U.S. DEPARTMENT OF TRANSPORTATION
ORDER FEDERAL AVIATION ADMINISTRATION , EA 4650.8

EASTERN REGION

JAMAICA, NY 11430
JUN & 2000

SUBJ: MANAGEMENT AND CONTROL OF IN-USE PERSONAL PROPERTY

1. 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, AEA-61 and AEA-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 to eliminate or reduce
waste, fraud, and mismanagement of Government personal property.

2. DISTRIBUTION. This Order is distributed to all AEA-60 employees, to include the
Communications and Analysis Staff, AEA-61, and Information Systems Branch, AEA-62.

3. CANCELLATION. None.

4. BACKGROUND. This Order supplements and is based on FAA Order 4650.21B, Management
of In-Use Personal Property, FAA Order EA 4650.7C, 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 and/or 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.

5. DEFINITIONS.

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

b. Preperty Custodian is the head of the organizational element, e.g., Division Manager,
responsible for the admunistration, use, accountability, and control of in-use personal property
entrusted to his’her possession or under his/her direct supervision in his/her Cusiodial Area.

c. In-Use Personal Property. An item of personal property whick is performing or serving its
assigned operational function, is permanent in nature, and does not jose its individual identity
when placed in use.
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d. Personal Property. All property (tangible and/or moveable), except real property an’
records, of the Federal Government which is subject to the ownership or under the contro] c.
the FAA.

e. Custodial Areas are defined as the Aviation Information and Services Division, and its
subordinate organizations, i.e., Communications and Analysis Staff, and Information Systems
Branch, where accurate management and control of in-use personal property 1s maintained.

f  Accountable/Custodial Officer 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
Accountable/Custodial Officer and/or Property Custodian. The accountability unit will adhere
to and apply the principles of accountability control.

6. PROPERTY CUSTODIAN. The Manager, Aviation Information Services Division, is
responsible for the administration, use, accountability, and control of in-use personal property in
his/her 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/CUSTODIAL OFFICER. The Manager, Information Systems Branch is the
Accountable/Custodial Officer for government property held or acquired by Aviation Information
and 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 property,

-taking and recording of physical inventories or assigning tlie responsibility for actuaily taking the
physical count and for recording and reconciling the inventory resuits to others.
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8. RESPONSIBILITIES/ACCOUNTABILITY.

e 8.1. Review of Personal Property Holdings.

Each office will continuously examine the personal 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 office will promptly make the property available and facilitate its
transfer or take other disposal action. Refer to Personal Property Flow Chart in Appendix 1.

e 8.2. Useof Government-Owned i’roperty

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 to another individual, the employee releasing the property should utilize procedure
referred to under paragraph 8.2.3b. 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
Government-owned property at an employee’s residence, or on official travel. Permission to 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. When the property is removed for six
consecutive months or more, the Cognizant employee and/or the Custodial Officer 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 must 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. 1f applicable, a transfer form must be
completed. The following information applies:

8.2.3a  Transfers Out of the Custodial Area. To transfer property out of the custodial area
submit FAA Form 4650-12, Materiel Requisition/Issue/Receipt Form (see sample
Appendix 2).

8.2.3b  Transfers Within the Same Custodial Area. To accomplish property transfers within
the same custodial area use the following method:

Accountabihty Unit updates information on Memorandum Receipt, FAA Form 4650-11 (see
sample Appendix 3) with signature of Cognizant Employee, or Cognizant Employee submits
an elecironic recerd of transfer by cc:Mail to Accouniabiinty Unit.

e 8.3 Property Accountability Procedures

Any office having custody of property assigned to another line of business or putchased with funds
made available by another organization will maintain separate accountability records of property while
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in inventory custody. The Personal Property Inventory Management System (PPIMS), which i
electronically generated quarterly, will be used for formal control of property with loane.
organization.

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

e 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 property. These documents should be retained for a
minimum of 3 years and should be filed within individual employee in-use personal property folders
retained by the Accountability Unit.

e 8.5 Transfer of Accountability

A Property Voucher, FAA Form 4650-12 (Appendix 2), must be prepared to document the transfer
of any item regardiess of original cost to maintain tracking records. The original property voucher wili
be forwarded to the Logistics Division, if the itemn’s original cost is valued at over $500 or more.

o 8.6 Property Accountability Procedures

Property maintained in the Personal Property Inventory Management System (PPIMS) will be
assigned 1o 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 Accountability Unit.

e 3.7 Individual Custedy Record Files

A separete custody record file (PPMIS) will be established, maintained, and generated by the
Logistics Division (AEA-50) for each Accountable/Custodial Officer branch or office. Custody
records will be developed from the copies of receipts for property (and from PPIMS report copies
generated by AEA-50). Originals of these receipts (or items listed in PPIMS reports) will be regarded
as charges against the employee {(Cognizant Employee) accepting custody and will be maintained in
their individual folders retained by the Accountabiiity unit. Copies of all receipts will also be filed in
the Accountable/Custodial Officer’s file along with a copy of “delegation of authority” (see sample,
Appendix 4 ).

8.7.1 Entries and proper form completions will be made for accountability records and forwarded to
the Logistics Division, Acquisition Management Branch (AEA-55), for updating records.

8.7.2 Receipts will be retained in the appropriate individual custody file until they are physically
reconciled against the quarierly gznerated PPLVIS.
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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 chargéd items 1o th;
employee will be prepared so that the new statement or hsting, ordinarily in the PPIMS, reflects the
net of all individual charged items less all individual transfers or excesses for equipment in any one or
all of the employee custody files.

8.9 Reconciliation of Custody Records

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

8.9.1  Afier the cognizant employee has signed the new (consolidated) listing or has electronically
mailed verification of his/her personally charged property to the Division Property Accountability
Unit, it may be considered as a receipt for property superseding and, in effect, canceling all prios
receipts of that employee pending reconciliation.

8.9.1a At least two copies of each consolidated receipt for property should be prepared,
one for the custody file, retained by the Accountability Unit, and one for the employee.

8.9.)b  Where multipage receipts result from these procedures, the employee should
initial each page except 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.

>

//

Arsfene B. Feldman
Regional Administrator



Personal Property Flow Chart

Validates custody of personal property
via cc: Mail and/or signs FAA Form 4650-11, Quarterly.

Cognizant Employee
(STAFF EMPLOYEE)

(refer to para. 8.2.3a)
FAA Form 4650-12 completion required

If Property Transfers Out of Individual Custodial Area If Property Transfers are within Custodial Aréa, Cognizant

Employee completes FAA Form 4650-11 (para 8.2.3b),
or communicates this va cc:Mail to Accountability Unit.

ACCOUNTABILITY UNIT
(para. 5h)
For proper paper processing and
Individual file retention

ACCOUNTABILITY UNIT
(para. 5h)
For proper paper processing and
Individual file retention
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MATERIEL REQUISTION/ISSUE/RECEIPT

. 0O Project Materie}
Type of Transaction : Other (speci
P ("X~ one) O Operating Materiel . (specify)
O in Use Personal Property
PART A - REQUISITION/TRANSFER
Trans Voucher Number Supply Suppont Cooe Cost Center
Requisition Number 2832 Job Order Number Date Required PRi Facility Type
Approved By/Tile Outgoing No. incoming No. Date
Method of Shipment (include finai carrier, # known) {Batch No.

Mark For

Date Prepared

GBL Number

No. of Packages

SHIP TO (Consignee)

FROM (Consignor)

PART B—PROJECT MATE

RIEL KEY PUNCH SOURCE DATA

RG| AR Cost Center MC| Cost Code Job Order GSA Address WH|FS | Trans | TR ContactDocument No. PC
11213]4 15167 (8]S 101111213114 155564;S5:56157158150160{61162163164169170171({72|73[74]75]|76]80
PART C—UNIT IDENTIFICATION
':jm National Stock No. Eq‘;‘y"p”;e“‘ jtem Description Asset | Quantity | Ui Unit Price Total Cost

0.
FART D—IN USE PERSONAL PROPERTY KEY PUNCH SOURCE DATA
ATS Lot Std. Fac. ident. oVl R IE A B Cost Center Actn.Date Document No. Trans.
Accounting Classification Reimbursement Required {Tota}
3 ves O re :
Al lems Received, Except As Noled (Signature} Title Date
FAA Form 4850-12 (nar; Ewecronic Version (Qerei Fam) Page No. of pages
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M/R Nuembe:
MEMORANDUM RECEIPT Dase
Dwirver .» Nerme Divwion o Bisnch Locston
To
Receved f rom ' Author & B1Hon

Statement of Responsibility:

| heve received the item(s) listed below and accept personal responsibliity for the property. As an employee of the
Government to whom public property has been entrusted, | ciesrty uncerstand that: (1) | am responsible {or the proper
custody, cere, and sefeguarding of the property whether in use of in storage; (2) | sm suthorized to use the property for
ofticial purposes only; (3) | will either return the property to the lssuing officer when no ionger required for the purpose
intended, upon demand, transfer, or seperation from the Government; (4) | am reaponsible for making pood the loss or
destruction of or demage 10 the property and may be heid financially lisble uniess | can show 10 the satisfaction of the Survey
Officer by "Report of Survey, FAA Form 4630-8” setling forth the circumstances of the case, thal the ioss, damage, or
destruction of the property was not occasioned by any faull, sbuse, or neglect of mine.

Cluak. ARTICLE AND SERIAL NUMBER PROPERTY il OR SERIAL NO. NTW OR AR VAL
s
st s e
AR AT OF USER RATE &t ot e AMALI2 T ERE AR MECH WRAM T wTD PO E B et
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DILEGCATION OF AUTEORITY

’2 _ Memoiandum
US leranrmem '
.ot T1r3 DO 10T,

Focernl 8 vintion
ACmunisudnen

Sorecs JNPOERETION: Deiecation of Juthority te Sign te 1)/22/0%
Eccountabie Frenerty Trarsactions

Reon &
= hgracer. Systemy Painternance Ingireer 1ng aan w ACamy:2718)
Eranch. AGL-46C

sc Eropsrty Kirager, Creat labes Recion. 2CL-DJE
Trse Tetter agvises of 1he celecation of avihorily te the personne)
Jvstee beies fov yagning of actovntable property transactions. ercess

TECOr1ING GRC (OFPEsponcence relatec therete for (ost (enter (ooes:

($030 1 CEDID

Frimary:

Name lewis Ecame, Jr. Title _B86L -4 030 o

Bizgrnates:

Name Jin Soper Title _8g1-08) 108030}
Name Leorare Keator. CTitle _8gl-e8; 1(E0YOY
Hamé bor Hahm T910¢ _BGL-4%3 {(B030]
Name Steve Diegrich Title _2Gl.agd 102030

] am sware 1hat this oetecation of autherity ocoes not relieve me of the
Tiability anec responsibility for proper accounting, tare and :ffaclavc
vtilization of Covernmant propertly 333igned 1o ay cuslody.

James J. Heinen
Froperiy (usiocian



