
U.S. DEPARTMENT OF TRANSPORTATION 

FEDERAL AVIATION ADMINISTRATION 
- 

EASTERN REGION 

JAMAICA, NY 11430 

PURPOSE. This Order establishes uniform procedures for the accurate maintenance and 
accountability of personal property inventory in the Aviation Information and Services Division, 
AEA-60, and its Staff and Branches, M A - 6 1  and MA-62 .  This Order provides standards and 
procedures and describes the employee's responsibility for documenting all transactions of in-use 
personal property. It provides increased emphasis on the agency's efforts t o  eliminate or reduce 
waste, fraud, and mismanagement of Government personal property. 

DISTRIBUTION. This Order is distributed to all M A - 6 0  employees, to include the 
Communications and Analysis Staff, AEA-61, and Information Systems Branch, AEA-62. 

CANCELLATION. None. -- 

BACKGROUND. This Order supplements and is based on FAA Order 4650.21B, Management 
of In-Use Personal Property, FAA Order EA 4650.76, Accountability of Personally Charged 
Property, and Federal Aviation Personnel Manual (FAPM) Letter 2635, Conduct and Discipline. 
Property accountability is the responsibility to ensure security and conscientious inventory 
management of actual property (all property, except real property and records, of the Federal 
Government, which is subject to  the ownership, or under the control of the FAA; that which is 
tangible andlor moveable). This obligation, imposed by law, requires keeping accurate records of 
personal property assets; conducting physical inventories to reconcile property records; and 
includes maintaining an audit trail for applicable physical property and financial transactions. 

a. Property Management Oficer is the Manager, Materiel and Services Branch, AEA-52 

b. Propem Custodian is the head of the organizational element, e.g., Division Maliager, 
responsible fo: the administration, use, accountability, and control of in-use personal property 
entrusted 10 hidher possession or under hidher direct supenl;sion in hislhcr Cistodial Area. 

c. Jn-Use Personal Property. An iten1 of  personal propeny which is p e ~ m n b g  or servifig its 
assigned operational hnction, is permanent in nature, an:! cioes riot lose its i::dlvidual identity 
w h e ~  @aced in use. 

. . _ _ _ I - - - - - - - - -  --------- --.- - ------- 
nict  rihtinn. AEA-60 ern~lovees ( 1 c o ~ v  each) Iniiiat.d bv AEk-40 



d. Personal Property. All property (tangible and/or moveable), except real property am' 
records, of the Federal Government which is subject to the ownership or under the control G. 
the FAA. .. , 

e. Custodial Areas are defined as the Aviation lnformation and Services Division, and its 
subordinate organizations, i.e., Commun~cations and Analysis Staff, and lnformation Systems 
Branch, where accurate management and control of in-use personal property is maintained. 

f. Accountable/Custodia1 Ofllcer is the head of the office or branch and delegated by the 
Property Custodian to  manage and control Government property held or acquired by that 
office. 

g.  Cognizant Employee are staff employees responsible for all property entrusted to their care 
and are responsible for protection and proper use of Government property. Usually a 
cognizant employee is under the direct supervision of an Accountable/Custodial Officer who 
has daily control and/or supervision of the assigned property. 

h .  Accountability Unit is the supporting administrative unit that maintains the accountability 
records of the office responsible for property management and is designated by the 
Accouniable~'Custodial Oficer and/or Property Cusiodian. The sczountability unit i;vlll adhere 
to  and apply the principles of accountability control. 

... 

6.  PROPERTY CUSTODIAN. The Manager, Aviation lnformation Services Division, is 
responsible for the administration, use, accountability, and control of in-use personal property in 
hislher Custodial Area He/she may not delegate this responsibility, but may designate a 
representative (Accountable/ Custodial Officer and a supporting Accountable Unit) responsible 
for supporting administrative work duties, and/or to  provide an accountable signature for the 
Property Custodian. See sample memorandum, Appendix 4. 

7. ACCOUNTABLE/CUSTODlAL OFFICER. The Manager, lnformation Systems Branch is the 
Accountable/Custodial Officer for government property held or acquired by Aviation lnformation 
2nd Services Division. Primary responsibilities of this officer are: 

-safeguarding the property; 

-enforcing measures to prevent loss, theft, misuse, or abuse of the property; 

-maintaining proper records for the property; 

-preventing unauthorized use or  misappropriation of the properiy; 

-taking and recording of physical inventories or assigring the respor,sibili$ for actuaily taking the 
physical count and f ~ r  recording and reconciling the inveiltory resuits ti) others. 



JUN b ~ u u v  

8.1. Review of Personal Property Holdings. i__ 

Each ofice will continuously examine the persond property in its custody and will maintain its 
inventory at the lowest practical level. Unneeded or surplus property should be considered first for 
reassignment, and if not feasible, the ofice will promptly make the property available and facilitate its 
transfer or take other disposal action. Refer to Personal Property Flow Chart in Appendix 1. 

8.2. Use of Government-Owned Property 

8.2.1 Cognizant employees will be strictly responsible for the prevention of unauthorized use and 
misuse of property in their custody or chargeable to their custody. Cognizant employees are 
responsible for the care, protection, and proper use of Government property. When custody is 
relinquished t o  another individual: the employee releasing the property should utilize procedure 
referred to underpuragraph 8.233. The receipt should be kept until the property is returned. 

8.2.2 Prior authorization is required in all cases where an employee. requires the use of 
Gcvernrnen?-nwned propeny ;\I an employee's residence; Gi on oScia1 time!. Pemissim tz use 
Government-owned property for authorized work-related use at an employee's residence must be 
approved in writing by the employee's manager, supervisor, and/or team leader and indicate the 
period of time the employee is authorized. 

8.2.3 When property is removed from the immediate work area, a signed receipt must be 
obtained for accountability and control purposes. Wher! the property is removed for six 
consecutive months or more, the Cognizant employee andlor the Custodial 0-ficer must also 
notify the Property Accountability Unit. Regardless of the original cost of the property, when 
property is removed from the immediate work area, a signed receipt rnust be obtained for 
appropriate action and immediately filed with the Property Accountability Unit. Designated 
accountability units will ensure that, for accountable property, the new location is noted in the 
PPIMS with appropriate supporting documents of transfer. If applicable, a transfer form must be 
completed. The following information applies: 

8.2.3a Transfers Out of the Custodial Area. To  transfer ~ r o p e r t y  out of the custodial area 
submit FAA Form 4650-12, Materiel WequisitionAssue/Receipt Form (see sample 
Appendix 2). 

8.2.3b Transfers Within the Same Custodial A r a .  T o  accomplish property trensfers within 
the same custodial area use the following method: 

Accountability Unir updates information on Mernorardurn Receipt, FAA Form 4650-11 (see 
sample Appendix 3) with signature uf Cognizant Employee, or Cogniza~t Employee submits 
an elecironic reccrd of transfer by c.s:Mail t~ Acco~nrabiEjty 'Unit. 

o 8.3 Property .Accoun~ability Procedur~lw 

Any ofice having custody of propr ty  assigiled to  anorher line a f  business or pti~chscd with hnds  
made available by another organization will maintain separate accountability records of property while 



in inventory custody. The Personal Property Inventory Management System (PPIMS), which J, 

electronically generated quarterly, will be used for formal control of property with Ioane. 
organization. . . 

Formal control and accountability records will be maintained for property, and will be accomplished 
by the Division designated Accountability Unit in pannership with the Accountable/Custodia1 Officer 
and the Logistics Division. 

8.4 Accounting for Property , 

The recipient of personal property items over $500 should acknowledge receipt by signing the 
Materiel Property Voucher, FAA Form 4650-12, (see sample Appendix 2) or other similar document, 
the same as for warehouse supplies or other propeny. These documents should be retained for a 
minimum of 3 years and should be filed within individual employee in-use personal propeny folders 
retained by the Accountability Unit. 

8.5 Transfer of Accountability 

A PropeWj \ . 7 c ~ ~ h e r ,  FAA Fcm 4650-12 (Appendix 21, must be prepared to document the transfer 
of any item regardiess of originai cost ro maintain rracking records. The originai property voucher wiii 
be forwarded to  the L,ogistics Division, if the itern's original cost is valued at over $500 or more. 

8.6 Property Accountability Procedures 

Property maintained in the Personal Property lnventory Management System (PPIMS) will be 
assigned to individual employees. Receiving reports with signatures of individual employees may be 
used for this purpose (as per paragraph 8.2.3b), or electronic cc:Mail record of validation from the 
Cognizant Employee transmitted to  the Accvmtability 'Unit. 

8.7 Individual Custody Record Files 

A separete custody record file (PPMIS) will be established, maintained, and generated by the 
Logistics Division (AEA-50) for each Accountable/Custodia1 Off~cer branch or ofice. Custody 
records will be developed from the copies of receipts for property (and from PPIMS report copies 
generated b y ' ~ ~ ~ - 5 0 ) .  Originals of'these receipts (or items listed in PPIiLlS reports) will be regarded 
u 

as charges against the employee (C0gnizan.t Employee) accepting custody and will be maintained in 
their individual folders retained by the Accountat4ity unit. Copies of all receipts will also be filed in 
the AccountablelCustodia1 Oficefs filc along with a copy of "delegation of authority" (see sample, 
Appendix 4 ). 

8.7.1 Entries and proper fjrm completio:~~ will be made for accountability records and forwarded to 
the Logistics Division, Acquisition Management Branch iAEA-551, for updating records. 

8.7.2 Receipts will be reraj11ed in ;he appropriate individual custody fi!e until they are physically 
reconciled against the quarieriy generated PPUdS. 



0 8.8 Consolidated Receipt for Property 

Consolidations may be prepared to serve as a summary receipt for property (while maintaining 
receipts as support documents). A summarized statement of the current charged items to the 
employee will be prepared so that the new statement or listing, ordinarily in the PPIMS, reflects the 
net of all individual charged items less all individual transfers or excesses for equipment in any one 0, 

all of the employee custody files. 

0 8.9 Reconciliation of Custody Records 

The accuracy of custody records will be verified and adjusted quarterly and may be verified at othel 
times,as necessary or desirable. 

8.9.1 After the cognizant employee has signed the new (consolidated) listing or has electronicall) 
mailed verification of hislher personally charged property to the Division Property Accountabilit) 
Unit, it may be considered as a receipt for property superseding and, in effect, canceling all prio~ 
receipts of that employee pending reconciliation. 

8.9.12 At least two copies of each consolicia~ed receipt for propefiy shoiild be prepared, 
one for the custody file, retained by the Accountability Unit, and one for the employee. 

8.9.lb Where multipage receipts result from these procedures, the employee should 
initial each page excepi that which contains the statement of acceptance and signature. 
The statement and signature may appear on either the first or the final page of the 
consolidated receipt. 
.., 

ene B. Feldman 
Regional Administrator 



Personal Property Flow Chart 
Cognizant Employee 

(STAFF EMPLOYEE) 
Validates custody of personal property 

via cc: Mail andlor signs FAA Form 4650-1 1,  Quarterly. 

1 I 

(refer to para. 8.2.3a) Employee: completes FAA Form 4650-1 1 (para 8.2.3b), 
FAA Form 4650- 12 completion required or communicates this va cc:Mail to Accountability Unit. 

ACCOUNTABILITY UNIT 
(para. 5h) 

For proper paper processing and 
Individual file retention 

I 

ACCOUNTABILIN UNIT 
(para. 5h) 

For proper paper processing and 
Individual file retention 



MATERIEL REQUISTIONIISSUElRECElPT - 
7ype o f  Transaction Project Mater~el D Other (speaw) 

(X -  one) Operat~ng Matenel 
0 In Use Personal Property 

PART A - REQUlSlTlONfrRANSFER 

Trans Voucher Number Supply Support Coo€ Cost Center 

COND 
Requisition Number !XIRE. Job Order Number Date Fiequired PRl Facility Type 

I I 1 1 1 I 1 I I I I I I 1 1 
2- I 

pproved ByKnle Outgoing No. Incoming No. lDate 

I 
Method of Shipment (Include final carrier. il k n w )  Batch No. 

dark For Date Prepared GEL Number No. of Packages 

I I I 

HIP TO (Consignee) FROM (Consignor) 

- 
Item 
No. -1 +;mt National Stock NO. Item Description 

- 

PART C-UNIT IDEN r- F ICAT ION 

Asset Quantity UI U n l  Price 

1 
I 

Total Cost 



~ ~ t e m t  of Rssponsielity: 

I h m  d v e d  the item(8) l & d  below bnd asupt personeil rmpomibllity 4 r  the property. Aa an ern@- of the 
~ o ~ e r m b n t  to whom public prokrty hsr been entrusted, I cleerty undentand that (1) I m rssponrlbk lor the proper 
walody. can, and bsfegusrding of the property whether in vw or In amp; (2) 1 m rvthori2od lo me the p r m  lor 
oficial purposes only; (3) 1 will either return the property to tho Imuing atr~csr when no longb~ rwqvirsd tor the purpose 
~ntmded, upon bsmrnd, trrrufer, or wparetlon from the Government; (4) 1 am mpomlbb tor making the krs or 
m i o n  of or damage to the property snd m y  be heid tinsncislly liabie unlbbs I can shew to Me rrtkrdactbtm ol ths Survey 
Officer by 'Report of Surwy. FAA Form 4630-8" setting forth the drwmstancas of the case. thrl the log. damage, or 
-rueion of the property was not occasioned by any Irutt, rbun, or mgki of mine. 



Appendix 4 '  


