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Introduction

The Department of the Treasury’s Personal Property Management Program is essential to meeting mission requirements.  Further, it represents a significant asset investment by the Department and bureaus in Personal Property, Supply, and Fleet Management assets. 

The Treasury Department places a  high priority on the proper and effective stewardship of these assets.  Departmental and bureau staff with personal property management responsibilities must:

· Assist in determining and acquiring the right asset for the mission;

· Assure that assets are used only for official purposes;

· Maintain adequate inventory controls and accountability records;

· Employ effective controls over the custody of assets;

· Assure that adequate care and maintenance are provided;  and

· Regularly inventory items, reconcile records, and compile required reports.

Asset Management

The basic premise of Asset Management is to ensure that the optimal long-term asset management decisions are made, that appropriate levels of service are provided to the client organization, and that the alternative costs of any deviation from the optimum course of action are clearly explained and quantified.

Treasury’s Asset Management goals are:

· To help the Department and bureaus achieve their strategic goals;

· To meet customer needs;

· To meet legislative requirements;  and

· To provide optimal levels of service while minimizing lifecycle asset costs.

This Handbook provides a resource for establishing and implementing a personal property management program, as well as a means for self-evaluation of that program.  It is designed to supplement bureau guidance and not to replace any internal documents issued by a bureau or office.

Personal Property

Responsibilities

Programs and Processes for overseeing and evaluating personal property programs have existed within the Treasury Department for some time.  Department and bureau staff and managers, Inspector General and Internal Audit functions, as well as outside sources (GSA, OMB, GAO) may periodically assess different types of property programs and make recommendations where some improvement is deemed necessary.  

Under Treasury Directive 73-01, “Personal Property Management”, the Department has the overall responsibility for providing oversight of bureau personal property management programs.  These oversight obligations derive from statute and GSA regulations, and the Department has historically tried to meet them by providing information to the bureaus, requiring and reviewing written reports, encouraging training and educational activities, and providing opportunities for the discussion of personal property issues.  

To be effective, any strategy for the management and oversight of personal property assets must be a partnership involving the user, bureau property management staff and the Department.  Other functional areas such as Procurement, Budget, Finance, Health, Safety, Energy, and Environmental Protection should be consulted for their expertise and guidance as necessary in the asset management lifecycle.

Methodology

The Handbook provides a “checklist” or series of questions that bureaus may use to assess their operational and managerial performance.  By using the material contained in the Handbook, bureaus can assess the state of their personal property management activities and determine any changes in practice or procedure that might be needed and develop a plan for accomplishing them.  

Bureaus are encouraged to contact the Office of Asset Management and arrange for a program assistance visit.  During this visit, the Department will assist the bureau in assessing the issues, determining the necessary actions and developing an action plan to accomplish them, along with performance measures to use in evaluating the corrective actions.

While these reviews are not risk or vulnerability assessments as defined by the Federal Managers Financial Integrity Act (FMFIA), they do serve a valuable FMFIA purpose in determining the effectiveness of management controls as well as supporting the goals of the Federal Financial Management Improvement Act (FFMIA).

Improving the Handbook

Questions concerning the Handbook, and suggestions for improvement may be sent to:

Department of the Treasury

Office of Asset Management 

1500 Pennsylvania Ave. NW

1310 G / 400-W

Washington, DC  20220



The Review Process

There are seven basic areas that should be looked at when conducting a review of an organization’s personal property program.  These areas are Executive Direction, Organization, Staffing & Career Development, Management Information & Communication, Quality Assurance, Personal Property Operations, and Fleet Management.

Executive Direction covers the relationship between the property management organization, its management, clients or customers, and other functions such as Procurement, budget, and Counsel.

Organization looks at the appropriateness of the placement of the property management function within the bureau.

Staffing and Career Development are important.  Appropriate standards leading to a well trained workforce are essential to the success of the property management organization.

Management Information and Communication is about providing people with the information they need to facilitate timely and effective decision making on important property management issues.

Quality Assurance programs provide for putting systems and procedures in place to guarantee that clients and taxpayers are provided with optimal levels of service in a cost-effective manner.

Personal Property Operations are the day to day procedures and practices by which personal property assets are acquired, allocated, and managed by the client organizational component under review.

Fleet Management – Although motor vehicle, air, and marine fleets are considered personal property,  they are governed by a unique combination of statute and regulation and will be dealt with separately from other personal property assets. 

Documentation

When beginning a review of a personal property program, certain documentation may be useful to look at as the first step in conducting the review.   This documentation might include:

· The latest organization chart;

· Functional statements describing the organization and its elements;

· Orders, Directives, Delegations of Authority, and any other relevant internal management documents;

· Strategic Plans, Major Procurement Plans, Long Range Plans, and other planning documents;

· Employee Development Plans and other internal management documents prescribing desired training and assignments in the personal property arena;

· Budget and financial data;

· Workload and productivity statistics;

· Periodic and as-requested property reports;  and

· FFMIA, FMFIA, Internal Audit, Safety, Health, Energy, Environmental Protection and other management review data.

Conducting the Review

After deciding to review of a particular organization or component, the size and scope of the team should be decided.  There is no fixed answer as to who should be on a review team.  The desired composition will vary depending on a number of factors.  These include the size and complexity of the organization being reviewed, whether it’s a general review or certain areas of concern exist, and the type(s) of personal property involved.  If the review will involve specialized or unique factors such as operation and maintenance of non-intrusive detection  equipment or currency printing presses, team members with specialized expertise would be desirable.

Once the team is assembled, the next step is to be sure that the members have a good working knowledge of the organization, its mission, and operating environment.  Reviewing the types of documentation listed above will provide a good overview and may also suggest areas to focus on during the review.

The “formality” of the review will depend on the circumstances.  In some cases, an opening and closing briefing with management may be desirable and appropriate, as would a written report of the review.  In other cases, a more informal approach may be taken.

The questions which follow are designed to help the review team in drawing out the information needed for a complete and successful review.  As required, teams may wish to add questions to some segments in order to deal with specific issues.

Executive Direction

In supporting an effective personal property management program, management should assure that:

· Property management considerations are included in the budgetary process;

· Property management elements are included in the performance standards of persons involved in administering the property program;

· Headquarters organizations monitor and periodically evaluate the effectiveness of property management systems and procedures;

· Technical, legal, audit, procurement, budget, health, safety, energy, environmental protection and other support is provided in a responsive and responsible manner;  and

· Management provides strong leadership and support to property management professionals.

Are there written management policies setting forth efficient and effective property programs and procedures?

Is responsibility for the personal property program assigned to a level of management with adequate authority for carrying out its mission?

Do managers and staff have a positive attitude towards property management responsibilities and their ability to successfully carry it out?

Are up-to-date records maintained on organizational activities at various levels that can be used for planning purposes?

Are safety and health duties and responsibilities delineated to preserve and safeguard assets?

Is there a long range planning process involving the personal property program?

Is the planning process integrated with the budget process?

Are plans and budgets effectively communicated to key levels of the property management organization?

Is there clear and open communications between property management and the other functional areas with which it interacts?

Organization

Of necessity, personal property management systems and procedures must provide for the efficient  and effective acquisition, allocation, use, utilization, and disposal of bureau personal property.

· Delegations of authority, responsibility, and accountability should be set forth in Orders and Directives.

· The personal property program should be organized and located to support the demands for service generated by the scope of organizational property needs and workload.

· The personal property management program should support the development and maintenance of a trained and professional workforce.

· The personal property management program should be known, understood, respected and supported by Department and bureau personnel.

Is there an up-to-date organization chart depicting the names, positions and grades of personnel involved in property management?

Is there a high-level official designated to formulate and carry out property management policies and procedures?

Is responsibility for the personal property program assigned to an appropriate level of management within the organization?

Do delegations of authority grant officials the necessary authority to carry out the functions for which they are responsible?

Is the property management organization adequately staffed?

Are personal property management policies and procedures current and in writing?

Are policies and procedures consistent with statutory and regulatory requirements?

Are policies and procedures clearly stated systematically communicated via manuals, handbooks, familiarization sessions, briefings, etc.?

Staffing and Career Development

In order to respond to the needs of the agency, the personal property program must be staffed not only with the right number of people, but also with people possessing the right knowledge and experience.

· Management must act decisively to recruit, select, and retain high quality property management professionals.

· Appropriate performance standards should be in place to assure the competency of managers and employees.

· A suitable skill mix should be maintained in order to handle not only current needs, but future requirements as well.

· Both formal and  on the job training programs, including safety, health, energy and environmental protection should be in place for property management and operational staff.

· Managers and employees should  possess an understanding and knowledge of their responsibilities.

· Good performance must be appreciated and recognized, and poor performance corrected.

· An appropriate balance must exist between staffing and workload.

Do property management personnel receive adequate training to perform their duties and responsibilities?

Are personnel aware of their specific duties and responsibilities in regards to personal property management control and accountability?

Do property management personnel  maintain a familiarity with the provisions of the Federal Property Management Regulations (FPMR), Federal Acquisition Regulations (FAR), Treasury Directives, and bureau orders and directives?

Is responsibility for accomplishing property management objectives included in supervisory and managerial performance agreements?

Are there formal and on-the-job training programs including safety, health, energy and environmental protection for property and appropriate functional staff?

Management Information and Accountability

To be effective, a personal property management program must be supported by an information system providing accurate, timely, and complete information on all phases of the organization’s property management program.

· Formal property management information systems should exist and provide timely and accurate information on the property management program.

· The system should provide both current and historical information on property management activities.

· Personal property management employees and managers should have a working knowledge of the system and be able to use it as a tool for analysis and decision making.

· The system should be able to provide accurate, timely, and useful information to fulfill requests from outside organizations such as GSA, OMB, and Congress.

· Personal property program managers should have periodic meetings with Information Systems staff to review system performance and discuss future requirements.

Does the property management information system provide the necessary data in a manner that supports the property management organization’s needs?

Do property management personnel possess a thorough working knowledge of the system and do they use it as a tool for budget formulation, analysis, and decision making?

Does the existing hardware and software support the organization’s needs and is it cost effective?

Are provisions in place to facilitate the upgrading of hardware and software to meet evolving program management needs?

Quality Assurance

In order to assure they are exercising proper stewardship for the assets with which they have been entrusted, organizations need to monitor whether property management systems and processes are in compliance with established laws,  regulations, and policies.  

· Headquarters organizations should periodically assess and evaluate subsidiary property management programs and make recommendations for management improvements.

· Recommendations from prior reviews should be documented, and appropriate actions taken on those recommendations.

· Headquarters organizations should have management improvement objectives for property management and a plan for implementing them and monitoring progress.

· GSA, Department, and bureau policy and procedural guidance should be analyzed, developed, and distributed as appropriate in a timely and effective manner.

· Property management staff need to be familiar and conversant with the provisions of all property management related directives and publications.

· An ongoing process should exist not only for the review and evaluation of existing policy and procedure, but also for review of new or revised policy and procedure prior to issuance within the bureau.

Do headquarters organizations periodically evaluate the performance of lower level property management organizations in the performance of their assigned responsibilities?

Are recommendations, corrective actions, and follow-up adequately documented?

Are internal controls included in headquarters evaluation of property management activities?

Are policies and procedures up to date?

Do headquarters organizations have a process in place for the review, update, and dissemination of procedures and policies on a timely basis to lower level activities?

Are property losses documented, analyzed, and remedial processes developed to prevent future losses?

Personal Property Operations

This sections contains criteria that headquarters may use to assist in the evaluation of field and office level personal property organizations.

Personnel

Does documentation accurately reflect the duties of property management personnel?

Does the organization chart show the names, positions, and grades of property management personnel?

Does documentation indicate that the property management organization is adequately staffed in numbers and skills to perform the functions for which it is responsible?

Is workload data maintained and is it used to evaluate staffing requirements and control backlogs?

Directives and Manuals

Are the Federal Property Management Regulations (FPMR) and the Federal Acquisition Regulations (FAR) up to date and readily available to property management personnel?

Are Treasury Directives involving property management up to date and readily available?

Are Treasury Directives and policies regarding procurement, safety, health, energy and environmental protection up to date and readily available?

Are other agency (GSA, OMB, GAO, OSHA, etc.) directives and policies involving  property management and the safeguarding of assets up to date and readily available?

Are property management personnel with the provisions of all property management related directives and publications?

Training

Have internal training programs been established for personnel with custodial responsibilities for personal property?

Have personal property personnel attended any property management related training in the last two years, regardless of provider or vendor?

Have personal property personnel attended any non-property management related training in the last two years, regardless of provider or vendor?

Procurement Planning

Is there a comprehensive bureau plan for timely replacement of equipment?

Do property accountability records include the projected year of replacement?

Do property management officials assure that program and functional offices keep property management aware of their objectives and changes relevant to property management requirements?

Are there written procedures in place for the acquisition of expendable and non-expendable property?

Does the property management system assure that the optimal quantity and quality of property is acquired to support the mission for which it is acquired?

Are approved requisitions for non-expendable equipment forwarded to the property management organization for review?

In reviewing requisitions for non-expendable equipment, are requests checked for:

· FPMR compliance;

· Adequate written justification;

· Exceptions are documented and approved;

· The equipment is not available through excess;  and

· Unjustified requisitions are returned to the originator?

Is a suspense file maintained for equipment which has been ordered?

Are GSA Customer Supply Centers and other preferred sources such as Unicor and NIB/NISH being used in lieu of commercial procurement?

Are internal controls in place to assure that items are purchased for official use only?

Non-expendable Property 

Is the organization’s capitalization clearly established and known by property management personnel?

Is adequate security and accountability provided for sensitive items costing less than the capitalization threshold?

Have specific individuals been designated who may receive property delivered to the organization?

Are deliveries inspected to verify the quantity, quality, and safety of items received?

Are receiving documents provided to the supply or warehouse function in advance?

Is a system in place to notify Procurement when a delivery is overdue?

Does the property management function maintain a voucher register listing all vouchers increasing or decreasing the inventory of accountable property?

Are copies of properly certified source documents maintained?

Are property receipt packages forwarded promptly for payment?

Are copies maintained of documentation used to issue property to custodians or individual users?

Does the property management system provide separate identification and accounting of capitalized and non-capitalized property?

Is the property voucher register divided into separate sections for capitalized and non-capitalized property?

Are all items of accountable property uniquely marked to identify them as Government property?

Is there a policy in place for physical inventories of non-expendable property and what is the frequency of inventory?

Has a copy of the inventory schedule been provided to higher levels of the organization?

Are inventories conducted by personnel other than the bureau Property Management Officer and Property Custodian?

Are reports from the personnel conducting the inventory forwarded to the Property Management Officer and retained with inventory documentation?

Does a review of the most recent physical inventories indicate compliance with the established inventory schedule?

Is the physical inventory of capitalized property reconciled with the General Ledger control account immediately after completion of the inventory as required by GAO?

When required, are report of survey actions initiated and boards of survey convened in cases of lost, stolen, damaged or destroyed property?

Are records maintained of reports of survey and their supporting documentation?

Are report of survey actions completed on a timely basis?

Expendable Property

Are items issued only to authorized persons based on authorization documents?

Are properly certified source documents maintained and used to receipts, issues, and adjustments to stock records?

Are stock requests submitted and processed on a scheduled basis?

Are stock requests checked for health and safety concerns/hazards?  Are less hazardous stocks available that will fulfill mission requirements?

Is there a backlog in processing stock requests?

Are inventory levels and item turnover regularly reviewed and adjustments made as needed to inventory items and levels?

Are physical inventories taken of expendable personal property on at least an annual basis?

Can the GSA Customer Supply Center or a multiple award schedule vendor be used in lieu of maintaining a supply room?

Warehousing 

Are facilities used for warehousing and storage adequate for their mission?

Do storage methods and practices provide for maximum utilization of space while providing adequate space for materials handling?

Are items stored in bin and bulk areas easily located and identified?

Is there a procedure for rotation of stock (first-in, first-out)?

Are good housekeeping, storage, safety and health practices being carried out in the storage area?

Is the material handling equipment in a good state of repair, resulting in safe operation and a minimum of downtime?

Is management trained in safety and health to safeguard personnel, personal property and real property assets?

Miscellaneous

Are employees provided with appropriate protective gear and trained in its use and maintenance?

Are employees trained in the safe and healthful operations, including equipment, materials handling and building maintenance?

Are environmentally friendly, safe and healthful products and equipment procured where required and/or practical?

Are accountable forms stored in a secure manner?

Are personal property management reports submitted so that they arrive at the Department on or before the due date?

Have actions been taken to correct discrepancies noted in previous internal or external property management reviews or audits?

Use, Utilization and Disposal

Are records maintained of warranty data?

Are equipment maintenance records maintained?

Have bureau directives been issued for implementation of procedures concerning disposition of excess and surplus personal property?

Are those procedures current?

Is excess and surplus property disposed of on a timely basis?

Are periodic follow-ups made on excess property reported to GSA?

Is property reported to GSA as excess co-mingled with other property being stored?

If so, how is excess property identified?

Are lists of excess items available from other agencies?

Are lists of reportable and non-reportable non-expendable property circulated to other bureaus and the Department?

Has a “want list” system been established?

Have property management staff requested and been granted access to the FEDS system and the Computers for Learning website?

Have bureau directives been issued for the utilization, donation, or disposal of abandoned and forfeited personal property?

Are disposals of property under exchange/sale procedures made in accordance with FPMR requirements?

Are donations of personal property made in accordance with FPMR requirements?

Are sales of personal property made in accordance with FPMR requirements?

Have foreign gifts and decorations been utilized, donated or disposed of in accordance with FPMR requirements?

Seized Personal Property

Do storage facilities used for seized personal property possess adequate security for the items being stored?

Are measures taken to prevent unnecessary deterioration of seized personal property?

Are inventory records maintained for seized personal property?

Are accountability reviews of seized personal property performed at least annually?

Is seized personal property checked for safety and health hazards and are safeguards provided to protect people and property?

2
3

