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ASU-100 PROCEDURES FOR INVENTORY TRACKING
The inventory record keeper is Tina who is responsible for maintaining current and accurate custodial records for all controlled and recorded in-use personal property within the assigned Custodial Area.  Tina also ensures that all employees responsible for processing documents that affect in-use personal property records are FULLY AWARE of the procedures to be followed.  She is authorized, by the Property Custodian  (Dorothy Sirk) to sign off on all inventory forms.

PROPERTY REMOVAL

Each person removing equipment (of any type) from the building should fill out Part A and B of Form DOT F 1660.2, Property Removal Record.  After which, it is returned to the Tina for a date and signature.  This form requires a “Return Date”, which should not exceed beyond 1 year.  After all persons have signed the form, copies are distributed as follows:

· Original, to person removing property, so that the FAA guard can complete Part D, at the time of removal.

· 1 copy to Property Custodian, and additional copy provided to verify guard’s information.

If equipment is not returned on the “Return Date”, the Property Custodian will inquire for a status.

PROPERTY TRANSFERS

FAA Form 4650-12, Material Requisition/Issue/Receipt, should be filled out in it’s entirety, to transfer equipment.  This form will be dated and signed by the Property Custodian, at the branch level and by the individual or authority receiving the equipment.  Copies are distributed as follows:

· Original goes to the Facilities Management Division, ASU-400

· 1 copy stays with the Property Custodian of the originating office.

· 1 copy to person/office receiving equipment

PROPERTY EXCESS

Equipment that is excess should marked and/or reported to the Property Custodian for proper handling.

All equipment transaction i.e., transfers and excess will be notated on the Memorandum Receipt and the Inventory Count/Change Sheet.

· SEE ATTACHED FORMS

· Materiel Requisition/Issue/Receipt – FAA Form 4650-12

· Property Removal Record – DOT F 1660.2
