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Preface

As we enter the 21st century, the government is being called upon to do more with less as it tries to compete with local and global competitors.  We are being challenged to use our limited resources in a more business like manner so that the best return on the taxpayer investments can be achieved for the American public. 

The key to achieving this goal is to work towards providing higher quality products and services at less cost to our customers.  The Quality Assurance Division has embarked upon a path towards this goal by establishing an ISO 9000 Quality Management program that has successfully achieved American and European Certification.  The members of the Property and Transportation Management Branch are committed to fully supporting the Division’s quest to maintain and improve on this early foundation of success.

The primary objective of this second edition is to clarify and streamline the Property and Transportation Management processes so that we continue to meet the intent of our ISO 9000 goals.  Included in this edition are process flowcharts, which tie all processes together.  Readers are encouraged to examine the flowcharts found in Appendix’s D and E for a better understanding of how processes within the branch support each other and fit as parts of a dynamic whole.  Also new to this edition is the order in which the processes are presented.  The processes are now arranged chronologically according to the lifecycle of a project.  Finally, this edition firmly establishes the concept and definition of a Property Administration Plan.  This tool will be used extensively to properly plan our property management activities on all individual contracts. 

The processes described in this guidebook have gone through extensive peer reviews by all members of the Property and Transportation Management Branch.  It is our objective that users of this guidebook are provided with a better understanding and appreciation of the tasks and responsibilities called for in the Property and Transportation Management Branch.  Since the road to Total Quality Management is long, this is only the beginning of a long journey toward the goal of a continuously improving way of life.
Robert W. Laws, Manager
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FOREWARD

PURPOSE:
This document is issued to provide guidance to the Federal Aviation Administration Property and Transportation Management personnel involved in property and transportation administration related aspects of the Federal Aviation Administration (FAA) Headquarters procurements for materiel and services. 


SCOPE:  
This document defines the processes that are used in providing quality services to Headquarters customers in the areas of property and transportation management.  It is specifically developed to be a guide for the Industrial Property Management Specialist and Transportation Specialist of Property and Transportation Management Branch, ASU-210.
ROLES AND RESPONSIBILITIES:

The Property and Transportation Management Branch is composed of five functional areas: Transportation, Property Management, Field Audit, Property Disposition and Closeouts and the GFP/CAP Automated System.

1. The Transportation Management Team is responsible for coordination of shipping and processing free on board (f.o.b.) origin and destination project materiel shipping documents.  The team is also responsible for shipment of FAA Personal Property, Government Furnished Property (GFP) and Contractor Acquired Property (CAP) under Headquarters contracts.

2. The Property Management Team maintains the official contract property control files, evaluates Contractor Property Control Systems, monitors contractor compliance with contract property clauses, and manages and/or recovers government property.

3. The Field Audit Team coordinates the performance of on-site Property Control System (PCS) analysis to ensure the control and accountability of government property.

4. The Property Disposition and Closeout Team conducts screening/disposal of excess GFP and CAP on all contracts assigned to the Property Management Team, and performs all official contract property control file close-outs.  
5. The GFP/CAP Automated System Administration Team provides system support to the Property Administration function.

Team Leads:

Each team is led by a team leader whose responsibilities are as follows:
· Monitors and sets priorities of work to be accomplished by the team,

· Makes decisions on work problems presented by team members,

· Provides advice, counsel, and guidance to team members,

· Provides recommendations for personnel assignments,

· Resolves problems and informal conflicts before referring to the Branch Manager,

· Identifies developmental and training needs of team member(s) and address issues with the Branch Manager,

· Follow agency regulations and principles within his/her section, enhancing the organization’s mission and goal.



CHAPTER 1 TRANSPORTATION


1.1  SHIPMENT OF FEDERAL AVIATION ADMINISTRATION PERSONAL PROPERTY

This section provides guidance for the shipment of Federal Aviation Administration (FAA) personal property, GOVERNMENT FURNISHED PROPERTY (GFP), and CONTRACTOR ACQUIRED PROPERTY (CAP).

1.1.1  Shipment of FAA Personal Property  

The Transportation Officer, upon receipt of Materiel Requisition/Issue/Receipt, FAA Form 4650-12, assigns a Transportation Specialist to process the document.

The FAA Form 4650-12 is used for the shipment of FAA Personal Property, GFP and CAP.  In any event the Transportation Specialist shall verify the accuracy of the following entries:

a.  Type of Transaction

b.  Approved By/Title
c.  Method of Shipment
d.  Address, contact names, and phone numbers in the “Ship To” and “From” fields
e.  Unit identification information which includes equipment type, quantity, unit price, and total cost
f.  Accounting Classification 
g.  Total dollar amount
h.  Weights and dimensions
When the FAA Form 4650-12 is for the shipment of FAA Personal Property, the Transportation Specialist will assign a control document number.  The Transportation Specialist will then determine the best shipment method (motor freight or special handling, which includes air freight, air padded van, etc.).   Once the shipping method has been determined, the Transportation Specialist will follow the same procedures outlined for the shipment of GFP and/or CAP.  However, the distribution is made to the Program Office rather than the Property Administrator and copies are sent to accounts payable office, when applicable.

When the FAA Form 4650-12 is for the shipment of GFP and/or CAP, the Program Office recommends a method of shipment.  The Transportation Specialist shall make the final selection for method of shipment.  That shipment method will be motor freight or special handling.  

For motor freight shipments the Transportation Specialist shall generate a Freight Estimates Results carriers listing from the automated Interagency Transportation Management System (ITMS).  These available freight carriers have a tender of service on file with the General Services Administration (GSA).  A carrier is then selected based upon best value, which takes into consideration price and past performance.  

For special handling, the Transportation Specialist will refer to an internal carriers listing for potential carriers.  The Transportation Specialist will provide the carrier with information about the shipment, such as the origin of the shipment, destination of the shipment, weights and dimensions to obtain price quotes.   A carrier is then selected based upon best value, which takes into consideration price and past performance. 

For both motor freight and special handling transportation needs, the Transportation Specialist shall prepare a Government Bill of Lading (GBL).  The completed GBL along with shipping instructions and the FAA Form 4650-12 will be submitted to the Property Administrator for GFP and CAP shipments.  Additionally, the Transportation Specialist retains a file copy of the GBL and attachments and submits an informational copy to the accounts payable office.

1.1.2  SHIPMENT OF HEADQUARTERS PROJECT MATERIEL

This section provides guidance for the shipment of FAA Headquarters Project Materiel.

Shipment of FAA Headquarters Project Materiel.  The Transportation Officer, upon receipt of an electronic Project Materiel Shipping Notice/Receiving Report, FAA Form 4500-1 via the Logistics Inventory System (LIS), assigns a Transportation Specialist to process the document.

The Transportation Specialist shall enter the FAA Form 4500-1 outgoing number into an automated internal log.  Upon review of the FAA Form 4500-1 for accurate shipping information the Transportation Specialist shall determine the type of shipment.  The shipment will be f.o.b. destination or origin.

When it has been determined that the type of shipment is f.o.b. destination, the Transportation Specialist shall electronically release the FAA Form 4500-1 via LIS.  The original FAA Form 4500-1 shall be distributed to the contractor/vendor and one hardcopy to the contracting officer all other distribution shall occur when the FAA Form 4500-1 is released via LIS.  (Note that turnkey shipments are handled in the same manner as f.o.b. destination shipments.) 

When it has been determined that the type of shipment is f.o.b. origin, the Transportation Specialist shall review the electronic FAA Form 4500-1 for accurate shipping instructions.  Should the FAA Form 4500-1 require corrections, it shall be returned electronically via LIS to the originator for necessary corrections.  Once corrected, the FAA Form 4500-1 is returned electronically via LIS to the Transportation Specialist.

The Transportation Specialist shall select the method of shipment, which will be motor freight or special handling, which includes air freight, air padded van, etc.
For motor freight shipments the Transportation Specialist shall generate a Freight Estimates Results carrier listing from the automated Interagency Transportation Management System (ITMS).  These freight carriers have a tender of service on file with GSA.  A carrier is then selected based upon best value, which takes into consideration price and past performance.  

For special handling, the Transportation Specialist will refer to an internal listing of carriers to obtain price quotes.  The Transportation Specialist will provide the carrier information about the shipment, such as origin of the shipment, destination of the shipment, weights, and dimensions.  A carrier is then selected based upon best value, which takes into consideration price and past performance.

For both motor freight and special handling transportation needs, the Transportation Specialist will then prepare a GBL and electronically release the FAA Form 4500-1 via LIS.  The stamped original FAA Form 4500-1 shall be distributed to the contractor/vendor along with the GBL and one hardcopy of the FAA Form 4500-1 shall be given to the contracting officer all other distribution shall occur automatically when the FAA Form 4500-1 is electronically released via LIS.

CHAPTER 2.  PROPERTY ADMINISTRATION


Property Administration is the exercise of the oversight function by the government to assure that the contract requirements and obligations relative to government property are carried out.  The Property Administrator (PA) is the authorized representative of the Contracting Officer (CO) delegated to administrator the contract requirements, obligations and technical aspects relating to government property in the possession of FAA contractors.  The Property Administration function is an important part of the contract administration function.  
The FAA Acquisition Management System (AMS), FAA Procurement Toolbox Guidance, further defines the tasks of the Property Administrator as follows:

· Administers contract provisions, requirements, and obligations, relating to government property in the possession of contractors.

· Participates in pre-award surveys and post award reviews.

· Reviews contracts assigned for property administration to assure that property is identified in the contract.

· Monitors compliance with regulations and contract requirements pertaining to FAA’s GFP.

· Establishes contract property control files and records.

· Advises the CO of significant or sensitive property issues.

· Renders liability determinations for loss, damage, and destruction of property on the basis of contract terms and conditions.

· Reviews all reports and contract documentation required by the contract and takes appropriate action to protect the Government’s interest.

· Develops and applies a property systems analysis program to assess the effectiveness of contractor’s government property management control system.

· Evaluates the contractors’ property control system, approving the system or recommending disapproval where systems create an unacceptable risk of loss, misuse, damage or destruction of property.

· Ensures that the contractor promptly reports excess government property for disposition in accordance with contract provisions and provides disposition instructions for designated property. 
· Serves as plant clearance officer when appropriate.

· Reviews government-furnished property to determine receipt and reconciliation.

· Provides guidance, counsel, and direction relative to government property administration.

· Requests inventories of GFP in the possession of contractors and coordinate with the contractor and the CO to resolve any discrepancies.

· Process the annual inventory and financial reports from contractors.

The following procedures describe the process that has been established too fully implement the above defined tasks and responsibilities of the FAA Property Administrator.

2.1 Pre-award Phase.

The duties of the PA include all the functional areas of property administration starting with acquisition and ending with disposal.  Before the award of a contract, the PA shall be involved in the pre-award activities by performing the following:

· Coordinate with the CO, Technical Officer (TO), and Program Office/Integrated Product Team (IPT) to assist in determining what available resources might be offered as GFP and what would be CAP.  

· Review property descriptions to ensure that GFP/CAP resources are clearly identified.  

· Investigate methods and schedules for the delivery of GFP so that government property is provided in a timely and most cost effective manner.  

· Advise the CO on reasons for offering GFP.  [Note:  The provision for GFP requires a formal justification (determination and findings) signed by the CO and inserted as an official record in the contract file].

· Review solicitation clauses addressing government property and ensure their adequacy for inclusion in the contract.  

· Examine contractors unsolicited requests for GFP/CAP and provide recommendations to the CO. 

· Inform the CO of information required from potential contractors concerning their property procedures and evaluating the quality and sufficiency of the contractor responses.  

· Review as part of the negotiations or a pre-award survey, the implementation of the contractors property control system through on-site examination.  

· Participate in survey review meetings.       
2.2 Post Award Phase.
The PA’s responsibilities after contract award shall include the following activities.

Property Administration Initiation

The PA shall participate in post award surveys and review meetings to advise the contractor of their responsibilities regarding government property under the contract, including any specialized controls, and the extent of liability for loss, damage, or destruction of government property.

Establish Official Contract Property File
The CO sends the delegation of authority memorandum and a copy of the contract to the Property Management Team Lead (PMTL).  The PMTL enters initial contractor information into the GFP/CAP Automated System, assigns a PA and provides the PA name to the CO for the newly delegated contract.  The CO is responsible for notifying the Contractor with the name of the assigned FAA PA.  The PA shall review the contract clauses to identify contract requirements and obligations and enters the contract information into the GFP/CAP Automated System.  The PA shall use the GFP/CAP Automated System as a tool for tracking, maintaining and reporting all GFP/CAP throughout the life cycle of the contract.    

· The PA shall establish an Official Contract Property File.  The Official Contract Property File shall contain the following:  

· A copy of the contract, modifications and extracts of provisions pertinent to government property and comparable data regarding any subcontracts with government property.

· A record of the initial control property control system review, evaluation, and approval of the contractor’s property control system; and when applicable, a record of any withdrawal of approval and the basis therefore, reinstatement of approval, and deviations granted. 

· A record of visits, property system surveys and tests performed including appropriate work papers, deficiencies disclosed and corrective actions taken.

· Contractor’s receipts for government property, FAA Form 4650-12 and invoices authorizing the purchase of contractor acquired property.

· Contractor inventories of Government property, including as applicable, inventory adjustments, Lost, Damaged, and Destroyed (LDD) and report determinations.

· A record of final review and execution of PA’s statement of closure of the contract property account.

· Records concerning supporting property administration delegations; assist actions involving special reviews; and other applicable reviews at subcontractor’s plants.

· Records of inspections and audits performed by other activities and Government auditors (i.e. DOD, etc).

· Report of Outstanding Property and Annual Report of Contractor-Held Property.

· Contractor prepared reports relating to government property pursuant to its contracts.

· In addition, an overall Government Property Control Record, FAA Form 4450-1 which shall be established and contain the following data:

The contractor’s name, address, property representative, phone number and the contract number.

The name(s) of the PA(s) and date(s) of tenure. 

The name(s) of the CO, TO, IPTL (Integrated Product Team Lead), item manager, and quality reliability officer (QRO), when applicable.

The type of contract, date of award and estimated completion date, contract dollar value, latest modification (including change orders, task orders, letter modifications, etc.), and special or nonstandard clauses pertaining to government property.

The property description, value, condition, classification (GFP or CAP) and quantity.

The GFP source, transportation paid by, purpose for GFP, government property location, and government property return.

The contractor control system, FAA approval date, outside agency approval (when applicable), and GFP receipt date.

The contractor examinations, deviations, and deficiencies and efficiency clearance for usage, maintenance and inventory.

The date and description log to track all chronological events.

The date of final review and date of execution of a contract property closeout report.

The PA shall generate PA delegation letters of notification to the contractor and TO.  

The PA shall enter the contractors initial inventory into the GFP/CAP Automated System.

Review of Contractor’s Property Control System (PCS) for Approval

The contractor is required to establish and maintain an adequate PCS program for the use, control, protection, preservation, maintenance and repair of government property in accordance with sound business practices and the applicable requirements and obligations of the contract clauses.  The contractor’s property control system, as a minimum, should meet the specific requirements of the FAR and AMS contract clauses. 

The PCS shall cover the following functional elements:

a) Property Management

b) Acquisition

c) Receiving

d) Identification

e) Records

f) Identification

g) Storage

h) Physical Inventory

i) Reporting

j) Consumption

k) Utilization

l) Maintenance

m) Subcontract Control

n) Disposition

o) Contract Completion/Termination

The contractors PCS is required to be documented unless the PA determines that a documented system is unnecessary.  The PA shall obtain and conduct a detailed desk review of the contractor’s PCS procedures to determine if Government property requirements and obligations are adequately addressed.  The PA shall attempt to resolve any discrepancies, which are identified by the desk review.  The contractors property control system must be satisfactory to the government and if satisfactory, approved by the PA in writing.

The PA shall determine if an on-site evaluation is required based upon findings identified or recommendation of disapproval or withdrawal approval of the contractor’s PCS during the initial desk review process.  An on-site evaluation, may be required at any time when any of the following occur:

a.  Contractor’s failure to acknowledge receipt of Government property.

b.  Contractor’s failure to provide inventories as required, or provides discrepant inventories.



c.  Contractor’s submission of a significant number of LDD reports.



d.  Contractor’s failure to submit required financial reports.



e.  Contractor’s failure to submit physical inventory reports.

f. Contractor’s failure to provide records of disposition actions.

For contracts with a low dollar value of items and PCS approval, a simple desk review of the contractors PCS may be appropriate.  Where larger dollar values of property are involved an on-site review shall be required.  Where these dollar thresholds break is a matter of PA judgement, based on resources and risk involved.   If an on-site evaluation is required, the PA shall schedule and perform the evaluation to validate identified discrepancies and deficiencies and recommend remedial action; resolve differences, and approve or recommend non-approval of the contractor’s PCS.  If the contractor's PCS is deficient, the PA shall notify the contractor in writing and request that all discrepancies be corrected promptly.  If the discrepancies are not corrected within a reasonable period, the PA shall recommend disapproval and request formal action via the CO.  The PA shall provide the CO in writing with the specific deficiencies, any required corrective actions and a schedule for completion of the corrective actions.  The CO is responsible for notifying the contractor in writing and cautioning the contractor that failure to take the required corrective actions within the specified times will result in the withholding or withdrawing system approval.  Also, advising the contractor that his liability for loss or damage to Government property shall increase if approval is withheld or withdrawn.  The PA may partially approve selected elements of the contractors PCS.  This is the preferred course of action since the defective elements can be isolated and treated without delaying implementation of those procedures which have otherwise been found to be satisfactory.

Once the PA determines the contractor’s PCS to be satisfactory to the government, the PA shall approve the contractor’s PCS and provide notification of approval in writing.

The PA shall discuss PCS requirements and contractors strengthens and weaknesses with the TO and CO.

Determine PCS Auditing and Monitoring Needs

The PA shall determine PCS auditing and monitoring needs by conducting the following activities:

· Estimate the amount of monitoring required for the contractor by reviewing PCS weaknesses and evaluating the complexity of the contractor’s PCS, the amount of government property and any other conditions against the review of the contract requirements.  

· The PA shall determine the type of monitoring needed (i.e. audits, on-site evaluations, etc.).

· The PA should obtain any special concerns the TO and CO may have.

· The PA shall determine the frequency and dates of audits.

· The PA shall develop a schedule of surveillance activities for the contractor’s PCS for inclusion into the Property Administration Plan.

Development of Property Administration Plan (PA Plan)

The PA shall establish a PA Plan to provide for continued surveillance of the contractor’s PCS.  Factors such as dollar value of government property; type, quantities, and activity; complexity of the contractors property control system; risk to the government; and previous experience must all be considered.  The PA Plan shall be documented in writing and becomes a part of the Official Contract Property file and shall consist of the following:

· A documented PA Plan with contractor and contract information.

· A documented on-site system survey and test schedule.

· Statistical sampling methods based on the contract property requirements.

· Documented system surveys and tests in accordance with established statistical sampling methods.

· Documented system surveys and tests findings to determine areas of satisfactory or unsatisfactory controls to ascertain the overall effectiveness of the contractor’s PCS.

· A report of the system survey and test to the CO and contractor, which shall include findings and recommendations.

Recurring Activities

The following activities have been identified as recurring during the life cycle of a contract. 

Field Audits 

This section provides the guidance for the determination and selection of contractors to be audited, budgeting and tracking, preparation, on-site activities, reporting and distribution and follow-up audit activities. 

At the beginning of each fiscal year, the Field Audit Lead (FAL) shall determine and select contractor sites to be audited by querying the PMTL and develop a schedule of contractors to be audited.  The FAL shall divide the fiscal schedule into a Quarterly Audit Schedule with the respective PA’s projected contractor and audit dates.  The FAL shall prepare an audit budget and tracking chart for projected contractors with audit dates.  

The FAL shall maintain a “Property Control System Audit Tracking Record” for audits scheduled for the fiscal year.  This record provides the following:





a.  Identification of contractor to be audited.

b.  Identification of responsible PA and audit team members, when applicable.





c.  Proposed travel dates to the Contractor’s facility.





d.  Dates of Contractor notification.




e.  Actual travel date for Audit.





f.  Date of verbal Preliminary Report to the Contractor.





g.  Date of Final Audit Report submitted to the Contractor.





h.  Date of Contractor’s reply.

i.  Date of Follow-up visit to Contractor’s facility, when applicable.





j.  Approval Date of the Contractor’s PCS.

An Audit file shall be established and contain at a minimum the following:

1. Contractor's PCS

2. Audit tools (checklist, worksheets, etc.)

3. Notification correspondence (memo and letters)

4. Audit Report

5. Follow-up correspondence

Audit Preparation Activities

As a part of the audit preparation activities, the PA shall perform the following activities:

Conduct a desk review of the contractor’s PCS if not previously completed, and develop an audit plan to determine sampling methods, and evaluate functional elements.

The PA shall provide notification of the scheduled audit to the contractor, CO, TO, IPT and FAA QRO no later than 30 business days prior to the audit and make the appropriate travel arrangements.  The notification will include a request for any property issues/concerns that need to be addressed.  Rescheduling or cancellation of audits shall be coordinated with the PA and the FAL.

The PA shall obtain and review for discrepancies, the following documents:

QRO Progress Report (if any property issues are noted)

Prior audit findings by FAA or other government auditors (i.e. DOD, etc.)

On-Site Audit Activities

 The PA shall conduct the following on-site audit activities:

An entrance interview shall be held with contractor managerial personnel to discuss outstanding issues, the scheduled system audit, audit performance timeframe, functional elements to be reviewed, and contractual requirements and obligations.

The contractors PCS shall be evaluated for accuracy in describing operations, controls, and actions performed by the contractor to meet contract requirements and obligation (see Appendix C, PCS Functional Elements and Critieria).  The upon the PA’s evaluation of the contractor’s PCS, the PA shall note the following in writing: 


PCS Approval.  The PA shall notify the contractor in writing when their PCS is acceptable.

PCS Disapproval.  All deficiencies cited to the contractor’s PCS shall be corrected and implemented prior to system approval.  If this is not accomplished, disapproval of PCS is within the authority of the CO based on PA recommendation.  PCS disapproval increases the Contractor’s liability for property losses and/or damages.  Once a PCS is disapproved or withdrawen the PA is responsible for the continuous review of the contractor’s management of Government property.  Reinstatement of PCS approval is predicated on the implementation of corrective actions, PA validation and approval.  

Audit Report and Distribution

  Activities that occur following the on-site audit include:

A written audit report will be provided to the Contractor within 30 business days of the audit.  The Contractor will have 30 business days from receipt of the written report to respond, in writing, to all deficiencies cited as a result of the audit.  If immediate corrective action(s) cannot be accomplished, the Contractor shall provide the PA and CO a Corrective Action Plan outlining a time frame for corrections to all deficiencies.

The PA will distribute the audit report as follows:

FAA personnel: IPT Lead, CO, TO, QRO and Audit Team Members (when applicable).   

Contractor personnel: Contracting Manager, Program Manager and Property Administrator (when applicable).

Audit Follow-up Activities

A follow-up visit will be scheduled within a three (3) month period of the on-site audit to verify contractor compliance with corrective actions.  The PA will recommend PCS disapproval or withdrawal approval to the CO if corrective actions have not been implemented within the specified time frame.  [Note: The CO is the only authority to disapprove a PCS.]  If the PA is unavailable to schedule a follow-up visit, the QRO may assist in verify the Contractor’s compliance and notify the PA.

Process Material Requisition/Issue Receipt (FAA Form 4650-12)
The FAA Form 4650-12 is used for shipment and receipt of government property.  Upon receipt of FAA Form 4650-12 from the Program Office, the PA shall perform the following:

Verify GFP is contractually authorized; if not the PA shall obtain authorization from the CO.

Records document transaction (send, return, transfer or disposal) of GFP/CAP in GFP/CAP Automated System.

Forwards document to Transportation Team for GBL when transportation service is required.

Complete document distribution of FAA Form 4650-12 as follows:

1.  The original and two (2) copies to consignee (with receipt instructions)

2.  Two copies to consignor (Packing and Records) (with instructions)

3.  Copy to the TO

4.  Copy to Office of Financial Management

5.  Copy to Regional Project Materiel Manager (when applicable)

6.  Copy to QRO

7.  Copy to Official Contract Property File

8.  Copy to assigned PA if property is transferred to another contract

Return Receipt Document (FAA Form 4650-12).  The PA is responsible for distributing the return receipt document (FAA Form 4650-12) as follows:

1.  Original to Office of Financial Management

2.  Copy to Official Contract Property File

3.  Copy to assigned PA if property is transferred to another contract

Lost, Damaged, or Destroyed Property 
Lost, Damaged, or Destroyed property shall be processed in accordance with FAA Order 4630.3, Survey of Lost, Damaged, or Destroyed Government Personal Property.  The contractor shall prepare report of survey, which must include the notification of the proper investigative officials as well as time, dates, and other data obtained from preliminary investigations.  A copy of the police report is required for property, which has been stolen or maliciously damaged.  The PA receives notification from the contractor of Lost, Damaged, or Destroyed (LDD) government property.  Any lost due to theft shall be reported to local police.  The PA ensures the contractor has reported all known facts and circumstances of the case including a description and cost, date last inventoried, date and time first discovered missing, last time physically seen.

The PA shall review the contract property liability clauses, and obtain involvement of FAA legal office as necessary.  After review of LDD report, contract property liability clauses and receipt of legal advice, (when necessary), the PA shall submit a report of recommendations of findings and contractor liability to the CO.  If the findings support the indication of no evidence of willful misconduct or lack of good faith on the contractors part, this will constitute a recommendation that the contractor be relieved of accountability.  The CO shall make a determination of contractor contract liability for LDD government property.  After the CO determination the PA shall ensure the proper property clearance in the GFP Automated System.

Reconcile Contractor’s Inventory

The PA shall request the contractors inventory and ensure accountability of the following:

All government property has been properly accounted for, disposition of government property has been properly accomplished and documented, report of survey/LDD adjustment documents have been processed to completion and proceeds from property transactions have been credited.

The PA ensures the contractor’s inventory reconciles with the GFP Automated System.  The PA shall resolve any reported discrepancies with the contractor and FAA personnel.     

Property Accounting System

The PA shall maintain financial accounting of all Government-owned/contractor-held property for each headquarters contract.  The PA shall request financial accounting data from the contractor, provide a follow up request, when required and capture annual inventory financial data in the GFP/CAP Automated System.  This financial property data shall be used to formulate non-capitalized and capitalized equipment in the Quarterly Report of Contractor-Held Property and Annual Report of Contractor-Held Property for the dollar value of FAA assets in contractors’ possession.  These reports are generated by the GFP/CAP Automated System Administrator and submitted to the FAA Office of Financial Management.  

Excess Property

Disposal of government property held by the contractor can occur at the time of the completion of the work under the contract, upon termination of the contract or at any time during the course of the contract when government property is no longer required under the contract.  The FAA may exercise its rights to require delivery of any contractor inventory.  This includes transfers of Government property to another FAA contract.  Disposition actions are handled in accordance with contract regulations and agency policies.  Government property shall be disposed of by one of the following methods in the priority indicated:

Purchase or retention at by the prime or subcontractor, of contractor-acquired property.

Return of contract-acquired property to suppliers.

Use within the Government through the use of prescribed screening procedures.

Donation to eligible donees.

Sale (including purchase or retention at less than cost by the prime contractor or subcontractor)

Donation to public bodies in lieu of abandonment.

Abandonment or destruction.

Disposition procedures include the following:

When property is no longer needed to perform the contract, the contractor shall prepare inventory schedules in accordance with the contract and instructions from the PA and shall submit the schedules to the PA.  Within 15 business days after receipt of inventory schedules, the PA shall review, determine the acceptability, and request the contractor to correct any inadequate listings.  Rejection shall be limited, when possible, too specific items and shall not necessarily render the entire schedule unacceptable.   The PA, with the assistance of other Government personnel (i.e. QRO) as necessary, shall verify that the inventory is present at the location indicated, the inventory is allocable to the contract, the quantity and condition are correctly stated, and the contractor has endeavored to divert items to other work.  The verification may be recorded on SF-1423, Inventory Verification Survey.  The PA shall require the contractor to promptly correct any discrepancies on the inventory schedule or resubmit the schedule as necessary. 

The PA shall update the GFP/CAP Automated System by marking the excess property for disposal.

The PA shall request disposition instructions from the TO.  The TO’s disposition instruction will be based on the following situations.

When the TO disposition instructions request for the return of excess property or has potential use for the excess property on another contract program. The TO shall initiate a FAA Form 4560-12 to return or transfer the excess property to the FAA.  The PA shall process the FAA Form 4650-12 to transfer the property to the user within the agency.

When the TO and CO request the abandonment or destruction of excess property.  Before authorizing the abandonment or destruction, the PA shall prepare a written finding justifying the abandonment or destruction of the excess property.  [Note:  This shall apply to excess property with a condition code of salvage (X) and scrape (S)].  The PA shall determine that;

The property has no commercial value and no value to the Government;

The estimated cost of care and handling is greater than the probable sale price; or  

Because of its nature, the property constitutes a danger to public health, safety, welfare.

The PA shall certify the abandonment or destruction and provide a FAA witness wavier, when applicable.  The contractor shall return the signed certification report with a FAA witness signature, when applicable.  The PA shall ensure that the disposition action is marked and closed in the GFP/CAP Automated System.  The disposition will be posted in the Official Contract Property file of the appropriate PA.  

When the TO has no use for the excess property the TO shall initiate a written notification or no response will be consider that the TO has no use for the property.  The PA shall submit a written disposition request along with the contractors inventory schedules to Disposition and Closeout Team Lead (DCTL) for action. 

The DCTL assigns a Disposition and Closeout Specialist (DC Specialist) to process the disposition action.  The DC Specialist will initiate the following disposal actions:

Establish a disposition file and verify the inventory data in the GFP/CAP Automated System.  As applicable, the disposition file will consist of the following:
Inventory Schedule (SF-1423, SF-1426, SF-1428, etc.)

Correspondence relative to disposition

Report of Excess Personal Property (SF-120) 

Transfer Order Excess Personal Property (SF-122)

Report of Personal Property for Sale (SF-126)

Disposition of Excess Property Record 

Final Disposition Action/Certification

The DC Specialist shall review the inventory data to identify the condition code, equipment type and category of the excess property in determining the applicable screening process phases.

The Property Condition Code (see the GSA Disposal Guide) shall help determine the proper screening and disposal process.

The Equipment type is the Federal Supply Group (FSG) code that describes the commodity group and is used to determine what office the excess property will be screen to.

The equipment category is the work in process, inventory schedules where the total acquisition cost is $2500 or less; line items of less than $1000 (less than $500 for furniture); and special tooling which remains after agency screening. 

The contractor inventory screening phases as noted in FAR 45.6 and AMS T3.10.3.A.8 shall consist of the following:

Standard Screening  - Excess Property condition codes 1, 2, 4, 5, 7, & 8; line items in excess of $1,000 or more ($500 for furniture); and does not meet any other category. (90 days screening period). 

Agency - Special tooling, perishables, property bearing a security classification, property dangerous to public health and safety, regardless of acquisition cost, and agency peculiar property.  (30 days screening period).

Limited - Special tooling, scrap & salvage, condition codes 3, 6, 9, X & S, work-in-progress, inventory schedule (the total acquisition cost of which is reported as $2,500 or less), and line items of less than $1,000 ($500 for furniture) (Except perishables, property bearing a security classification, and property dangerous to public health and safety).  (30 days screening period)

Special Items - Special test equipment with standard components.  Special test equipment without standard components.  Printing equipment.  Automatic data processing equipment.  Nuclear materials.

After a determination is made as to the applicable screening phase, the DC Specialist shall develop a disposition plan based upon property condition, and contract requirements.  The DC Specialist shall enter the excess property into the FAA Utilization, Screening and Disposal System, noting the appropriate screening phase.  The following instruction applies to the 4 categories of screening: standard, agency, limited and special items.

Standard Screening

The DC Specialist shall enter the excess property in the USD System for screening within the Department of Transportation (DOT) and FAA for 30 business days.  FAA Offices will receive first priority for requests of excess property with consideration given to others in the order in which there received.

Upon receipt of a request, the DC Specialist is responsible for processing FAA Form 4650-12 to transfer the property to the user within the agency.  Other DOT agencies having use for the property shall submit SF-122 – Transfer Order Excess Personal Property.  The FAA shall not be reimbursed for the acquisition cost of any property selected by another agency or for overhead or administrative costs associated with such property.  The transferee will pay any transportation costs that are not the contractor’s responsibility.  To accelerate the transfer the transferee shall include all appropriate data, including funding data in the transfer or shipping document.

If a user request is not located within the screening period, the DC Specialist shall report the excess property to the GSA via SF-120 or the USD System for a 45 business day screening phase.  The SF-120 or USD System transaction will be sent to the GSA Regional Area Utilization Office in which the Contractor’s facility is located, requesting that action be taken to screening the excess property to other Government agencies.  A copy of the letter and form or USD transaction report will be filed in the disposition file.  Government agencies having use for the property shall submit SF-122 – Transfer Order Excess Personal Property.

Specific instructions regarding disposal methods after GSA screening are as follows:

Donation.  Property shall be donated only after it has been determined to be surplus following appropriate utilization screening.  The donation of surplus property to an authorized eligible donee is subordinate to any need for property by a Federal agency.

GSA is responsible for making necessary arrangements for donation screening of serviceable property during the last 15 business days of the 90 day screening period.

Items selected for donation will not be retained longer than 42 calendar days from the surplus release date.  The DC Specialist will authorize release to the eligible donees immediately upon receipt of GSA approval and shipping instructions.  If approval and shipping instructions, including provision for payment of all costs incident to donation, are not received within the 42 calendar day grace period, the property will be otherwise disposed of as surplus.  All costs incident to donation that are not the responsibility of the contractor shall be borne by the donee.

Agencies having a current essential requirement may withdraw property undergoing donation screening.  In all other cases, property may be withdrawn only after GSA concurrence.

Sale.  When the screening phase has been completed, all remaining property which has not been purchased or retained by the Contractor, returned to suppliers, retained by the owning agency, transferred to other federal agencies, or donated to eligible donees is to be sold as surplus contractor inventory.

Heads of agencies or their designees are responsible for determining whether their agencies will report their personal property to GSA for sale for a fee for services rendered; or conduct or contract for the sale of their own property.  In accordance with agency regulation, the DC Specialist has the option of conducting the sale or reporting excess property to GSA on SF-120 to the cognizant GSA regional office where the property is located.  The SF-120 can be automatically report to GSA via the USD system or generated from the GFP Automated System.   See AMS Part 3.10.3 and FAR Part 45.5 for instructions for the preparation of SF-120.

Distribution.  The DC Specialist is responsible for distributing the SF-120 as follows:

1.  The original to applicable GSA regional office (see GSA Personal Property Utilization and Disposal Guide.)







2.  A copy to the Property Disposition File.

All other property requiring sale shall be sold by the DC Specialist or reported to GSA on SF-126 when applicable as acceptable by the appropriate GSA regional office (in accordance with any additional instructions provided by the GSA regional office location where the property is physically located).  For instructions on preparation of SF-126 see 41 Code of Federal Regulations, Chapter 101-45.4901.

Distribution.  When applicable, the DC Specialist shall distribute the SF-126 as follows:

1.  The original to applicable GSA Regional Office (see GSA Personal Property Utilization and Disposal Guide).







2.  A copy to the Property Disposition File.

Proceeds of any sale are to be credited to the Treasury of the United States as miscellaneous receipts, except where the contract or any subcontract thereunder authorizes the proceeds to be credited to the price or cost of the work.

The DC Specialist shall explore the possibility of the donation of excess property to public bodies in lieu of abandonment or destruction.  If no public body is interested in donation of the excess property, the DC Specialist shall initiate abandonment or destruction action.  The DC Specialist shall authorize the abandonment or destruction of any excess property, which has not been purchased or retained by the contractor, returned to suppliers, retained by the DOT/FAA, transferred to other federal agencies, donated to eligible donees, or sold when applicable.  The DC Specialist shall authorize the release of all excess property for all disposition actions.  

Agency Screening

The DC Specialist shall enter the excess property in the USD System for screening within the FAA for 30 business days.  Upon receipt of a request, the DC Specialist is responsible for processing FAA Form 4650-12 to transfer the property to the user within the agency.  When the screening phase has been completed, all remaining property, which has not been retained by the owning agency, shall be sold or abandoned or destroyed as previously defined in the standard screening process. 

Limited Screening

The DC Specialist shall enter the excess property in the USD System to automatically report excess property to GSA for limited screening by other Government agency use for 15 days.  Other Government agencies having use for the property shall submit SF-122 – Transfer Order Excess Personal Property.  The FAA shall not be reimbursed for the acquisition cost of any property selected by another agency or for overhead or administrative costs associated with such property. If a user request is not located within the screening period, the DC Specialist shall report the excess property to the GSA via SF-120 or the USD System for a 15 business day screening phase for possible donation to eligible donees.  When the screening phases have been completed, all remaining property, which have not been transfer to other Government agencies or donated to eligible donees, shall be sold or abandoned or destroyed as previously defined in the standard screening process.

Special Items Screening

Special items screening shall be handled in accordance with regulation and agency orders. 

After all screening phase have been completed, The DC Specialist is responsible for ascertaining all actions are closed.  A completed Property Disposition File shall consist of, but is not limited to, the following:

Request from the Contractor or TO for the disposal of property in the Contractor’s possession.

Letter to the TO requesting disposition instructions/documentation or directing the PA to dispose of the property.

Reply from the TO providing disposition instructions/documentation or directing the PA to dispose of the property.

Replies from various DOT/FAA addresses to above screening letter.

Notification letter to GSA Regional Area Utilization Office requesting that disposal action be made of the excess property at a Contractor’s facility in their region.

Proof that property has been disposed of from GSA – transfer receipts, certification of disposal.

Other relevant documentation as deemed applicable by the DC Specialist.

The DC Specialist is responsible for ensuring disposal actions are closed and marked in the GFP/CAP Automated System.

The DC Specialist shall determine the contract status and process the contract in accordance with the following:  

Active Contract.  The DC Specialist shall transfer the disposition file to the appropriate PA with a copy of the disposition action status record acknowledging the receipt of the file

In Closeout Status.  The closed disposition file along with the original status record will remain with the assigned DC Specialist.  The DC Specialist will file a copy of the disposition action status record in the Status Record Book.
Contract Property Closeout. 

Initiate Closeout Activities

The CO provides the PA written notification authorizing contract property closeout action on the contract.  The PA shall ensure that all outstanding property actions are completed:

Prior to the transfer of the Official Contract Property File, the PA shall determine the following:

All government property provided under the contract has been properly accounted for. 

Disposition of government property has been properly accomplished and documented.

Report of Survey/Lost/Damaged Adjustment documents, including contractor request for relief from responsibility, have been processed to completion.

Proceeds from disposals or other property transactions, including adjustments, have been properly credited to the contract or paid to the Government as directed by the CO.  These transactions include:




i.  GSA sales




ii.  Contractor purchase




iii.  Special requirements, and




iv.  Property titles – resolved and documented, etc.

Contractor’s inventory reconciles with the GFP/CAP Automated System (verifying that there is no GFP/CAP balance remaining in the GFP/CAP Automated System).

PA shall transfer the Official Contract Property File to the Property DCTL and provide notification to the PMTL. 

Upon receipt of the Official Contract Property File, the Property DCTL shall review the property file to verify the contract type (Fixed Price, Firm Fixed Price, Cost, Cost Plus Fixed Fee, etc.) and determine DC Specialist assignment.

Property DCTL assigns a DC Specialist and updates the GFP Automated System with status code 302 (closeout status).

DC Specialist reviews the Official Contract Property File to verify that all outstanding property actions are completed, if not returns the file back to the PA for completion. 

Closeout GFP/CAP Automated System

The DC Specialist shall document and sign the Government property control record FAA Form 4450-1 of contractor response and PA resolution.  The DC Specialist shall inform the DCTL of final closeout prior to releasing the Official Contract Property File to the contract office.

The Property Disposition and Closeout Team Lead shall update the contractor status as closed in the GFP/CAP Automated System by entering code 301 (closed status).

Archive Official Contract Property File

The DC Specialist shall obtain the contract office signature on the final closeout memo acknowledging receipt of the Official Contract Property File.  

The DC Specialist shall print the contract property closeout plan via the GFP/CAP Automated System and make a copy of the contract office closeout memo for the closeout file.

The DC Specialist shall archive the contract in the GFP/CAP Automated System.

GFP/CAP Automated System Administration

The System Administrator is the branch representative responsible for administrating the GFP/CAP Automated System and shall perform the following functions: 

Systems Maintenance

The System Administrator shall ensure that the GFP/CAP Automated System is sustained in a highly operable manner by performing the following:

Assignment of user ID’s, passwords, and privileges (system access level).  When the branch hires a new employee or the System Administrator receives written request for access to the GFP/CAP Automated System.  Management approves the new employee or written request for access to the GFP/CAP Automated System.  Requests for access from external users will be coordinated with the LAN/Network Computer Support Staff for the set up of the new user’s computer system desktop.

System Backup.  The System Administrator verifies that the LAN/Network Support Staff is backing up the GFP/CAP Automated System on a weekly basis by obtaining and reviewing the LAN system backup report.  
Utilities Maintenance

The System Administrator shall review current regulations and FAA orders for compliance and update the utility menu on an annual basis.  The System Administrator shall review written user request submitted in the GFP System Change Database for potential changes and updates to the utility menu.  Upon System Administrator review and approval, all updates to the utility menu will be completed within five (5) business days of the approval date.  All user requests will be tracked in the GFP System Change Form Database and maintained by the System Administrator.  See the GFP Automated System User’s Guide for a listing of reference tables which are maintained within the utilities menu.
Data Maintenance

The System Administrator is responsible for providing the following data maintenance support:

Staff support to all users of the system.

Training to all users of the system.

Generate the Quarterly Report of Contractor-Held Property for the Office of Financial Management.

Generate the Annual Report of Contractor-Held Property for the Office of Financial Management by September 31.

Generate system reports for users when requested. See the GFP/CAP Automated System User’s Guide for listing of available reports.

Provide updated financial/mixed financial systems to the Chief Information Officer (CIO) for the capital financial systems database for the GFP/CAP Automated System.

System Enhancement

The System Administrator is responsible for coordinating enhancements to the GFP Automated System in accordance with the following:

System users shall submit request for enhancements to the GFP/CAP Automated System in the GFP Change Form Database.  The System Administrator shall review the request for value and technical impact and assign the request as a minor or major enhancement, and submit the request to management for approval.  Upon management approval, the System Administrator shall assure that minor enhancements are updated within thirty (30) business days of there approval date.  Major enhancements shall constitute the release of a new version of the GFP/CAP Automated System.  The System Administrator shall assure that all approved major enhancements are incorporated into the newly released version of the system.

The System Administrator shall provide oversight to the system programmer and communicate new GFP/CAP Automated System requirements and enhancements.

The System Administrator shall update the GFP/CAP Automated System User’s Guide with approved minor and major enhancements and reissue a revised version of the user’s guide.  A hardcopy of the user’s guide can be obtained from the System Administrator via on the ASU-200 website (http://www.asu.faa.gov/).

The System Administrator shall provide training to all system users on the new minor and major enhancements when requested.  This includes internal system users with Read-only and write access and externals users (e.g. IPTs, COs, Program Offices, etc.), with Read-only access.   
System Outreach

Upon management approval, the System Administrator shall provide GFP/CAP Automated System outreach, shall include the following activities:



Performing system demonstrations as necessary.



Providing limited support to stand-alone system users as necessary.

Serve as System Liaison/Subject Matter Expert (SME) at all meetings concerning the GFP/CAP Automated System.

Reference Regulations and Orders:

Federal Aviation Administration Acquisition Management System (AMS) Procurement Policy, Section 3.10.3 (Contracts awarded post April 1996)

Federal Aviation Administration Acquisition Management System (AMS), Procurement Policy, Section 3.11 (Contracts awarded post April 1996)

Federal Aviation Administration Acquisition Management System (AMS) Procurement Toolbox Guidance, T3.10.3 (Contracts awarded post April 1996)

Federal Aviation Administration Acquisition Management System (AMS) Clauses and Prescriptions, Section 3.10.3 (Contracts awarded post April 1996)

Federal Acquisition Regulation (FAR), Part 45 (Contracts awarded pre-April 1996)

Federal Acquisition Regulation (FAR), Part 52.245 Solicitation Provisions and Contract Clauses (Contracts awarded pre-April 1996)

Federal Aviation Administration Disposal Guide

Federal Property Management Regulation (FPMR)

Transportation Acquisition Regulation (TAR), Part 1245 (Contracts awarded pre-April 1996)

Code of Federal Regulations (CFR), 41 Chapter 101

Department of Transportation, Federal Aviation Administration Order 4650-30, Management and Control of NAS F&E Projects/Materiel

Federal Aviation Administration, Contractor’s Guide for Control of Government Property, ASU-200-02

Federal Aviation Administration Quality/Reliability Officer Guidebook, Quality Assurance Division, WI-200-01

Department of Transportation, Federal Aviation Administration Order 4800.2, Utilization and Disposal of Excess and Surplus Personal Property

Department of Transportation Order 4410.4, Equipment Management and Control

Department of Transportation Order H 4410.4, Equipment Management and Control Handbook

Department of Transportation, Federal Aviation Administration Order 4630.3, Survey of Lost, Damaged, or Destroyed Government Personal Property

Transportation Acquisition Manual, Part 1245 (Contracts awarded Pre- April 1996)

Department of Transportation Handbook DOTPR S-1 – Manual for Control of Property in Possession of Contractors (Obsolete, applies to some older contracts.)

Department of Transportation, Federal Aviation Administration Order 4650.21, Management and Control of In-Use Personal Property

GSA Personal Property Utilization & Disposal Guide

How to Prepare and Process U. S. Government Bills of Lading

Department of Transportation, Federal Aviation Administration Order 4770.3, Transportation and Traffic Management of Government Property and Household Goods

Reference Forms

FAA Form 4450-1

Government Property Control Record

FAA Form 4500-1

Project Materiel Shipping and Receiving

FAA Form 4650-12

Materiel Requisition/Issue/Receipt

FAA Form 4650-13

Materiel Requisition/Issue/Receipt Continuation Sheet

SF-120


Report of Excess Personal Property

SF-122


Transfer Order Excess Personal Property

SF-123


Transfer Order Surplus Personal Property

SF-126


Report of Personal Property for Sale

SF-1103


Government Bill of Lading

SF-1423


Inventory Verification Survey

SF-1426


Inventory Schedule A (Metals in Mill Product Form)

SF-1428


Inventory Schedule B

SF-1430


Inventory Schedule C (Work in Process)

SF-1432
Inventory Schedule D (Special Tooling and Special Test Equipment)

Appendix A: Definitions

ABANDONMENT OR DESTRUCTION

A method of disposing of surplus personal property which usually involves leaving Government –owned property in a non-federal location following expiration of a contract, or taking action to relocate the property to a public or private dump where it is normally crushed, burned, or buried.  This method is not permitted for hazardous materials.

ANNUAL FINANCIAL PROPERTY REPORT

The total acquisition cost of Government property for which the contractor is accountable under each contract, including government property at subcontractor plants and alternate locations, in the following classifications: GFP, CAP, and Materials.

CAPITALIZED EQUIPMENT

Personal property of a nonexpendable nature, having a unit acquisition cost of $200 or more.

CARRIER

An individual, company, corporation or other legal entity authorized to transport freight or household goods under a certificate, license, or permit issued by a Federal, State, or local regulatory body.  To operate as such in intrastate or interstate commerce.

CONDITION CODE

A one character GSA code that describes the physical condition, serviceability, and the need for repairs of an item of excess or surplus personal property.

CONSIGNEE

Receiving organization by name or address.

CONSIGNOR

Shipper or shipping agent.

CONTRACTOR

A private person, organization, agency, or firm who agrees to provide supplies and/or service during an agreed-to time period for a stated price or rate.

CONTRACTOR ACQUIRED PROPERTY

Property acquired or otherwise provided by the contractor, pursuant to the terms of a contract in which title is vested in the Government.

CONTRACTOR INVENTORY

Any property acquired by and in the possession of a contractor or subcontractor (both Government-furnished and contractor acquired property) under a contract pursuant to the terms of which title is vested in the Government.

DELEGATION OF AUTHORITY

The specific formal deputation, assignment, or commitment of a legal power or right to take certain actions and to make certain decisions.

DISPOSAL

The act of discarding or relinquishing responsibility and control over excess or surplus property in accordance with appropriate Government regulations through transfer, donation, sale, abandonment or destruction.  (Note: Generators of hazardous waste can be held liable for improper disposal.)

DONATION

A method of disposing of surplus personal property whereby at the direction of GSA or other authorized sources, surplus property is given without reimbursement to eligible donees under regulations prescribed by the Administrator, GSA.

DONEE


An entity that may be a service, educational, municipal, state, tax-exempt, or non-profit type of organization that performs governmental, public service, educational, or welfare activities and which is approved by the GSA.

EXCESS PROPERTY

Any personal property under the control of a Federal agency which is not required for its needs and the discharge of its responsibilities.

REPORT OF EXCESS PROPERTY

A list of property identified as excess to the contract, or upon contract completion or termination.

FEDERAL PROPERTY MANAGEMENT REGULATIONS (FPMR)

The Government regulations issued by the General Services Administration to govern and guide Federal agencies relative to management and control of property.

FIELD AUDIT

An analysis of a contractor’s property control system in accordance with FAR 45, or FAA AMS 3.10.3.  This analysis is designed to determine whether the contractor is effectively and efficiently complying with the terms and conditions of the contract, and other regulatory requirements, by maintaining procedures and applications for adequate control of government property.  

FREE ON BOARD (f.o.b.)
Delivered at a point specified at the expense of other than the consignee or purchaser.  Sometimes referred to as “freight–on-board.”

FOB DESTINATION

Free on board at destination; i.e., the consignor delivers the goods on consignor’s conveyance at destination.  Unless the contract provides otherwise, cost of shipping and risk of loss are borne by the consignor.

FOB ORIGIN

Free on board at origin; i.e., the consignor places the goods on the conveyance by which they are to be transported.  Unless the contract provides otherwise, cost of shipping and risk of loss are borne by the consignee.

FREIGHT

Supplies, goods, and transportable property.

GENERAL SERVICES ADMINISTRATION (GSA)

An independent agency in the Executive Branch of the Federal Government that provides supplies, equipment, services, space, communications, motor vehicles, printing, and other miscellaneous items for Government agencies.  GSA also provides policies, guidance and direction relating to procurement, contracting, real and personal property management, transportation, public utilities, telecommunications, and disposal of Government property.

GOVERNMENT BILL OF LADING (GBL)

The bill of lading forms a contract obligating the Government to pay charges for services described and provided.  The document by which the carrier acknowledges receipt of freight and contracts for its carriage.  

GOVERNMENT PROPERTY

All real and/or personal property owned by, or leased to the Government under the terms of a contract.  Government property includes government-furnished (GFP) and contractor acquired property (CAP).

GOVERNMENT FURNISHED PROPERTY

Property in the possession of or acquired directly by the Government, and subsequently delivered or otherwise made available to the contractor.

INSPECTION

The critical examination of material by any means to verify quantity, to determine condition, or to compare actual characteristics with those given in applicable specifications.

INTERAGENCY TRANSPORTATION MANAGEMENT SYSTEM (ITMS)

The General Services Administration’s interagency transportation management system traffic manager program that provides transportation cost and pricing information.

LINE ITEM

A single line entry of a reporting form, which indicates a quantity of personal property, located at any one activity having the same description, condition code, and unit cost.

MATERIEL

Property which may be incorporated into or attached to an end item to be delivered under a contract, or which may be consumed or expended in the performance of a contract.

NON CAPTILAIZED EQUIPMENT

Personal property of a non-expendable nature having a unit acquisition cost of $50 or more less than $200, and other items of personal property regardless of cost when so designated by the Government.

PERSONAL PROPERTY

Any property, except real property, records of the Federal Government, and naval vessels of the following categories; Battleships, cruisers, aircraft carriers, destroyers, and submarines.

PROPERTY ADMINISTRATOR

The individual designated, in writing, by appropriate authority to administer the contract requirements and obligations relative to Government property.  He is the authorized representative of the Contracting Officer.

PROPERTY CONTROL SYSTEM

A written program for the use, maintenance, protection, preservation, and control of Government property in accordance with FAA AMS 3.10.3, FAR 45 and contractual requirements.

PUBLIC BODY

Means any State, Territory, or possession of the United States, any political subdivision there of, the District of Columbia, the Commonwealth of Puerto Rico, any agency or instrumentality of any of the foregoing, any Indian tribe, or any agency of the Federal Government.

QUALITY RELIABILITY OFFICER (QRO)

The designated representative of the Contracting Officer, and IPT that provides in-plant quality assurance. The QRO also provides property administration support to the FAA Property Administrator.  

RECONCILIATION

The process of matching and adjusting property records for a specific item to all such records to bring them into full agreement, and to assure the quantity, description, condition, location, property custodian of the item is accurately reflected.

REPORT OF SURVEY/LOST DAMAGED DESTROYED PROPERTY REPORT (LDD)

A process used to examine facts, determine responsibility, and establish the extent of liability for the loss, damage, and/or destruction of Government property.  To provide relief from responsibility and/or accountability, and to provide authorization for the removal of personal property from the formal account.

REUTILIZATION

The act of maximizing the use of excess personal property to fill current or future authorized requirement in lieu of new procurements.  This includes transferring property within FAA or among Federal agencies.

SAMPLING

a.
Statistical Sampling is the process by which a number of items are selected from the population for analysis so that the sample is representative of the entire population from which it was selected.  Statistical sampling is useful where large numbers of items are subject to review and where it is not cost-effective to review all items.

b.
Judgement Sampling is the process by which a number of items or areas are selected from the population for analysis without meeting the random selection and sample size criteria.  Judgement sampling is useful for functional segments that do not lend themselves to any other methods of sampling.
 

SALVAGE

Means personal property which has some value in excess of its basic material content, but which is in such condition that it has no reasonable prospect for use as a unit and its repair or rehabilitation is clearly impracticable.

SCRAP

Personal property that has no value except for its basic material content.

SCREENING

The act of comparing requirements with available excess or surplus personal property in order to obtain maximum utilization.

STANDARD FORM 1423 - Inventory Verification Survey

This form is used to certify that the inventory is present at the locations shown that the inventory is allowable to the contract, that quantity and condition are correctly stated, and the contractor has tried to divert items to other work.

STANDARD FORM 1426 – Inventory Schedule A (Metals in Mill Product Form)

This form is used to list metals in raw or primary form as furnished by the mill and on which there have been no subsequent fabricating operations.  This form is used for listing non-metallic materials such as plastics, rubber, or lumber, in mill product form.

STANDARD FORM 1428 – Inventory Schedule B

This form is used for listing all contractor inventories, including plant equipment, for which Standard Forms 1426, 1430, 1432 or 1434 are not appropriate.

STANDARD FORM 1430 – Inventory Schedule C (Work in Process)

This form is used to list all work-in-process.

STANDARD FORM 1432 – Inventory Schedule D (Special Tooling and Special Test

 Equipment)

This form is used to list such contractor inventory as dies, jigs, gauges, fixtures, special tools and special test equipment.

STANDARD FORM 1434 – Termination Inventory Schedule E

This form is used for contract terminations when the value of property is less than $10,000 and the termination settlement short form (SF-1438) is used.

SUBCONTRACTOR

Any organization responsible directly to the prime contractor.  Assists the contractor in carrying out the scope of work.

SURPLUS

Any excess personal property that has been determined is not required for the needs and discharge of the responsibilities of any Federal agency; thus is available for donation or sale.

TRANSPORTATION OFFICER

An agency traffic manager or other official responsible for managing bill of lading type commitments.  

TURNKEY

These are shipments for which the contractor is liable for both the cost of the shipment and the materiel until acceptance by the Government during the contract acceptance and inspection (CAI).  Government takes title to equipment after CAI.

UTILIZATION

The use or application of property for the purpose for which it was acquired and/or the use or application of property to the maximum extent possible consistent with requirement.

WORK IN PROCESS

Material that has been released to manufacturing; engineering, design or other services under the contract and includes undelivered manufactured parts, assemblies, and products, either complete or incomplete.

Appendix B: Acronyms
AFM


Officer of Financial Management

AMS


Acquisition Management System

ASU


Office of Acquisition

CAP


Contractor Acquired Property

CFR


Code of Federal Regulation

CO


Contracting Officer

DC


Disposition and Close-out

DCTL


Disposition and Close-out Team Lead

DOT


Department of Transportation

F.O.B


Free on Board

FAA


Federal Aviation Administration

FAL


Field Audit Lead

FAR


Federal Acquisition Regulation

FSG


Federal Supply Group

GBL


Government Bill of Lading

GFM


Government Furnished Materiel

GFP


Government Furnished Property

GSA


General Services Administration

ID


Identification

IPT


Integrated Product Team

ISO 


International Organization for Standardization

ITMS


GSA Interagency Transportation Management System

LAN


Local Area Network

LDD


Lost, Damage or Destroyed

LIS


Logistics and Inventory System

NAS


National Airspace System

PA


Property Administrator

PCS


Property Control System

PMSRS

Project Materiel Shipping/Receiving System

PMTL


Property Management Team Lead

QRO


Quality Reliability Officer

SF


Standard Form

TAR


Transportation Acquisition Regulation

TO


Technical Officer

USD


Utilization, Screening and Disposition

WI


Work Instruction

Appendix C: PCS Functional Elements and Criteria

Sampling techniques will be used to make observations for verification purposes.  Statistical Sampling (Class I) and/or Judgement Sampling (Class II) will be used to determine sampling size.  Audit worksheets will provide specific characteristics to describe the Contractor’s commitments to be verified.  Observation, statistical and judgmental sampling will be used to evaluate the following functional elements:

Property Management.  The process of maintaining an adequate PCS for government property; reporting LDD, and the process of contractor internal self audit.  Examples of areas to be considered/evaluated include:

i.  PCS procedures maintained in an up-to-date manner.

ii.  Contractor’s and other responsible personnel awareness of 

procedures and changes to the PCS.

iii.  LDD's files completed in the timeframe stated in the PCS.

Acquisition.  The process of acquiring government property either through requisition or transfer from government sources or through purchase, including those made from contractor stores.  Examples of areas to be considered/evaluated include:

i.  Acquisition documents containing the required data (Purchaser 

Order, Procurement Request).

Ii  Contract authority exists for acquisition of facilities and special test equipment.

Receiving.  The process of government property initially entering a Contractor’s custody.  Examples of areas to be considered/evaluated include:

i.  Receiving reports being prepared in the timeframe stated in the PCS.

ii.  Prompt examination of property, upon arrival, to determine quantity received, condition, and identify transit related discrepancies.

iii.  Reconciliation of items received against requisition documents.

 Identification.  The process of properly identifying government property.  Examples of areas to be considered/evaluated include:

i.  GFP/CAP has the proper identification as specified in the PCS.

ii.  Identification of general purpose components of special test equipment to facilitate removal and reutilization.

 Records.  The official accountable records maintained by a Contractor to show status and to control documentation of all GFP/CAP.  Examples of areas to be considered/evaluated include:

i.  Supporting documentation for record posting.

ii.  Transactions, including location changes, are promptly posted.

Movement.  The process of moving all types of government property.  Examples of areas to be considered/evaluated include:

i.  Movements performed in accordance with PCS.

ii.  Adequate protection of property provided during movement.

Storage.  The process of storing government property.  Examples of areas to be considered/evaluated include:

i.  Property is protected from damage and theft.

ii.  Access to property is controlled.

Physical Inventories.  The process of physically locating and counting government property and comparing it to records of such property, including the posting of findings and adjustments and reporting of adjustments to the PA.  Examples of areas to be considered/evaluated include:

i.   Physical inventories being performed in accordance with schedules and procedures approved by the PA.

ii.  Who performs the inventory.

iii.  Inventory posting to accountable records within a reasonable period.

iv.  Adjustments promptly posted to accountable records.

Reports.  The preparation and submission of reports reflecting the status of government property as required by contract or regulations.  Examples of areas to be considered/evaluated include:

i.  Responsible person compiles necessary data.

ii.  Methods in place to report accuracy and completeness.

iii.  Timeframe clearly defined for submission of reports in the Contractor’s PCS.

Consumption.  The process of incorporating government property, of the material or agency peculiar classification, into an end item or otherwise consumed in the performance of a contract.  Examples of areas to be considered/evaluated include:

i.  Government property is being consumed as authorized by the contract, unless approved by the CO.

ii.  Quantities consumed are reasonable when compared to  requirements such as bill of material, established scrap rates, etc.

iii.  FAA notification of excess property for disposal purposes.

Utilization.  The process of using facilities, special tooling, special test equipment, and agency peculiar property for the purpose for which furnished or acquired.  Examples of areas to be considered/evaluated include:

i.  Item usage only as authorized by the contract, unless approved by the CO, and only on the contract that authorizes its use.

ii.  Usage is sufficient to warrant retention by the Contractor.

Maintenance.  The process of providing the amount of care necessary to obtain a high quality of production and the most useful service life of government property.  Examples of areas to be considered/evaluated include:

i.  Maintenance and maintenance tracking as part of the approved PCS.

ii.  Contractor compliance with current technical publications for maintenance, when applicable.

iii.  Scheduled periodic maintenance is performed as specified in the PCS.

iv.  Maintenance schedules adherence.

v.  Prompt and proper records of maintenance.

Subcontractor Control.  The process of prime contractor control over subcontractors for GFP/CAP.  Examples of areas to be considered/evaluated include:

i.  CO approval for each subcontract.

ii.  Prime Contractor establishment of an analysis program to assess the adequacy of records, control, protection, preservation and maintenance of GFP/CAP in the possession of subcontractors.

Disposition.  The process of disclosing excess, requesting disposition instructions, and effecting disposal of government property.  Examples of areas to be considered include:

i.  Contractor screening for in-house use.

ii.  Accurate, complete inventory schedules with reporting on appropriate forms (SF-1426/1428/1430/1432).

iii.  Disposition authority.

iv.  Disposal accomplishment (sale, donation, scrapping, shipment),

v.  Reasonable timeframe for disposition with documentation.

vi  Removal of  identification tags.

Contract Property Closeout.  The process of properly closing out the property element of a contract.  Examples of areas to be considered/evaluated include:

i.  Written authorization to the Contractor for property transfer, if applicable.

ii.  Authority for the Contractor to retain idle assets.

iii.  Resolution of inventory adjustments, liability determination and title issues.

An exit interview will be conducted upon completion of the PCS audit with the Contractor’s managerial personnel to discuss audit results.  Functions or functional segments in which adequacy of controls, procedures, or application thereof has been found to be unsatisfactory will be addressed.  PCS approval will be granted if the on-site audit is satisfactory and no discrepancies are identified.

Appendix D: Process Flowcharts for Transportation Management
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Appendix E: Process Flowcharts for Property Administration
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