 
item.
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5 In the Adjustment Justification box, type the explanatory text, and then 
click the Continue button.

The List Non-Inventoried Items form redisplays with the following sample 
confirmation message:

Quantity Adjustment Successful. 

To adjust an initial assignment quantity of a non-inventoried item

1 On the menu under Inventory, click Review Non-Inventoried Items.

2 Based on the level of your user role, select the State List, District List, 
and Local Unit as required. Click the Continue button after each 
selection.

3 Under Assigned Non-Inventoried Items, click the FSC Code of your 
choice.

4 In the Actual Quantity box, type the new quantity of the non-inventoried 
item.

5 In the Adjustment Justification box, type the explanatory text.

6 Click Initial Assignment Adjustment, type the Assignment Number, 
and then click the Continue button.

The List Non-Inventoried Items form redisplays with the following sample 
confirmation message:

Quantity Adjustment Successful. 

Certifying inventory
This section explains how to certify the physical inventory of FEPP items.

Performed by: Property Management Officer
State District Office
State District Office Support
State FEPP Manager
State FEPP Manager Support
State Coordinator / Contact
State Forester
Warehouse Manager
Warehouse Manager Support.

The Forest Service requires a complete physical inventory every two years or 
whenever required by the Property Management Officer.

To certify inventory

1 On the menu under Inventory, click Certify Inventory.
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2 Based on the level of your user access, select the District List, and Local 
Unit as required. Click the Continue button after each selection.

To access state inventory at the Property Management Officer level, 
select the State List of your choice and then click the Review State 
Inventory button.

3 Select the Assignment Unit of your choice. 

To review all assignment units, click check box #1.

4 To review all inventory items in the assignment unit, click check box #2.

5  Click the Continue button.

6 To certify a property item, select the FEPP Property Number of your 
choice, and then click the Save Certification Information button.

The following diagram shows the Certify Inventory form as it appears at the 
State District level.
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The following diagram shows the Certify Inventory form that displays for 
FEPP property items at the District level that have not been certified since the 
last inventory.

To review and/or modify a property item

You must first certify a property item before you can modify it.  Otherwise, 
your changes will not be saved!

1 On the Certify Inventory form, select the FEPP Property Number of 
your choice, and then click the View/Modify Property Details button.

2 Modify the fields of your choice.

3 For each field that you modify, you must complete its corresponding 
Correction Justification box.

4 When finished, click the Submit button.

The Certify Inventory form redisplays with the following sample 
confirmation message:

Property [CO-AMB-007] successfully updated in the database.
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The following diagram shows the Certify Inventory for modifying a property 
item. 
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Correcting FEPP property (NFC ID) numbers
This section explains how to correct FEPP property numbers.  Before you can 
correct a FEPP property number, the following conditions must exist:

• The property must never have been assigned to a local unit.
• The property may or may not be receipted.
• No FSC and/or FEPP Type Code(s) were changed on receipt.
• No data corrections have been performed.
• Property item must not have been accounted for in the physical inventory 

process.

Performed by: Property Management Officer
Program Manager
Region Support.

To correct a FEPP property (NFC ID) number

1 On the menu under Inventory, click Correct FEPP Property Number.

2 In the State Code box, type the two-letter state abbreviation.

3 In the Incorrect FEPP Property Number field, type the current FEPP 
Property Number that you want to change.

4 In the Correct FEPP Property Number, type the new FEPP Property 
Number, and then click the Continue button.

5 On the re-displayed Correct FEPP Property Number form, click the 
Submit button.

The Correct FEPP Property Number form redisplays with the following 
sample confirmation message:

FEPP Property Number [123849833] successfully changed to 
[123849834]
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The following diagram shows the Correct FEPP Property Number form.
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Chapter 5.  Managing change of status

This chapter explains how to use FEPMIS to request or report status changes 
in inventoried and non-inventoried items.  In FEPMIS, menus for managing 
change of status for inventoried items and separate from menus for managing 
change of status for non-inventoried items.  The process, however, is 
essentially the same for both inventoried and non-inventoried items. This 
chapter, therefore, outlines tasks for managing change of status for 
inventoried items only.  Topics include:

• Working with change of status for inventoried and non-inventoried items
• Reporting items obtained by cannibalization
• Working with available National inventory lists.

The following diagram shows a typical process flow to dispose of excess 
property.
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Working with change of status for inventoried and non-
inventoried items

This section explains how to complete change of status requests for 
inventoried and non-inventoried items. The tasks you can perform in this 
section is based on the current status of the Change of Status request and the 
level of your user access. You may have several available options:

• At the PMO level, you can create an SF-120 or AD-112.
• You can approve a request and send it to the next level for approval.
• You can assign a selected item to another consuming unit or warehouse.
• You can close a completed Change of Status request.

Performed by: State District Office
State District Office Support
Warehouse Manager
Warehouse Manager Support
State Forester
State FEPP Manager
State FEPP Manager Support
Property Management Officer
Program Manager
State Coordinator/Contact
State Support and Region Support.

Change of status menu options and forms for inventoried items are used to 
illustrate the tasks in this section. Performing change of status tasks for non-
inventoried item are essentially the same as for inventoried items.

Support level personnel cannot approve Change of Status requests.

To review a Change of Status request

1 On the menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice, and then click the Continue 
button.
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The following diagram shows the Inventoried Items list on the Review 
Request for Change Of Status For Inventories Items form.
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The following diagram shows the Review Request for Change Of Status For 
Inventoried Items form for a specific Line Item.

To create a Change of Status SF-120 for an item

This option is available only to those with the PMO access level.

1 On the PMO menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice, and then click the Continue 
button.

3 Click the Change of Status Form Type drop-down arrow, select SF-120, 
and then click the Create Change Form button.
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4 On the Disposal Report Form SF - 120 in the Disposal Document 
Number box, type the appropriate number of the disposal document.

5 Click the Change if Status Requested drop-down arrow and select the 
appropriate status.

6 In the Disposal Comments box, type the explanatory text as appropriate.

7 Click the appropriate Type of Report

- A.  Original
- B.  Corrected
- C.  Partial W/D
- D.  Total W/D.

8 When finished, click the Submit button.

The Review Request for Change Of Status For Inventoried Items form 
redisplays with the following sample message:

Disposal Report Submitted
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The following diagram shows the Review Request for Change Of Status For 
Inventories Items form.  The bottom of this form displays the options 
available at the PMO level.l
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The following diagram shows the SF-120 form. 

To create a Change of Status AD-112 for an item

This option is available only to those with the PMO access level.

1 On the PMO menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice, and then click the Continue 
button.
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3 Click the Change of Status Form Type drop-down arrow, select 
AD-112, and then click the Create Change Form button.

4 On the Disposal Report Form AD - 112 in the Disposal Document 
Number box, type the appropriate number of the disposal document.

5 Click the Change if Status Requested drop-down arrow and select the 
appropriate status.

6 In the Disposal Comments box, type the explanatory text as appropriate.

7 Click the appropriate Type of Report

- A. Property has no commercial value
- B. Health, safety, or security considerations require immediate 

abandonment or destruction
- C. Costs of care and handling exceed expected small lot sales 

proceeds
- D. Regulation or directive requires abandonment or destruction
- E. Property is uneconomical to repair/not needed by another user 

and may be cannabilized for parts.
- F. Modify
- G. Other.

8 When finished, click the Submit button.

The Review Request for Change Of Status For Inventoried Items form 
redisplays with the following sample message:

Disposal Report Submitted. 
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The following diagram shows the AD-112 form.
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To approve a request for an item and send it to the next level

1 On the menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice, and then click the Continue 
button.

3 Review the property item, and then click the Approve Request button.

The following diagram shows the Review Change Of Status For Inventoried 
Items form.  The bottom of this form displays the options available at the 
State Forester level.
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To review item details for an item

1 On the menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice, and then click the Continue 
button.

3 On the Review Request for Change Of Status For Inventoried Items 
form, review and/or change the following fields as appropriate:

- Inventoried Date:  Month, Day, and Year
- State Property Number
- Manufacturer
- Model
- Model Year (#)
- Serial Number
- Unit of Issue
- Condition
- Additional Description
- DML
- Location
- Vehicle License
- Vehicle Miles or Hours (#)
- Military Bureau Number
- Registration Number
- Flyable: Yes or No
- Comment.

The fields that display on the List Inventoried Items form pertain 
specifically to that item. The preceding fields are specific to aircraft 
inventory items.

4 For each field that you modify, you must complete its corresponding 
Correction Justification box.

5 When finished, click the Save Record button.

The Review Request for Change Of Status For Inventoried Items form 
redisplays with the following sample message:

Property [CO-AIR-003] successfully updated in the database.



Chapter 5. Managing change of status FEPMIS User’s Guide

5-12 DRAFT October 15, 2001

The following diagram shows the Review Change Of Status For Inventoried 
Items form for changing item details. 
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To reject a request for an item

1 On the menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice and then click the Continue 
button.

3 Review the property item, and then click the Reject Request button.

The Review Request for Change Of Status For Inventoried Items form 
redisplays with the following sample message:

Disposal Request Canceled. 

To reassign a selected item to another consuming unit or 
warehouse

You can also use this option to add optional shipping information.

1 On the menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice, and then click the Continue 
button.

3 Review the property item, type the explanatory text in the the Reason 
Change of Status box, and then click the Reassign Property button.

4 Select the Assignment Unit of your choice and then complete the 
following shipping information as appropriate:

- Contact Name
- Contact Phone, Extension, and Country Code
- Shipping Information
- Comments.

5 When finished, click the Submit button.

The Review Request for Change Of Status For Inventoried Items form 
redisplays with the following sample message:

Reassignment Complete.
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The following diagram shows the Review Request for Change Of Status For 
Inventories Items form for reassigning property.
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The following diagram shows the Review Change Of Status For Inventoried 
Items form. 

To close a completed Change of Status request for an item

1 On the menu under FEPP Change of Status, click 
Review/Approve/Close/Cancel Inventoried Item Change of Status.

2 On the Review Request for Change Of Status For Inventoried Items 
form, select the Line Item of your choice and then click the Continue 
button.

3 Review the amount in the Disposal Amount $ box and correct as 
appropriate.

4 Under Reason Change of Status, type the explanation for changing the 
status of the inventoried item, and then click the Close Report button.

The Review Request for Change Of Status For Inventoried Items form 
redisplays with the following sample message:

Change of Usage Request Closed.
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Reporting items obtained by cannibalization
This section explains how to record items obtained by cannibalization into 
FEPMIS.///p. 149

Performed by: State FEPP Manager
State FEPP Manager Support
State District Office
State District Office Support
Warehouse Manager
Warehouse Manager Support.

To record an item obtained by cannibalization

1 On the menu under Request/Report Change of Status, click Report 
Items Obtained by Cannibalization.

2

3

Working with available National inventory lists
This section explains how to review all inventoried and non-inventoried items 
on the National Inventory Lists.  Topics include:

• Reviewing available inventory - FEPP
• Reviewing available non-inventory - FEPP.

Performed by: All FEPMIS users.

The Property Management Officer or Property Management Officer Support 
roles may remove an item from the inventory list at any time.  For more 
information, see Chapter 6, “Managing inventory,” in this FPEMIS User’s 
Guide.

Reviewing available inventory - FEPP
This option allows you to review inventoried items that have a status of 
“ON_NATL_INV.” These include items that may be picked up by other states 
or sent out of the FEPMIS system.

Inventoried items remain on the National Inventory List for five calendar days.  
After five days, the status of these items change to “OFF_NATL_INV,” and 
only those who have the Property Management Officer or Property 
Management Officer Support roles may review these items.

To review available FEPP inventory items

• On the menu under FEPP Change of Status or under Request/Report 
Change of Status, click Available Inventory - FEPP.
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Reviewing available non-inventory - FEPP
This option allows you to review non-inventoried items that have a status of 
“ON_NATL_INV.” These include items that may be picked up by other states 
or sent out of the FEPMIS system.

Non-inventoried items remain on the National Inventory List for five calendar 
days.  After five days, the status of these items change to “OFF_NATL_INV,” 
and only those who have the Property Management Officer or Property 
Management Officer Support roles may review these items.

To review available FEPP non-inventory items

• On the menu under FEPP Change of Status or under Request/Report 
Change of Status, click Available Non-Inventory - FEPP.

To adjust the line item quantity for an item

You must have the Property Management Officer or Property Management 
Officer Support role to perform this task.

1 On the menu under FEPP Change of Status or under Request/Report 
Change of Status, click Available Inventory - FEPP or click Available 
Non_Inventory - FEPP.

2 Select the item of your choice, type the new quantity in the Disposal 
Quantity box, and then click the Submit Changes button.



Chapter 6.  Working with excess property requests

This chapter explains how to review, create, or delete a FEPP request for 
excess property.

Performed by: FEPP Manager
FEPP Manager Support
District FEPP Manager
District FEPP Manager Support
Warehouse Manager
Warehouse Manager Support
Local Unit Users.

To complete an excess property request form

You must make FEPP requests for a specific state code and local unit code.  
You must also resolve all local unit questions before making a FEPP request.

1 On the menu under FEPP Requests, click Excess Property Request 
Form.

2 On the Assignment Unit Selection screen, select the Assignment Unit of 
your choice, and then click the Continue button.

3 On the FEPP Request Excess Property form, type the FSC Code of 
your choice, type other information as appropriate, and then click the 
Continue button.

4 For that Local Unit, select the FSC Code of your choice, and then click 
the Continue button.

5 For that FSC Code for that Local Unit, type the Quantity requested in 
the Quantity box, complete all fields that display an asterisk (*), and then 
click the Submit button.

The FEPP Request Excess Property form redisplays with the following 
sample confirmation message:

New FEPP Request created successfully.
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The following diagram shows the FEPP Request Excess Property form.

The following diagram shows the next FEPP Request Excess Property form 
for selecting an FSC Code for a Local Unit.
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The following diagram shows the FEPP Request Excess Property form for 
entering the Quantity.

To review a FEPP request

1 On the menu under FEPP Requests, click Review Requests.

2 Select the Assignment Unit of your choice and then click the Continue 
button.

To delete a FEPP request

1 On the menu under FEPP Requests, click Review Requests.

2 Select the Assignment Unit of your choice and then click the Continue 
button.

3 Click to select the Delete? check box next to the FEPP Request of your 
choice, and then click the Continue button.

4 Review the FEPP Request, and then click the Submit button to verify 
the deletion.

The FEPP Request Excess Property form redisplays with the following 
sample confirmation message:

Request(s) successfully deleted.
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The following diagram shows the Assignment Unit Selection form.

The following diagram shows the FEPP Review Excess Property Requests 
form.
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The following diagram shows the FEPP Verify Deleting Excess Property 
Requests form.
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Chapter 7.  Acquisition planning

This chapter explains how to create your acquisition plan, how to create and 
edit rating questions, and how to modify local unit ratings.  Topics include:

• Creating your Acquisition Plan
• Rolling up the requests
• Approving the Acquisition Plan- State
• Approving the Acquisition Plan - PMO.

The following diagram shows how an acquisition plan is developed by a state 
agency.

States are allowed only one Proposed and one Approved Acquisition Plan at 
any time.

For more information about creating local rating questions, refer to the 
section, “Creating local rating questions,” in Chapter 9, “Working with 
assignment units.”
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Creating your Acquisition Plan
The State FEPP Manager begins the acquisition planning process by 
identifying the FSC and FEPP Type Codes allowed for their state.  Based on 
this list, each district and/or local unit creates their individual FEPP request 
that identifies their “wish list” of allowed FSC and FEPP Type Codes. The 
State FEPP Manager may then review, modify, or reject each individual FEPP 
request.  Approved FEPP requests are then combined with other requests from 
other districts and local units.  This is known as a “rollup.” Depending on 
each state’s procedures, a rollup may be performed more than once.  A State 
FEPP Manager may rollup individual district and/or local unit FEPP requests, 
and then the State Forester may rollup requests from their individual FEPP 
Managers.

Performed by: FEPP Manager
FEPP Manager Support
District FEPP Manager
District FEPP Manager Support
Warehouse Manager
Warehouse Manager Support
Local Unit Users.

To review your currently Approved Acquisition Plan

• On the menu, click Acquisition Plan, and then click the Review Current 
Approved Acquisition Plan button.

The following diagram shows the Acquisition Plan - State screen.
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The following diagram shows a sample Acquisition Plan for the state of 
Colorado. 

To review details of a specific item

1 On the menu, click Acquisition Plan, and then click the Review Current 
Approved Acquisition Plan button.

2 Click the Review Detail item of your choice, and then click the Review 
Request Detail button.
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The following diagram shows a detail review of an item on the state 
acquisition plan.

Rolling up the requests
This section explains how to perform a rollup, which combines requests from 
different districts and local units, or several State FEPP Manager requests, 
into one Proposed Acquisition Plan.

Performed by: State FEPP Manager
State Forester
State Coordinator
Property Management Officer
Forest Service FEPP Manager.

The State FEPP Manager who performs the rollup process first sets the 
Proposed Acquisition Plan date.

To rollup requests

• On the menu, click Acquisition Plan, and then click the Add All 
Requests to Proposed Acquisition Plan button.

The Acquisition Plan form redisplays with the following sample confirmation 
message:

Your FEPP Requests have been added to the Proposed Acquisition Plan.
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The following diagram shows the Acquisition Plan -  FEPP Manager Rollup 
form.

The following diagram shows a sample Acquisition Plan after performing a 
rollup of all requests.
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To review a particular FEPP request

1 On the current Acquisition Plan, select the Review Detail for the FSC 
Code of your choice, and then click the Review Request Detail button.

2 When finished, click the Cancel button.

The following diagram shows sample FEPP Requests for a particular FSC 
Code.

To reject a FEPP request

1 On the current Acquisition Plan, select the Review Detail for the FSC 
Code of your choice, and then click the Review Request Detail button.

2 Click the Reject? box below the district or local unit FEPP request of 
your choice, and then click the Submit button.

The Acquisition Plan form redisplays with the following sample confirmation 
message:

1 request(s) modified successfully.
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To change a quantity a FEPP request

1 On the current Acquisition Plan, select the Review Detail for the FSC 
Code of your choice, and then click the Review Request Detail button.

2 In the Qty Approved box, type the appropriate quantity, and then click 
the Submit button.

The Acquisition Plan form redisplays with the following sample confirmation 
message:

1 request(s) modified successfully.

Approving the Acquisition Plan - State
This section explains how to approve an Acquisition Plan.  A Proposed 
Acquisition Plan is first approved at the State level, and then again at the 
Federal level.

Performed by: State Forester
State Coordinator
Property Management Officer
Forest Service FEPP Manager.

To review the Approved Aquisition Plan

• On the menu, click Acquisition Plan, and then click the Review Current 
Approved Acquisition Plan button.

The following diagram shows the Acquisition Plan - State form.
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The following diagram shows a sample approved Acquisition Plan.

To review a specific request

1 On the menu, click Acquisition Plan, and then click the Review Current 
Approved Acquisition Plan button.

2 Select the Review Detail of your choice, and then click the Review 
Request Detail button.

3 When finished, click the Cancel button.

To generate and add new requests to the current Approved 
Acquisition Plan

1 On the menu, click Acquisition Plan, click Modify Current Plan, and 
then click the Generate Acquisition Plan button.

The Acquisition Plan form redisplays with the following sample 
confirmation message:

New State Proposed Acquisition Plan generated successfully.
7-8 DRAFT November 2, 2001



FEPMIS User’s Guide Chapter 7. Acquisition planning
2 Review the requests as appropriate, and then click the Approve Proposed 
Acquisition Plan button.

The Acquisition Plan form redisplays with the following sample confirmation 
message:

State Approval processed successfully for Acquisition Plan [11/01/2001 
09:58:38]

The following diagram shows the new Proposed Acquisition Plan generated 
from the currently Approved Acquisition Plan.
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The following diagram shows the Acquisition Plan screen that displays after 
adding requests to the previously Approved Acquisition Plan.

Approving the Acquisition Plan - PMO
This section explains how to approve an Acquisition Plan at the Property 
Management Officer level.

To review the current Proposed and Approved Acquisition Plans

1 On the PMO menu, click Acquisition Plan.

2 Select Current Acquisition Plan or select Proposed Acquisition Plan, 
and then click the Review Acquisition Plan button.

3 Review the Request Details of your choice, and then click the Cancel 
button to return to the Acquisition Plan - PMO Approval screen.
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The following diagram shows the Acquisition Plan - PMO Approval screen.

The following diagram shows the review of a sample current Acquisition 
Plan.
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To approve the Proposed Acquisition Plan

1 On the PMO menu, click Acquisition Plan.

2 Select Proposed Acquisition Plan, and then click the Approve 
Acquisition Plan button.

The following diagram shows the PMO approval for the Acquisition Plan. 
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