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1. Introduction

The Federal Government classifies property as either “personal” property or “real” property. 
Real property is land, buildings, or structures, including any permanently attached fixtures and
improvements.  Personal property is property that is transportable, any property except real
property.  This includes equipment, furniture, vehicles, boats, and aircraft.  In this Manual the
term “property” refers to personal property.

This Manual establishes policies, assigns responsibilities, and outlines procedures regarding
personal property management for all REE agencies.  It is REE policy to ensure that all REE
employees acquire, use, and manage property for REE projects and programs according to
applicable laws and regulations under the Federal Property Management Regulations (FPMR),
Agriculture Property Management Regulations (AGPMR), and any other pertinent property
management regulation.  This Manual will address aspects of property management related to
inventory, utilization, accountability, and disposal.  Although this Manual targets agency
personnel who are directly involved with acquiring, controlling, and disposing of personal
property, all employees are responsible for Government property.  

2. Property Management Authority

Department regulations (AGPMR 104.50.1) require agencies to establish responsibility for
effective implementation of a property management program to:

C ensure maximum use of Department property,
C operate adequate inventory control and accountability systems, and 
C properly disposal of unneeded agency assets.

Agencies will designate Property Management Officers (PMO) to implement property
management programs.     

Property Management Officers.  Within REE, the Director, Procurement and Property
Division (PPD), ARS/AFM, has overall responsibility for developing and implementing the REE
personal property management program with approval from REE officials; ARS, Area
Administrative Officers (AAO); CSREES, Assistant Administrator for Management and Policy;
ERS, Director, Central Operations Staff, Information Services Division; NASS, Associate
Deputy Administrator for Field Operations.

REE PMO.  The Leader, Personal Property Group (PPG), Procurement and Property Branch,
PPD, serves as the REE PMO and is responsible for developing property management policies
and procedures, ensuring compliance with Federal and Department regulations.  This position is
also the departmental contact for the REE property management program, providing management
oversight to other PMO’s within REE.   Designated PMO’s servicing REE agencies are:



8

ARS Field.  The AAO administers the Area’s personal property management program according
to REE policies and procedures.  Appropriate PMO’s are:

C  Area Property Management Officers (APMO’s).   Serve as the AAO’s representative
and liaison on personal property matters.  The APMO provides management oversight for
effective accountability, control, utilization, and disposal of personal property within their
respective Area and locations.  The APMO also provides guidance, training, and
assistance to location PMO’s within their respective Area.  

C Location Administrative Officers (LAO’s) have primary responsibility for managing an
effective property management program within their respective location to ensure
accountability, control, utilization, and disposal of location property.  

REE Headquarters.  (In this Manual, REE Headquarters refers to ARS Headquarters,
CSREES, ERS, NASS, and NASS field.)  The REE PMO has primary responsibility for
managing an effective property management program ensuring accountability, control,
utilization, and disposal of personal property for REE Headquarters.  In addition, the REE PMO,
through the PPG, provides property management operational support to REE Headquarters.     

Accountable Property Officers.  Department regulations require agencies to designate
managers to serve as Accountable Property Officers (APO’s).  APO’s will implement the
policies and procedures established by the PMO’s, ensure the proper use of all Government
property assigned to their area of responsibility, provide documentation of all property disposals,
and provide documentation and accountability for acquired accountable property.   The
appropriate PMO will designate new APO’s in writing and include a list of responsibilities.  

Within the REE agencies, APO’s may be:

C branch chiefs and above,
C state statisticians,
C laboratory chiefs,
C research leaders, or
C other supervisors.

3. Accountability and Control

Accountable Property.  Accountable property is:

C all Government-owned property with an acquisition cost of $5,000 or more,
C all leased property regardless of cost, and
C any item with an acquisition cost less than $5,000 but determined “sensitive.”
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Sensitive Property.  The Department’s criteria for determining sensitive property is
property with a high level of visibility, auditable by oversight agencies, and subject to waste,
fraud, and abuse.  Sensitive property is also considered “accountable” property.  (In this Manual,
the term “accountable” also includes “sensitive” property.)  The list of mandatory sensitive items
for REE are:

C all firearms,
C all law enforcement badges, and
C property on loan to non-Federal recipients, such as property on loan under the CSREES

Federal Excess Personal Property (FEPP) Program.

Any PMO has the authority to designate other items “sensitive” to ensure proper control and to
protect Government property.

Non-Accountable Property.  Non-accountable property is property that does not meet the
characteristics of accountable or sensitive property.  Property officials do not include these items
on the agency’s official property records.  However, APO’s are still responsible for:

C maintaining internal control of non-accountable property items to help ensure proper use
and protect against theft,

C keeping non-accountable property records and other documentation to the minimum
required to provide essential management information as appropriate, and

C following reporting procedures and disposal regulations when non-accountable property
becomes excess.

Official Property Records.  USDA maintains all official property records on the Property
Management Information System (PMIS/PROP).  This is an automated database management
system that provides managers with property inventory control and accountability.     

The appropriate PMO is responsible for maintaining the official records of accountable and
sensitive property.  These records provide audit trails and provide status of items from receipt
until final disposition.  According to AGPMR 104.51.1 official property records will contain:

C description of item,
C unique identification number (bar code number),
C name of responsible APO,
C dates of acquisition and disposal,
C acquisition source (new, transfer, from excess, etc.),
C manufacturer name and model number,
C serial number,
C acquisition cost,



10

C national stock number or federal supply classification number, and
C any special characteristics, such as hazardous or dangerous material content.

APO’s are responsible for providing this information to their appropriate PMO to record all
transactions involved with accountable property.  

Property Receipt.  The individual responsible for receiving property will inspect and test
(when necessary) the item to ensure the quantity and quality ordered is acceptable.  However,
qualified personnel should perform any technical identification or inspection.  

The individual responsible for receiving the item will note if any damage occurred during
shipping.  The delivery person should also sign and date the delivery receipt indicating any
damage.  The receiving individual also has the option of refusing to accept delivery of damaged
items. 

Identifying Property.  All accountable property will have an appropriate bar code
label indicating the National Finance Center’s (NFC) unique identification number.  The 
appropriate PMO will either

C provide bar code labels to appropriate staff to attach to accountable property at the time of
receipt.  Staff will then complete receipt documentation and forward to PMO for updating
in PROP, or 

C forward bar code label after receiving appropriate receipt documentation from the APO.

When attaching accountable bar code labels, place where they can be easily seen and identified
during the inventory process, such as placing on the front of the item, as appropriate, not
underneath or behind the item.

APO’s are responsible for physically controlling  all REE property, regardless of cost.  Methods
of control include assigning to individuals or tagging property with a generic bar code label, if
appropriate.  Labeling non-accountable property with generic labels to distinguish from other
property is usually necessary when various agency personnel, cooperators, or contractors use
items or they are in shared locations.  However, labeling non-accountable property is at the
discretion of the APO.

Identifying Hazardous Materials.  Department Regulation (DR) 5023-1 requires
purchasing officials to request Material Safety Data Sheet (MSDS) from the manufacturer or
vendor for all hazardous materials.  When the manufacturer or vendor only provides one MSDS
for items with more than one unit, such as a case of cleaning solvent, a copy of the MSDS will
accompany each individual unit when distributed.  The MSDS will accompany all reassignments
of hazardous materials.  Before using, employees will receive training in the proper use and
storage of hazardous materials. 
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If the hazardous item is accountable property, the APO will forward information to the PMO
noting the actual or potential hazard regarding handling, storing, or using the item.  The PMO
will include this information in the property record, updating the  “Note” field in PMIS/PROP. 

Receipt Documents for Accountable Property.  At the time of acceptance, APO’s
will notify their appropriate PMO to record all acquired accountable property.  The APO will
provide documentation to support the transaction and receipt of accountable property.  The
documentation is usually:

C form AD-838, Purchase Order, 
C form AD-107, Report of Transfer or Other Disposition or Construction of Property,
C form SF-122, Transfer Order-Excess Personal Property, or 
C purchase card transaction document.

APO’s will ensure that the documentation includes the following information:

C name and address of receiving office,
C signature of individual receiving the property,
C description of property,
C manufacture name and model number,
C serial number,
C acquisition cost and date, 
C custodian, and
C notation of any special characteristics, such as hazardous or dangerous material content.

ARS Field.  PMO’s will establish methods to help ensure APO’s return appropriate
documentation for new acquisitions.

REE Headquarters.  Within REE Headquarters, PPG will forward the “goldenrod” or property
copy of form AD-838 or a copy of the purchase card request, to the receiving office.  

Note:  APO’s are responsible for forwarding documentation of all acquired accountable property
to their appropriate PMO.

Documentation of Exchange/Trade-In.  APO’s will ensure documentation of all
exchanges/trade-ins.  The documentation will include the item description, manufacturer, model
number, serial number, NFC-ID number for accountable property, and exchange/trade-in amount. 
(See Section 13 for more information on Exchange/Sale.)  

Removing Property from Government Offices.  Department regulations (AGPMR
104-50.109) require agencies to document removal of property from Government offices.  Based
on the office location, APO’s, supervisors, or responsible officials will approve the removal of
property through a property pass.   Property passes help APO’s account for, audit, and control the
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removal of property assigned to their custody.  The following documents can serve as a property
pass:

C form AD-873, Property Pass, 
C form AD-107, Report of Transfer or Other Disposition of Property,
C form OF-130, Personal Custody Property Receipt, or
C  a memorandum. 

The information needed on a property pass includes:  

C description of property,
C serial number,
C NFC-ID number,
C name of employee removing property,
C return date, and 
C signature of official authorizing the removal.

USDA Complex.  Employees in the USDA complex will use form AD-873 when removing
property from USDA facilities (See Exhibit A).  This includes Government property,
commercial property, and an employee’s personal property that may be perceived as Government
property.  Each REE agency has designated specific individuals authorized to approve property
passes.  USDA’s Physical Security Branch and each security station maintain a list of the names
and signatures of the agency’s approving officials.  PPG also maintains the list of REE approving
officials and is responsible for updating the list as appropriate.  Employees will check within
their division or program for the appropriate approving official. 

Employees who remove the same laptop computers or other equipment on a regular basis can
request that their division's property pass issuing officer prepare a memorandum to Physical
Security instead of completing form AD-873. This memorandum is valid for up to 1 year and can
be renewed after it expires.  Physical Security will keep a copy of the memorandum on file at the
security guard station. However, the employee is responsible for maintaining a copy to show to
the security guard when leaving the building. The security guard will verify the serial number and
then the employee can remove the item from the building.

Outside the USDA Complex.  Employees outside the USDA complex will use any of the above
appropriate documents as a property pass when removing government property from their
facility.   Employees will have their APO, supervisor, or other responsible official approve the
property pass, and include all required information and follow any internal procedures from the
building manager. 
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4. Physical Inventories

Departmental regulations (AGPMR 104.51) require agencies to conduct physical inventories of
accountable property every 2 years and when there is a change in APO’s.  Physical inventories:

C verify property on hand, 
C identify unneeded property for reassignment or disposal, and 
C identify requirements for additional acquisitions.

Responsibility for Conducting Physical Inventories.  PMO’s are responsible for
ensuring that APO inventories remain current.  The person responsible for conducting the
inventory will walk through all office space that each APO is responsible for and compare the
official inventory with the accountable property that is on hand.  APO’s can assign someone from
their staff to help with the inventory process.  This individual is responsible for:

C notifying staff of the scheduled inventory date, 
C answering questions relating to property custodians, and
C checking all APO office space.

APO’s or their designee will sign, date, and return the completed inventory to their appropriate
PMO for reconciliation.  Within REE the following individuals will conduct physical
inventories: 

C ARS Field.  The appropriate PMO will determine who will conduct the inventory.  Often
the APO is responsible for conducting the physical inventory.  The appropriate PMO will
forward a copy of the official inventory to each APO, including instructions for
completing.  The APO may delegate the inventory to a designee or a custodial property
officer.  The APMO is responsible for ensuring that all inventories are current within
their respective areas.           

 
C NASS Field.  State statisticians or their designee will conduct their own physical

inventories.  REE PMO will forward a copy of the official inventory to each APO,
including instructions for completing and returning to PPG for reconciliation. 

C Headquarters.  PPG staff will conduct physical inventories for all REE agencies in
Headquarters/downtown area.  PPG will work with each individual APO for scheduling. 

Reconciling Physical Inventories.  The APO is responsible for investigating and
preparing documentation to verify inventory discrepancies, such as:

C unrecorded transfers,
C lost, stolen, or damaged items, or 
C items determined as excess.



14

To report unrecorded transfers, the APO will prepare form AD-107 (transfers within USDA)  or
form SF-122 (transfers outside USDA).  After obtaining necessary signatures, the APO will
forward documentation to the appropriate PMO.  When necessary, the PMO will help prepare
transfer documents.  (See Section 8, Transferring Property, for detailed information.)   

To report unserviceable, lost, stolen, missing, or damaged property, APO’s will complete form
AD-112, Report of Unserviceable, Lost, Stolen, Damaged, or Destroyed Property and forward to
their appropriate PMO.  (See Section 9, Reporting Lost, Stolen, Damaged, or Unserviceable
Property, for detailed information.)

To report excess property, APO’s will complete form SF-120, Report of Excess Personal
Property or form AD-107 and forward to their appropriate PMO.  (See Section 10, Reporting
Excess Property, for detailed information.)

After receipt of the APO’s documentation, the appropriate PMO will:
 
C reconcile the inventory records in PMIS/PROP,
C update the inventory date in PMIS/PROP, and 
C forward a copy of the reconciled inventory to the APO.

Employee Clearance Inventories.  APO’s will complete an inventory of the property
assigned to an employee upon the employee’s transfer or separation from the APO.  This will
help identify any property that the employee may have on loan for work-at-home or other
circumstances.  The employee is responsible for returning these items to the APO. 

5. Suspense Listings

PMIS/PROP interfaces with various USDA payments systems at NFC to access accounting and
procurement transaction data from feeder records.  The payment systems include purchase orders,
purchase cards, imprest funds, or Federal Requisitions and Issues Procedures (FEDSTRIP). 
Based on the Budget Object Class Code (BOCC), the feeder system automatically captures and
sends data to PMIS/PROP.  The Suspense Listing is a report that identifies property items that
the agency has received and NFC has issued payment for, but the agency has not yet updated in
PMIS/PROP, i.e.,  the agency cannot account for these assets.  

Reconciling Suspense Listings.  PMO’s are responsible for reconciling Suspense
Listings monthly, updating records within 60 days of receipt.  Reconciliation includes updating
PROP and removing non-accountable property erroneously included on the list.

When the procurement document contains a BOCC for accountable property and the item is non-
accountable property, this item will appear on the Suspense Listing.  PMO’s will verify that the
item is non-accountable property, change the BOCC in PROP to the appropriate code and delete
the record.  
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ARS Field.  APMO’s will:

C generate the Area’s Suspense Listing, through Batchfoc in PMIS/PROP, 
C distribute monthly to each location,
C perform reconciliation on Area office suspense, 
C monitor to ensure that there are no outstanding items over 60 days, and 
C provide guidance to LAO’s on reconciliation

LAO’s will:

C research and update accountable property as soon as possible, 
C contact APO’s for information for outstanding documentation, 
C remove non- accountable property as appropriate, and 
C request assistance from APMO when necessary.

REE Headquarters.  PPG will:

C generate Suspense Listing weekly, 
C research and update accountable property as soon as possible, 
C contact APO’s for information for outstanding documentation, 
C remove non-accountable property as appropriate, and 
C monitor to ensure that there are no outstanding items over 30 days. 

BOCC.  Using accurate BOCC’s has a significant impact on personal property and financial
management functions.  In addition to identifying accountable property, the NFC calculates
depreciation schedules based on the BOCC. The BOCC is based on the acquisition cost of each
property item not the total cost of the line item if the quantity is greater than one.  Fund holders
and financial management officials  will closely monitor procurement documents to ensure
proper coding of BOCC’s.  Procurement officials will contact the fund holder or financial
management official when the document does not contain a BOCC.  The fund holder and
financial management officials will work together to ensure documents contain accurate
BOCC’s.  The NFC is in the process of updating the BOCC Manual to reflect the $5,000
accountability threshold.
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General guidelines for using BOCC’s designated as accountable property (3100 category) are:

Criteria BOCC

Personal Property with an acquisition cost $5,000
or more .

BOCC updates to PMIS/PROP.

3111 - Vehicles
3112 - Furniture
3113 - Aircraft
3116 - Software for Mainframe
3118 - Telephone Equipment
3121 - Agricultural Equipment
3122 - Lab Equipment
3123 - Radio & communications
3124 - ADP, Except Personal Computer
3125 - Office Machines
3126 - Reproduction Equipment
3165 - Personal Computer

Personal Property Under $5,000 but Determined
“Sensitive”.

BOCC updates to PMIS/PROP  

3141 - Sensitive Property

Personal Property Under $5,000

BOCC does not update to PMIS/PROP.

3140 - Non Accountable Property

6. Loaning/Borrowing Government Property

APO’s may lend property that could be temporarily out of service to other REE agencies or other
Federal agencies.   The loan period should not exceed 1 year.  However, APO’s may extend it if
necessary.  APO’s may not loan Government property for personal use.

Loaning to Non-Federal Agencies.  APO’s may loan property to non-Federal agencies,
including State, county, public, or individuals for work in support of  REE programs.  However,
a written agreement must be in place to document the work involved.

Borrowing Property.  The APO and the appropriate PMO will work together to decide if
borrowing property will fulfill a need.  Factors to consider are:

C availability,
C suitability,
C condition and value of item involved, and
C costs and responsibilities involved with borrowing item.
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Procedures.  Regardless of the cost of the item, APO’s will document all instances of
loaning/borrowing property on form AD-107 and include the following information:

C item description, serial number, manufacturer name, and model number
C loan period,
C conditions for use,
C maintenance requirements, and 
C inspection requirements upon return.

Both the loaning and the borrowing agency will sign the form.  If the item is accountable, the
APO will forward a copy of the form to their appropriate PMO to adjust the property records in
PMIS/PROP.  PMO’s can use either the “Custodian” field or the “Note” field to note the item is
on loan.  For non-accountable property, APO’s will keep a copy of the form until it is returned. 

Home Use of Government Property.  APO’s  may loan Government property to
employees for official work at home.  APO’s may not loan or give Government property to
employees as a reward, gift, or because the office no longer needs it.  Before loaning
Government property to employees for work-at-home, APO’s will complete:

C form REE-1, Receipt for Property (See Exhibit B), or 
C form AD-107 (See Exhibit C).  

 If the item is accountable, APO’s will forward a copy of the form to their appropriate PMO to
adjust the property record in PMIS/PROP.

7. Acquiring Excess Property

Federal regulations (FPMR 101.26.1 and 101.43) state that excess property is the first source for
filling acquisition requests. However, before acquiring any excess property, the receiver should
personally inspect the item, when possible, to verify the condition.  If it is not feasible to
personally inspect the item, the receiver will talk to the reporting agency official who has
personal knowledge of the property.  

APO’s.  APO’s will determine if excess property is available within their own area of
responsibility before submitting a new procurement request.  The appropriate PMO will work
with the APO to help find available excess property.

Procurement Officials.  Procurement officials will work with their appropriate PMO to ensure
that the property office reviews new procurement requests to determine if excess property is
available.  Procurement officials will forward copies of all documentation for accountable
property purchases, via purchase order or purchase card, to their appropriate PMO.   This will
help PMO’s reconcile agency suspense listings.  
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PMO’s.  PMO’s will ensure that APO’s are aware of the various avenues of excess property and
work with them to find available excess.  Also, PMO’s will work with their appropriate
procurement offices to ensure a review process of new procurement requests.  

Sources of Excess/Surplus Property.  PMO’s can use the sources below to view
available excess/surplus property on-line:

Departmental Excess Personal Property Coordinator (DEPPC).  This is USDA’s
clearinghouse for excess property generated within the Department nationwide.  DEPPC has sole
authority for reassigning departmental excess property to requesting agencies.  If DEPPC
receives more than one request for the same item, they will give preference to an activity of the
agency reporting the item.  Other determining factors include need statements, proximity of
transfer, etc.  DEPPC publishes a monthly bulletin listing USDA excess by location and
condition code.  The bulletin also includes a contact person and telephone number.  The bulletin
is available through the Internet at:  www.nfc.usda.gov/propexcs.  

PMO’s can freeze available excess on-line or prepare form SF-122, Transfer Order Excess
Personal Property.  Excess property is free of charge, however, the receiving office is responsible
for paying any costs associated with packaging and transportation. 

FEDS/SCREEN (Federal Disposal System/Search by Computer and Request Excess by
Electronic Notification).  FEDS/SCREEN is General Services Administration’s (GSA)
computer system for recording, tracking, and controlling the nationwide inventory of the
Federal government’s excess and surplus property, including Department of Defense
property.  FEDS/SCREEN tracks the progress of excess property as it moves from the
redistribution and excess stage of disposal to the surplus or donation stage. Within USDA, after
completing departmental screening, DEPPC electronically submits excess reports to
FEDS/SCREEN.   If there is a request for the item, FEDS/SCREEN will create the appropriate
transfer order document to complete the transfer.  FEDS/SCREEN is available to three groups of
users, Federal agencies, non-Federal recipients, (activities that receive excess property through a
Federal sponsor), and State Agencies for Surplus Property.  

FEDS/SCREEN is available through the Internet at: www.fss.gsa.gov

However, before accessing FEDS, users will need to complete a FEDS request and submit it
through their appropriate PMO/APMO to the REE PMO (See Exhibit D).

The REE PMO will forward requests to GSA.  The request will include:

C user’s name, address, and telephone number 
C password determined by requester. (This may be up to six alpha characters.)
C access level (search or search and freeze).
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PMO’s can search for excess available from GSA through PMIS/PROP.  However, PROP only
allows for freezing USDA excess. 

Defense Reutilization and Marketing Service (DRMS).    DRMS maintains inventory of all 
Department of Defense surplus property.   The surplus property is managed by local  Defense
Reutilization and Marketing Offices (DRMO’s) that are located at or near U.S. military facilities. 
Through the DRMS website, PMO’s can search for property worldwide, a specific geographical
area or zone, or a single DRMO.  Access to DRMS is available through FEDS or PMO’s can
directly access DRMS through the Internet at: www.drms.dla.mil

The DRMS  Customer Call Center number is 1-888-352-9333 and the operating hours are
7:00 am - 5:00 pm (EST).   

Centralized Excess Property Operation (CEPO). For offices in the Washington
Metropolitan Area,  CEPO provides a large selection of excess furniture that is readily
available, and other services such as furniture rehabilitation, property reutilization, and disposal
of excess property.  CEPO classifies excess furniture in two ways:

Refurbished.   Furniture that has been refurbished, reupholstered, repaired, etc.  CEPO charges
for the cost of rehabilitation services.

As-Is.  Furniture that is available without needing any refurbishing services.  As-Is furniture is
free of charge.     

CEPO publishes a catalog of standard available excess furniture and maintains a showroom of
office furniture arrangements.  They provide a shuttle from USDA’s South Building to their
warehouse in Landover, Maryland.  To arrange a visit to CEPO, call your appropriate PMO who
will call CEPO to schedule an appointment.

Acquiring Excess from DEPPC/FEDS/DRMS.  Field employees will work with their
appropriate PMO to determine whether excess property is available within USDA through
DEPPC, GSA, or DRMS.  PMO’s will request excess on-line via PROP or FEDS/SCREEN. 
Offices that do not have on-line capabilities through PMIS/PROP may request excess property by
completing form SF-122 and faxing to DEPPC at 314-539-2480 or calling the regional GSA or
DRMS office.  When acquiring excess, the requesting activity will give complete and detailed
shipping instructions to help rush the transfer order.  

At the end of the screening period, DEPPC/GSA will forward copies of approved transfer orders
to the holding and requesting activities stating that both the holding and requesting activities 
complete the necessary arrangements to physically transfer the property.  Holding and receiving
activities will try to rush shipment of excess in the most economical manner available.  When
requesting excess that is accountable property, the APO is responsible for forwarding receipt
documentation to the PMO for updating to PMIS/PROP.  
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Acquiring Excess from CEPO (Washington-Metropolitan Area).  To acquire
excess property from CEPO, customers will prepare their agency’s appropriate documentation
(such as form AD-700, Procurement Request, or form AD-107).   CEPO does not accept the
Government purchase card.  The form will include:

C item description (including CEPO item number, if known),
C appropriation number,
C authorized signature, and 
C furniture type (“as-is” or “rehab”).

Customers will forward the request to their appropriate PMO.  The appropriate PMO forwards
the request to CEPO and arranges for delivery (See Exhibit E).

8. Transferring Property

Accountable Property.  When APO’s receive or transfer accountable property to a
different APO, they will complete form AD-107 (See Exhibit F).  The appropriate PMO will
work with the APO losing the property to prepare the transfer form.  The losing APO signs the
form and then forwards it to the receiving APO.  The receiving APO signs the form, accepting
responsibility for the property, and forwards a completed copy with both signatures to the
appropriate PMO for updating in PMIS/PROP.    The form will include the following:

C item description, manufacturer name, and model number,
C serial number,
C acquisition dates and cost, if known, and
C signatures from both the reporting APO and the receiving APO.

Non-Accountable Property.  APO’s are not required to complete form AD-107 when
transferring non-accountable property to another APO within their own agency.   APO’s may
use this form at their discretion for internal management controls.  However, Department
regulations (AGPMR 104-43.309) require agencies to complete form AD-107 when transferring
all property outside their own USDA agency (i. e. from ARS to Forest Service, or ERS to
NASS).

9. Reporting Lost, Stolen, or Damaged Property

Employees will immediately report lost, stolen, or damaged property to their supervisors/APO’s
who will notify the appropriate officials.  The APO will prepare form AD-112, including detailed
information to explain the circumstances surrounding the disappearance or damage and forward
the form to the PMO.  (See Exhibit G).  The PMO will consider the circumstances and evidence
to make an initial determination whether it appears gross negligence was involved.  If there is no
apparent gross negligence, the PMO will make any inventory adjustments.  If there is evidence of
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gross negligence, the PMO will forward the form and any other information to Human Resources
Division (HRD) for consideration of disciplinary action or other appropriate action under the
Debt Collections Act.    

Downtown Agencies.   Report thefts to the Federal Protective Service (FPS) at 202-708-1111. 
FPS will file a stolen property report and handle the investigation.  After notifying FPS, APO’s
will complete form AD-112, including the specific date FPS filed a report, and forward
completed form to PPG.    

Beltsville Office Facility (BOF).   Report thefts to the BOF, Physical Security, 301-504-2421. 
Physical Security will coordinate the investigation with FPS.  After notifying Physical Security,
the APO will also notify FD, Real Property Management Branch.  The APO will then complete
form AD-112, including the specific date FPS filed report and forward completed form to PPG.  

Field Offices.   Report thefts to your building manager and/or the local authorities.  APO’s will
then complete AD-112, noting specific date employee filed report, and forward completed form
to the appropriate PMO.

10. Reporting Excess Property

FPMR 101-43 establishes the policies for reporting excess property.  Property no longer needed
by an owning agency is “excess” property.  APO’s will not accumulate or store excess property
items.  Excess property is:

C unneeded property,
C underutilized property, or 
C items that are uneconomical to repair or are unserviceable.

APO’s will report excess property to their appropriate PMO.  Regardless of the dollar value,
APO’s and employees will follow established regulations before disposing of Government
property.  Disposal regulations will vary based on your location, condition of the item, and its
original acquisition cost.  Within the Washington Metropolitan Area, PMO’s will report all
excess to CEPO who handles screening and reutilization requirements.  PMO’s outside the
Washington Metropolitan Area will report excess to DEPPC, who handles departmental
screening, reutilization, and then forwards to GSA for Federal reutilization.  (See Exhibit H for
a list of GSA’s Regional Personal Property Management Offices.)

Departmentwide screening.  CEPO will handle all screening requirements for excess
reported in the Washington Metropolitan Area.  PMO’s outside the Washington Metropolitan
Area will electronically report excess to DEPPC for 30-day departmentwide screening.
Department regulations (AGPMR 104-43.6) require screening of all excess ADP equipment
with an original acquisition cost of $500 or more and a condition code of 7 or better through
CEPO/DEPPC.  DEPPC has the authority to waive departmental screening if excess property has
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marginal reutilization potential.  This is based on the discretion of the DEPPC coordinator.  If
another USDA agency claims the item, DEPPC will authorize the transfer.  The receiving agency
is responsible for paying the costs associated with the transfer.  The holding agency will prepare
the property for transfer.  If there are no USDA requests, DEPPC forwards request to GSA for
potential Federal reutilization. 

GSA-Screening.   GSA’s screening periods are:

Utilization: Excess property is available for reutilization to other Federal agencies for
21 days.

Donation:  After utilization, excess property is then available for donation to State and
local agencies for 21 days.

If there are no requests during these cycles, GSA will:

Return to Holding Activity for Agency Sale.  The holding agency may elect to sell the 
 item themselves rather than have GSA sell.  On the excess report, the PMO will indicate that the
agency elects to sell the item rather than have GSA sell.  The PMO enters the appropriate
“reimbursement code” in PMIS/PROP to indicate Agency sale.  If the PMO does not enter a
code, PROP will enter the default code that will indicate sale by GSA.  The PMO should also
indicate “Return for Agency Sale” in the “Note” field of PMIS/PROP.  For detailed information
see Section 14 “Agency Administered Sales”.

Conduct GSA Sale.  GSA will base this decision on the condition of the property and their past
success in selling similar items.  The PMO and the holding agency will receive information from
GSA regarding the sale.  When GSA sells, they retain a portion of the proceeds to cover their
costs associated with conducting the sale.

Authorize local disposal instructions.   GSA will authorize the holding activity’s PMO to
provide local disposal instructions to donate, abandon, or destroy the property.

Types of Excess.  Federal regulations (FPMR 101-43.3) identify excess property in two
categories, reportable and non-reportable property.  PMO’s must screen both reportable and
non-reportable property for further Federal reuse.  However, the screening timeframe for
non-reportable property is less than for reportable property.  

Reportable Property.  Reportable property are individual items or group of like items in the
same Federal Supply Group, valued at $5,000 or more in original acquisition cost, and items that
are equal or better than the disposal condition code listed by FSC classification (See Exhibit I).
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The screening cycle for reportable excess property is:

C 30 days USDA screening,
C 21 days  Federal utilization screening, 
C 21 days state and local donation screening, 
C sales, if applicable, and 
C local disposition by agency.

The appropriate PMO will report excess on-line via PMIS/PROP to DEPPC.

Non-Reportable Property.  Non-reportable property are items not meeting the reportable
criteria.  Non-reportable property items do not have to undergo formal reporting to DEPPC.  But
PMO’s will make available to GSA for combined 21-day screening period.  

The screening cycle for non-reportable excess property is: 

C 15 day local screening cycle,
C 21 day Utilization and Donation screening,
C Sales, if applicable, and 
C local disposition by agency.

APO’s will make non-reportable property available for either 15-day local departmental
screening or forward to their appropriate PMO for formal local screening through DEPPC. 
When APO’s handle local screening, they should make reasonable attempts to contact other
USDA agencies for possible transfer.  If there are no requests for the item, APO’s will forward
an excess report to their appropriate PMO, indicating that they have accomplished local
screening.  The appropriate PMO will forward the excess report via DEPPC to GSA, indicating
in the “Note” field that APO accomplished local screening.  

The differences between reportable and non-reportable property are:

C local screening requirement reduced from 30 days to 15 days, 
C APO’s can forward to DEPPC for formal screening or perform own local screening, and
C 21-day combined utilization and donation cycle.

Requirements.  APO’s will report excess or unserviceable property to their appropriate PMO
by completing either form SF-120, AD-107, AD-112, or a memorandum. (See Exhibits J, K,
and L respectively.)  The documentation will contain the following information:

C date,
C reporting agency/organization,
C location of property (room, a contact name, & telephone number),
C APO signature,
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C NFC identification number, if applicable,
C description, including manufacturer, and model number,
C serial number,
C disposal condition code (see table below), and
C acquisition date and cost, if known,

APO’s will continue to maintain accountability and control of the property until they receive
final disposal instructions such as transfer, donation, sale, abandonment, or destruction.  APO’s
will work with PMO’s to ensure that excess is appropriately tagged. 

Disposal Condition Codes.  APO’s will use the following disposal condition codes when
reporting excess property:

Condition
Code Definition

1 Excellent.  Property is in new or unused condition.  Can use
immediately without modifications or repairs.

4 Useable.  Property shows some wear, but can use without significant
repair.

7 Repairable.  Property is unusable in its currently condition, but can
be economically repaired.

X Salvage.  Property has value in excess of its basic material content,
but repair or rehab is impractical or uneconomical. 

S Scrap.  Property that has no value except for its basic material
content.

Procedures  

ARS Field.  The APO will identify and promptly report excess property to their appropriate
PMO, ensuring report contains information listed in “reporting requirements.” The PMO:

C reviews each request for possible reutilization within the Area or location,

C determines appropriate reporting procedures (based on the original acquisition cost and
condition of the item), and 

C reports excess electronically to DEPPC, through PMIS/PROP.  
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All excess reports to DEPPC/GSA will contain the following information:

C the excess report number consisting of the FEDSTRIP activity address code (identifying
the reporting activity), the Julian date, and line item number,

C an accurate description of property including serial number, manufacturer, model number,
original acquisition cost and date,

C accurate disposal condition code,

C the Federal supply classification code,

C name, address, and telephone number of a contact person who can respond to inquiries
about the item,

   
C physical location of the property, and

C any pertinent informative details for potential customers  (Use the “Note” field in PROP).

Before moving excess to a holding facility, PMO’s will ensure excess is tagged, including the
date and condition code.  

Beltsville Agricultural Research Center (BARC).  APO’s within the complex will report
excess to their appropriate property office, ensuring report contains all information listed in
“reporting requirements.”  Since the complex is located within the Washington Metropolitan
Area, the PMO will report excess property to CEPO (after any internal screening).  The PMO: 

C evaluates report checking for a need within BARC, 

C prepares form AD-107 to transfer excess to CEPO,

C ensures all excess items are appropriately labeled using form AD-1071, USDA Excess
Property Tag, and

C makes the necessary arrangements to schedule CEPO to remove excess.    

NASS Field.  APO’s will report excess property to PPG using form SF-120 or AD-112.  APO’s
will ensure report contains all information listed under “reporting requirements.”  PPG will: 

C evaluate the report for a need within REE, and 

C follow above procedures to forward the report to DEPPC/GSA for further reutilization
and disposal instructions.
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Headquarters.  APO’s in Headquarters will report excess property to PPG using form SF-120 or
form AD-112, if the item is unserviceable.  APO’s will ensure report contains all information
listed under “reporting requirements”.  PPG will 

C evaluate the report for a need within REE, 

C complete form AD-107, transferring excess to CEPO,

C prepare Excess Property Tags, and

C make necessary arrangement to remove property from holding office and deliver to
CEPO.

Accelerated Disposal Process .  To accelerate the disposal process, APO’s will:

C promptly report excess to begin reutilization process, 
C provide accurate disposal condition codes, and
C notify their appropriate PMO if there are any changes to the item.

PMO’s will:

C establish follow-up procedures to review GSA disposal actions according to the various
screening cycles, 

C notify DEPPC and GSA if the condition of the property changes, and 

C contact CEPO, DEPPC, and GSA regional offices if expedited disposal is necessary.

If APO’s need expedited disposal action due to the location of the property, closure, or other
special circumstances, contact the appropriate PMO.  The PMO will contact DEPPC/GSA to
request reduced screening time frames, concurrent utilization and donation screening or possible
delivery to a nearby holding site.

11. Exceptions to Reporting Requirements 

The following types of property require special disposal actions.

Aircraft and Parts/Components.  PMO’s will submit separate excess reports for
aircraft and parts/components to DEPPC electronically.  The PMO will also provide an
information copy to the REE PMO.  DEPPC conducts local screening with USDA’s Forest
Service (FS) and Animal, Plant, Health, and Inspection Service (APHIS.)   If there is not a need
within FS or APHIS, DEPPC electronically forwards the report directly to GSA, Region 9. 
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All Terrain Vehicles (ATV’s).  According to AGPMR 104-38.104-50, three-wheeled and
four-wheeled ATV’s are classified as dangerous property and cannot be sold to the public for
operational use.  APO’s can exchange ATV’s according to “exchange/sale” procedures.  If there
is not a need to replace the ATV, the APO will report the ATV to their appropriate PMO. 
PMO’s will report the items to DEPPC and GSA for Federal utilization.  However, if there are no
requests for the ATV, GSA will authorize the holding activity to abandon/destroy the ATV. 
Before disposal, APO’s will  mutilate the ATV to prevent operational use.

Animal, Animal Products, and Perishables.  ARS APO’s may sell excess animals,
animal products, and perishables according to exchange/sale authorities.  ARS has the authority
to sell animals, animal products, and perishables regardless of the estimated proceeds from sales. 
If selling perishables is not practical, APO’s will consider donating them to an eligible public
body involved in food recovery.   Refer to REE P&P 223.1, Food Recovery, for procedures.  

Commercial Software.  According to AGPMR 104.43.6, agencies will report excess
software for possible reutilization within USDA.  However, restrictions in the licensing
agreement take precedence over departmental disposal procedures.  Some licensing agreements
require the purchaser to return software to the vendor or require the purchaser to destroy the
software.  APO’s will check with their appropriate computer specialist to determine if the
licensing agreement indicates direct disposal instructions.  If none, APO’s will report excess
software to their appropriate PMO. 

Washington Metropolitan Area.  APO’s in the Washington Metropolitan Area will report
excess software to their appropriate PMO using form AD-107.  Include the following
information:

C Name of software.
C Type of operating system software runs on, including any compatible systems.
C Release number of the software.

The PMO will forward the report to CEPO for 30-day screening   The holding agency will
continue to hold the software while CEPO screens for possible reutilization.  If there are no
requests, CEPO will contact the holding agency and authorize destruction.   

Field locations.  Field locations will report excess software to their appropriate PMO.  The PMO
will report excess software to DEPPC, using 7777 as the national stock number.  This will alert
DEPPC that the item is software.  If there are no requests for the software, DEPPC will forward a
letter to the PMO authorizing destruction.

However, if the software is obsolete, the APO will report it to their appropriate PMO for local
disposition.  The PMO prepares form AD-112 and forwards to the APO, indicating the item is
obsolete software and according to Department regulations, the APO must destroy the software. 
The Department defines obsolete software as any version that is not the current version or the
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version released prior to the current version.  Only the two most recent versions of any software
package are not obsolete.  

Controlled Substances.  Registrants will report excess controlled substances to the
appropriate Collateral Duty Safety Officer (CDSO) who issues disposal instructions on a case-
by-case basis.  Registrants will  include the following information:

C complete description of material and quantity,
C registrant’s name and registration number, and
C recommended transfer or disposition.

Expendable Published Materials.  APO’s may dispose of published material acquired
for clipping, distribution, or other similar uses via abandonment or destruction.  This includes:

C newspapers,
C unbound periodicals,
C dictionaries, style manuals, reference aids, etc.,
C published material for training, and 
C materials published by contractors for use under ARS contracts and grants.

Firearms.  According to FPMR 101-42.1102-10, firearms may be transferred to other Federal
agencies as authorized for official use.  APO’s will report surplus firearms and accessory items to
their appropriate PMO.  The PMO will forward the report to DEPPC/GSA for Federal screening
only.  If there is no other Federal need, GSA will return the report to the holding activity’s PMO
for destruction.  The APO will render the firearm inoperable and destroy it by cutting, breaking,
or deforming.  Regulations prohibit donation and public sale of firearms and ammunition.

Foreign Excess.  APO’s in foreign locations will report foreign excess property directly to
GSA through the Embassy.

Property Dangerous to Public Health and Safety.  These items include
insecticides, herbicides, fungicides, poisonous properties, explosives, hazardous materials,
biological reagents, etc.  The respective CDSO will dispose of these items on a case-by-case
basis.  When reporting these items, APO’s will include:

C statement indicating the hazardous characteristics of the item, 

C statement indicating decontamination process when  possible,

C recommendation for the transfer or disposal, 

C certification of the hazard and ensure proper labeling of the material before release or
destruction.
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The following Federal supply classes of property are composed of predominantly hazardous
materials:

FS Class Description

6810 Chemicals

6820 Dyes

6830 Gases, compressed and liquified

6840 Pest control agents & disinfectants

6850 Misc. chemical specialists 

7930 Cleaning and polishing compounds

8010 Paint, varnishes, & related products

8030 Preservatives and sealing compounds

8040 Adhesives

9110 Liquid propellants & fuels, petroleum case  

9135 Liquid propellant fuels & oxidizers, chemical base

9140 Fuel oils

9150 Oils and greases: cutting, lubricating and hydraulic

9160 Miscellaneous waxes, oils, & fats

Radioactive Material & Radiation Emanating Equipment.  When an item
contains radioactive material, APO’s cannot dispose of these without prior approval of the
USDA Radiation Safety Office (AGPMR 104-42) on 301-374-4945.  Do not report to GSA as
excess.  The Radiation Safety Office will only permit disposal to other persons or facilities with a
current Nuclear Regulatory Commission or Agreement State license to possess the materials. 
APO’s will indicate that the item contains radioactive material and will work with the PMO for
approval from the Radiation Safety Office.  Typically, the following contain radioactive material:

C nuclear moisture/density gauges,
C gas chromatograph with electron capture detectors,
C x-ray fluorescence analyzers,
C bone densitometers, and
C devices with “sealed source” designation,
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12. GSA Donation Program

FPMR 101-44 establishes the guidelines for GSA’s donation program.  After excess property
passes Federal screening and utilization, the property becomes surplus property.  Surplus
property is personal property that is no longer required for the needs of the Federal government. 
GSA will make this property available during the donation screening cycle.    

GSA’s Federal surplus property donation program enables certain non-Federal organizations to
obtain Federal surplus property.  The law requires each State, District of Columbia, Puerto Rico,
Virgin Islands, Northern Mariana Islands, Guam, and American Samoa to establish a SASP to
distribute Federal surplus property.  The SASP advises applicants of the eligibility requirements
and acquisition procedures and the conditions and restrictions involved.  GSA has sole authority
to approve donations of surplus property to SASP’s and their eligible recipients.  The major
categories of organizations eligible to receive surplus property through GSA under the SASP are:

C public agencies,
C nonprofit educational activities,
C nonprofit public health activities,
C nonprofit public programs for the elderly,
C providers of assistance to homeless individuals, and
C providers of assistance to impoverished families and individuals.

GSA prepares the necessary documents and notifies the holding agency/appropriate PMO.  The
holding activity will not release the item until after receiving confirmation from GSA.

REE agencies cannot donate surplus property to nonprofit organizations unless the donation falls
under specific legislative authority, i.e., Stevenson -Wydler Technology Act.  In lieu of
abandonment and destruction, REE agencies can donate surplus property to “public bodies”.  See
Sections 16 and 17 for further information on donations to public bodies and USDA donations
programs, respectively.

13. Exchange/Sale of Property

FPMR 101-46 establishes the guidelines for property disposal under the exchange/sale authority. 
APO’s can take advantage of exchanging or “trading in” property they currently have, but the
item no longer adequately performs the required task.  Since the property is still needed, it only
needs upgrading and is not considered “excess.”  At the time of purchase, exchanging/trading in
property will reduce the cost of an upgraded item directly from the vendor.  When selling eligible
replacement property, APO’s may apply the sales proceeds in part or in whole, as payment for
replacing similar property in the future.  PMO’s and APO’s will ensure compliance with
financial management procedures and consult the servicing financial management/accounting
official when property sales purchases and receipts (collections) are involved and refer to
Financial Management Manual guidelines.  
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Determination.  When exchanging or trading in property, the APO will confirm that the
vendor will accept a trade-in and negotiate the trade-in allowance.  The PMO and the APO will
work together to determine if the exchange/sale will obtain the maximum return to the
Government, including administrative overhead expenses.  If  the exchange is impractical or the
allowance is unreasonably low, it may be in the best interest of the Government to declare the
item excess.  However, when considering any type of exchange/sale, consider all factors
including the cost of continued care/handling of the item if processed through the disposal cycles. 
 
APO’s and PMO’s may use the exchange/sale authority if the transaction meets all of the
following conditions:

C the item sold or exchanged is similar to the item acquired.  (To be similar, the items must
be either identical or designed or constructed for the same specific purpose, or both are
parts or containers for identical or similar items, or both fall within the same single
Federal supply classification group of property.),

C the item exchanged or sold is not excess, and the item acquired is needed for approved
programs,

C the number of items acquired must equal the number of items replaced; unless the
acquired items perform all or substantially all of the tasks as the replaced item,

C the item exchanged or sold was acquired for official use and not for the principal purpose
of exchange or sale (However, property acquired from excess is eligible for exchange/sale
if it has been in place for at least 1 year), and

C the agency makes a written administrative determination to apply the proceeds to the
acquisition of replacement property.

Processing Exchange Actions.  The APO will identify property available for
replacement through exchange/trade-in and document the following information: 

C identify the property pending exchange,
C include the serial number and NFC identification number, if appropriate, and 
C indicate the trade-in allowance.  

If the item is within the APO or requisitioner’s purchasing limit, the APO/requisitioner will
forward this documentation to the appropriate PMO for review and approval.  If the item is over
the requisitioner’s purchasing limit, the requisitioner prepares form AD-838, Procurement
Request, including the above information,  and forwards to the appropriate procurement official. 
The procurement official will review and forward to the appropriate PMO for approval.   The
appropriate PMO:  
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C reviews to ensure compliance with Federal regulations,

C provides instructions and assistance to the APO carrying out the transaction, including
preparing form AD-107 to document the release/acceptance of the exchanged item, and

C makes the necessary adjustments to property records for accountable property.

The APO and the vendor will establish the transfer method prior to exchange. The most cost
effective method is requesting that the vendor deliver the new item and remove the replaced
item.  The vendor may request that the agency ship replaced item after receipt of new item.
Before returning/forwarding items, the APO: 

C signs form AD-107, requesting the vendor’s signature to document the release and receipt
of the item, and 

C forwards a completed copy of form AD-107 to the appropriate PMO, for accountable
property.

For transactions that occur as a sale of replacement property and not an exchange, APO’s will
follow the procedures under Section 14, Agency Administered Sales. 

Exemptions.  Property in the following FSC groups are ineligible for exchange/sale:

FSC Group Description

10 Weapons

11 Nuclear ordinance

12 Fire control equipment

14 Guided missiles

15 Aircraft & airframe structural components

42 Firefighting, rescue, and safety equipment

44 Nuclear reactors

51 Hand tools

54 Prefabricated structures & scaffolding

68 Chemicals & chemical products

71 Furniture

84 Clothing
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14. Agency Administered Sales

FPMR 101-45.3 and AGPMR 104-45.1 establish guidelines for property disposal by agency
sales.  Agencies can elect to sell their own surplus property after the item passes required Federal
screening.  PMO’s will indicate the APO’s intent to conduct their own sale when submitting an
excess report.  This will alert GSA to return the report back to the holding activity.  The
appropriate PMO will enter “Return for Agency for Sale” in the “Note” field of PMIS/PROP.  If
PMO’s do not declare their intent to conduct their own sale, GSA will conduct the sale and retain
a portion of the proceeds to covers the costs associated with the sale.

Agencies may also sell property identified as replacement property under the exchange sale
authority by following the procedures in this Section.  Proceeds from the sale of exchange/sale
property are available for obligation of replacement items during the fiscal year that the sale
occurred and 1 fiscal year after.  PMO’s and APO’s will ensure compliance with financial
management procedures and consult the servicing financial management/accounting official
when property sales purchases and receipts (collections) are involved.  

Methods of Agency Sales.  The preferred method of agency sales is the competitive bid
method.  The three types of competitive bid sales are:

Sealed Bid.    This is the preferred sales method.  Bidders submit sealed written bids to the APO
conducting the sale. The APO opens the bids at a designated time and place.  The APO reserves
the right to accept or reject any or all bids. 

Spot Bid Sales.  The APO conducting the sale furnishes bidders with bid forms before the
bidding.  A separate bid form is necessary for each lot or unit to be sold.  The APO reserves the
right to accept or reject any or all bids.

Auction Bid Sales.  The APO conducting the sale publishes and distributes the terms and
conditions of the sale to the participating buyers before the start of the sale.   When cost effective,
the APO may hire an outside individual to conduct the auction.   The APO reserves the right to
accept or reject any or all bids. 

Preparation of Sale.  The appropriate PMO will work with the APO to prepare a “notice of
sales” by completing Optional Form-15,  Poster, Sale of Government Property (See Exhibit M).  
This form will  advertise the sale and state the terms and conditions of the sale.  APO’s will
display the form in prominent public buildings for 14 days prior to the sale.  The terms and
condition of the sale will include:  

C type of sale,
C descriptive information regarding the items for sale,
C designated time, date, and place for inspection period,
C designated time, date, and place for bid opening,
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C demand for full payment within 10 days and removal within 15 days after award,
C acceptable method of payment is certified check, cashier’s check or money order, and 
C any other special conditions that may apply

APO’s may also advertise in a local paper for 14 days prior to the sale.  However, APO’s should
keep the cost to conduct the sale to a minimum.   When advertising in the newspaper, APO’s are
not required to complete form OF-15.

When organizing items for the sale, APO’s will assemble property in reasonable sized lots of like
or similar items, separate unused property from used property, and separate scrap and other
property having scrap value from usable property. 

The APO can establish prudent estimates of the worth of the property before the sale.  APO’s
will not reveal the established price to the public. Normally, bids lower than the established
estimate will not result in award because the proceeds do not cover the costs associated with
processing the transactions.  However, consider all factors, including costs associated with
continued care and handling before rejecting offers. 

The APO and a witness will open sealed bids to determine the high bidders.  The APO will
prepare a complete list of bidders’ names and prices by number and include the following
statement:

 “I certify that I have personally opened and read all bids received, verified all entries on
this abstract from those bids, and find them correct.”

The APO will prepare form OF-16, Sales Slip, Sale of Government Personal Property, for each
item/lot sold.  Form OF-16 is a multi-purpose form to document notice of awards, payment
receipt, permanent account record, and property release documents.  The APO/PMO will consult
with the servicing financial management/accounting official concerning the processing of
receipts (money) from property sales. (See Exhibit N).

The APO will notify the successful bidder by either telephone or by mail.  The buyer has 10 days
to make final payment and 5 five calendar days to remove property from the office after the APO
receives final payment.

Exemptions.  According to AGPMR 104-45.302, USDA agencies may only sell property to
employees when the sale is based on competitive bids.  However, regulations prohibit APO’s
from selling property to employees who are or were:

C directly or indirectly accountable for the property,
C formerly used the property, or 
C in any way connected with its condemnation, declaration as excess, or sale.
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Agencies are responsible for guarding against the perception that employees are given preference
over other prospective bidders.   The term employee includes employees and members of the
employee’s immediate household. This also applies when GSA conducts sale of USDA property.

The exception to this prohibition is where the agency purchases special clothing or other articles
of personal equipment for an employee’s exclusive use or fitted to an employee and not usable
by the agency.  The agency may sell these articles to the specific employee at a fair and equitable
price when the employee separates from the agency.

15. GSA Administered Sales  

FPMR 101-45.3 establishes the guidelines for disposal of property by GSA sales.   When GSA
elects to sell surplus property, the APO is responsible for the continued care and handling of
surplus property during the sales process.  The appropriate PMO will work with the APO to:

C ensure accurate descriptive information to GSA for sale advertisement, 
C provide inspection period for prospective bidders,
C provide facilities and assistance when required by GSA,
C assist in the physical lotting of property for sale, and  
C transport property to a consolidated sales site acceptable to both holding agency and

GSA, if necessary.

GSA will process the sales transactions and notify the holding activity or the PMO of sales
results.  APO’s will not release property to the awardee until notification of payment from GSA. 
APO’s will obtain a signature from the awardee and forward documentation to their appropriate
PMO.  GSA will retain a portion of the proceeds to cover the costs associated with the sale. 
GSA also reserves the right to conduct another sale if the sale results in no awards or the 
awardee fails to make payment.  However,  GSA will usually return local disposal action to the
holding activity.

If the property sold is accountable, APO’s will forward a copy of the release documentation,
including the sale price, to their appropriate PMO who will update the property records in
PMIS/PROP.

16. Abandonment and Destruction   

FPMR 101.45.9 establishes the guidelines for property disposal by abandonment and destruction. 
Property reaches the abandonment and destruction cycle after all efforts of reutilization,
donation, and sales produce no results.  Abandonment and destruction is of extreme interest to
auditors.  It is important that APO’s and PMO’s document all occurrences of abandonment or
destruction disposal and that there are visible audit trails for these transactions.  AGPMR 104-
45.302 prohibits employees from acquiring, for personal use, any article of departmental
property that has been ordered abandoned or destroyed.
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Criteria.  PMO’s may authorize abandonment or destruction when:

C property has no commercial value, either as an individual item or as scrap, 

C following utilization and donation cycle, the cost of care, handling, and preparation of
sale would be greater than the expected sales proceeds,

C laws or regulations require abandonment or destruction, or 

C written instructions authorized by the proper authorities (health, safety, security) direct
abandonment or destruction.

PMO’s will prepare form AD-112, as the written justification for abandonment or destruction. 
The AD-112 will include:

C description of property (including manufacturer, model and serial number), condition
code, and acquisition cost,

C authority for abandonment or destruction actions along with any supporting
documentation,

C statement describing the proposed method of destruction,

C statement that the proposed abandonment or destruction is not detrimental or dangerous
to public health, safety and will not infringe on the rights of others, and

C signature of appropriate property official authorizing abandonment or destruction.

Public Notice.  APO’s will post a public notice of intent to abandon or destroy property (See
Exhibit O).  The public notice will include an offer to sell the property to any interested parties
on a first-come first-serve basis. 

A public notice of abandonment or destruction is not required when:

C the item has an original acquisition cost under $500,  

C immediate abandonment or destruction is required because of  health, safety, or security
reasons, or

C the value of the item is so little and the cost of care and handling is so great that retaining 
for sale, even as scrap, is not economical.  

The APO and a witness will sign form AD-112 certifying that the items listed on the form were
abandoned or destroyed according to Federal regulations.  
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Donation to Public Bodies.  FPMR 101-44.7 establishes the guidelines for property
disposal by donation.  In lieu of abandonment or destruction, APO’s may donate surplus property
to public bodies.  A public body is any State, territory, or possession of the United States
(includes District of Columbia and the Commonwealth of Puerto Rico);  any political subdivision
of State, including city, county, or local government units and districts; any agency or
instrumentality of any of the above; any Indian tribe on State reservations.  A public body is an
organization that receives direct funding from the State or Federal Government.  This includes:  

C Public schools (including colleges and universities).
C Public hospitals.
C Any other State/Federal organization (includes local Governments).

Without specific legislative authority, Federal agencies cannot donate surplus property directly
to nonprofit organizations unless they are considered public bodies.  Not all nonprofit institutions
are public bodies.  Agencies can work with State agencies to form partnerships that will allow
them to donate through the State to an eligible non-profit organization.

17. USDA Donation Programs

There are several USDA programs with specific legislative authority that REE agencies can
participate in to donate excess property to eligible nonprofit educational institutions.  The
appropriate PMO will work with APO’s to coordinate the donation process.  PMO’s are
responsible for tracking these donations and including them on the Department’s annual report, 
Transfers of Excess Property to Non-Federal Recipients. 

Stevenson-Wydler Technology Act.  The Stevenson-Wydler Technology Act allows
Federal agencies to transfer excess research and scientific equipment, including computer
equipment, to eligible nonprofit tax-exempt education institutions or Government-sponsored
research organizations that conduct technical and scientific education and research.  Title to the
property transfers from USDA to the institution.  However, before donating excess property, the
agency will screen available excess for possible reutilization within USDA.   

Screening Procedures.  Before property is eligible for donation, agencies will make
excess  available for 30-day departmentwide screening.  If there are no requests from any other
USDA agency, DEPPC will authorize the  transfer.  To start the screening process, APO’s will:

C complete form SF-120, identifying the excess available for donation (See Exhibit P), and
C forward form to their appropriate PMO.  

The form will include all the descriptive information necessary when reporting excess and the
name, address, and telephone number of the eligible donee, including a point of contact.  The
donee will submit a statement justifying the need for the excess.   
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PMO’s will submit excess report to DEPPC, via PMIS/PROP, and include a statement in the
“Note” field stating “Requesting Transfer Under Public Law 104.29 S/W”.  If the excess clears
USDA screening, DEPPC will authorize the transfer and notify the PMO.  The PMO will:

C prepare and approve form SF-122, including statement “transferred authorized under P.L.
102-45", 

C attaches donee’s justification statement to SF-122, 
C forwards form to the APO for APO and the donee’s  signature, and
C forwards an information copy of completed form to GSA. 

The donee signs and returns completed form to the APO/PMO (See Exhibit Q).  The APO and
the donee will coordinate the physical transfer of the property.  

Eligibility Criteria.  If organizations meet the following criteria, they are eligible to receive
donations of Federal excess equipment under the Stevenson-Wydler Technology Act and
Executive Order 12999, Education Technology.  

C The organization must have a current tax-exempt certificate and identification number
issued by the Internal Revenue Service, and

C The organization must be owned or operated exclusively for education or scientific
purposes.   

Competing Requests.  PMO’s will use the following guidelines when there are competing
requests for donations of excess property:

C give highest preference to eligible schools over eligible non-profit organizations, and
C give highest preference to schools located in economically disadvantaged areas.

Executive Order (E.O.) 12999, Education Technology.  This Executive Order
encourages Federal agencies to work with the private sector to promote four major developments
in American education:

C making modern computer technology an integral part of classrooms;
C helping teachers with professional development needed for new technologies;
C connecting classrooms to the National Information Infrastructure; and
C encouraging the creation of excellent education software.

The Order allows Federal agencies to donate excess computers and related tools to schools and
nonprofit educational institutions.  Title to the property transfers from USDA to the institution. 
However, before property is eligible for donation, agencies will make excess available for 30-day
departmentwide screening.  If there are no requests from any other USDA agency, DEPPC will
authorize the  transfer.   Institutions targeted are:
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C public/private schools, pre-K through 12th grade, and
C non-profit community institutions engaged in projects with schools to promote education

Types of Equipment.  APO’s can donate computer, monitors, printers, modems, routers,
servers, telecommunications equipment, and research equipment.  APO’s  may also donate
computer software, after verifying whether the software’s licensing agreement allows donation.

Procedures.  USDA implements E.O. 12999 under the provisions of the Stevenson-Wydler
Technology Act.  Agencies will follow the same procedures established for the Stevenson-
Wydler Technology Act.

CSREES 1862/1890 Federal Excess Personal Property (FEPP) Program. 
PPG provides administrative support to this program through the FEPP program coordinator.  
REE agencies can participate in transferring excess property to 1862/1890 institutions by
contacting the PPG staff, through your appropriate PMO, to coordinate transfers to eligible
institutions.    PPG will work with the REE APO and the institution’s APO to ensure paperwork
(form AD-107) is complete and approved by the FEPP Coordinator.  Property is only on loan to
the institution and title stays vested with USDA.  When donating REE excess under this
program, PMO’s do not have to screen for reutilization within USDA.  The property is subject
to USDA accountability and control.  The FEPP Coordinator is responsible for transferring the
property records from the APO’s inventory to the University’s inventory.     

CSREES has specific delegated authority (Public Law 97-98) to sponsor 1862/1890 Land-Grant
Institutions in acquiring Federal excess property for direct use in research or extension project in
one of the following CSREES program areas:

C Cooperative Extension Services,
C Agricultural Experiment Stations,
C Schools of Forestry, and
C Colleges of Veterinary Medicine

Federal Agriculture Improvement Reform (FAIR) Act.  The FAIR Act allows
USDA to sponsor specific institutions to acquire Federal excess personal property to support
agricultural research, extension service, educational, technical, and scientific activities to
promote agricultural education.  These institutions are:

C 1890 Land Grant Institutions (Historically Black Colleges and Universities), 
C 1994 Institutions (Native-American Tribal Colleges and Institutions), and
C Hispanic-Serving Institutions (HSI’s), (with 25% or more Hispanic enrollment).  
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USDA’s Assistant Secretary for Administration provides administrative support for this program. 
Title to this property transfers from USDA to the institution.  However, before property is
eligible for donation, USDA agencies will screen excess for re-use within USDA

REE agencies can participate in transferring excess property under the FAIR Act by contacting
the PPG staff, through your APMO/REE PMO, to coordinate transfers to eligible institutions. 
PPG will work with the USDA Coordinator, APMO, and the REE APO to ensure paperwork
(form SF-122) is complete with the appropriate signatures from the Coordinator and the
institution.    

PMO’s will report excess property to DEPPC for screening, indicating “Request transfer under
FAIR.”  The donee will submit a statement justifying their need for the excess.  If there are no
USDA requests, DEPPC will return the report.  USDA’s Coordinator will review and approve
requests.

Eligible HSI’s and Land Grant Institutions.  The Department of Education is
responsible for determining HSI status.  HSI’s are continuously changing because enrollment
determines eligibility.  The current list of HSI’s are available on the Internet through the
Department of Education’s home page at: www.ed.gov.  The specific HSI Internet address is:

www.ed.gov/offices/OIIA/Hispanic/table.html.  

See Exhibit R for a list of 1994, 1890, and 1862 Land Grant Institutions that are eligible to
receive Federal excess property under the FAIR Act and the CSREES program.   
  

Reporting Requirements for Transfers to Non-Federal Recipients .  GSA
requires Federal agencies to submit annual reports of excess property transferred to non-Federal
recipients.  PMIS/PROP will automatically generate this report (Report 310B, Property on Loan
to Non-Federal Recipients, by PMO) for accountable property, when PMO’s use the appropriate
screen in PMIS/PROP (DL12) to transfer excess.  However, PMO’s are responsible for
coordinating this information for non-accountable property.  The report will include:

C name and address of non-Federal recipient, and 
C the total number of items and the total acquisition cost of items transferred, by FSC code. 
 
 In addition, GSA requires specific information regarding the number and type of computer
equipment transferred under E.O. 12999.  Since USDA implements E.O. 12999 under the
provisions of the Stevenson-Wydler Technology Act, REE agencies will include detailed
information on computer equipment transferred under both E.O. 12999 and Stevenson-Wydler
Act.  The detailed information includes:

C number of individual computers by type (286, 386, 486, etc.),
C number of computer systems by type (a system includes PC, monitor, and keyboard),
C number of peripheral equipment (monitors, printers, and other),
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C the recipient’s name, city, and state, and 
C original acquisition cost of equipment, if available.

ARS Field.  APMO’s will forward information for all transfers within their Area to the REE
PMO by December 1, each year.

REE Headquarters.  Since PPG provides operational support to REE Headquarters, PPG will
coordinate the reporting requirements.

18. Acceptance of Gifts

AGPMR 104-43.307-5 establishes departmental regulations for accepting gifts.

Unconditional Gifts.  Agency Heads or their designated representatives are authorized to
accept unconditional gifts of personal property and money to benefit the agency in the name of
the Department.      

Agencies may accept gifts under the following restrictions:

C Acceptance will not imply an endorsement of the gift or the giver.

C Acceptance will not obligate the agency to provide the giver with data or information on
use or performance that may infer preferential treatment.

C Gift will not contain any advertising matter or any indication that it was given to the
Agency by the giver.

C Offers are supported by a signed letter from the giver stating that they are the sole owner
of the gift and that they offer the gift as an unconditional gift to USDA.

C The gift is accepted, in writing, on behalf of the Department and the agency.  

Gifts cannot be from a prohibited source as defined in 5 CFR 26.35.  These sources include any
person who

C seeks official action by the agency,
C does business or seeks to do business with the agency, or 
C conducts activities regulated by the agency,

Property items accepted are subject to Federal and Department property management regulations. 
APO’s will dispose of gifts no longer needed for official use under the same guidelines as regular
excess property.  
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Procedures to Accept.  When considering an offer of personal property as a gift to the
agency, employees will ensure  that the offered gift is in direct support of an authorized program
and notify the offeror of the restrictions under which the Agency can accept a gift.

The offeror will forward a signed letter stating:

C the complete description of the gift,
C the gift is offered as an unconditional gift, and  
C the offeror is the sole owner of the gift.

ARS Field.  Within ARS field offices, AAO’s have the authority to accept gifts for their
respective Areas.  When an employee receives confirmation from an offeror, they will:

C prepare a written justification to accept the offer, 
C attach the offeror’s documentation, and 
C forward information through the appropriate supervisor to the APMO.  

The APMO will review the offer and justification to ensure it meets the acceptance criteria,
recommend approval when appropriate, and forward to AAO for final approval.  If the AAO
approves acceptance, the AAO will forward an acceptance letter to the offeror.  

Upon approval and receipt of the gift, the APMO will prepare a form AD-107 to document
receipt of the gift and then follow procedures for control and accountability as appropriate.

If the APMO or AAO determine nonacceptance, the APMO will notify the employee, in writing,
requesting acceptance.  The APMO will return all information submitted with the justification to
the employee.  The employee will notify the offeror of the agency’s decision not to accept.

REE Headquarters.  Within REE Headquarters, Agency Administrators have the authority
to accept gifts for their respective agencies.  When an employee receives confirmation from an
offeror, they will:

C prepare a written justification to accept the offer, 
C attach the offeror’s documentation, and 
C forward information through the appropriate supervisor, such as division director, state

statistician, or deputy administrator,  to the REE PMO.

The REE PMO will review the offer and justification to ensure it meets the acceptance criteria
and forward through the appropriate supervisory levels to the Agency Administrator for approval. 
If the Administrator approves, the REE PMO will prepare acceptance documentation.    

Upon approval and receipt of the gift, the REE PMO will prepare a form AD-107 to document
receipt of the gift and then follow procedures for control and accountability as appropriate.
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If the REE PMO or Administrator determine nonacceptance, the REE PMO will notify, in
writing, the employee requesting acceptance and return all information submitted with the
justification to the employee.  The employee will notify the offeror of the agency’s decision.

Conditional Gifts.  The Office of the Chief Financial Officer (OCFO) has the authority to
approve all conditional gift offers.  Within REE, agencies will follow the above procedures for
accepting conditional gifts.  However after compliance from the AAO or Agency Administrator,
the APMO will forward documentation to the REE PMO.  The REE PMO will prepare
documentation requesting review and approval from the OCFO through the appropriate
management levels.

Foreign Gifts and Decorations.  When accepting any gift or decoration from a foreign
government, REE employees will comply with the guidelines established under P&P 468.4,
“Foreign Gifts and Decorations.”

19. Motor Vehicle Management

FPMR 101-38 and AGPMR 104-38 provide specific information for managing the agency’s fleet
management program.  Agencies will maintain a monitoring system that provides oversight for
motor vehicle acquisitions, operations, use, reporting requirements, and disposals.  USDA uses
PMIS/PROP to capture motor vehicle inventory and cost data for agency owned and
commercially leased vehicles.  ARS and NASS field locations are the only REE agencies with
motor vehicles.   

Accountability.  The APMO/REE PMO will establish accountability and control for all
motor vehicles under their responsibility.  Motor vehicles are accountable property.  Leased
vehicles (long-term) are also considered accountable property.  The APMO/REE PMO will
include vehicles on the APO’s official inventory in PMIS/PROP.  Refer to NFC Procedures
Manual, Title IV, Chapter 6, Personal Property System, New Acquisition, Motorized Equipment
Section, to determine the specific information required in PMIS/PROP.
 

Vehicle Standards.  Each year GSA publishes Federal Standards that list the standards and
options available for Federal fleet purchases.  These standards help GSA simplify competitive
procurements and achieve a practical degree of standardization within the Federal Government’s
automotive fleet.  GSA requires agencies to attach supporting justifications to requisitions when
requesting vehicles or accessory equipment not identified in Federal Standards.  The following
Federal Standards are in place:

C No. 122 - Standard automobiles, sedans and station wagons
C No.  307 - Light trucks 4x2, 4x4
C No.  794 - Medium trucks
C No.  807 - Heavy trucks
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Fuel Efficient Passenger Vehicles.  FPMR 101-38.103 requires agencies to procure
motor vehicles that meet the statutory fleet average fuel economy standards and the minimum
body size, engine size, and optional equipment necessary to fulfill the needs of the program.  The
minimum fleet average fuel economy standards established for passenger automobiles and light
trucks are 27.5 miles per gallon and 20.7 miles per gallon, respectively, for 1999 and beyond. 

Federal Standard No. 122 classifies passenger vehicles, which are sedans and station wagons, as:

Sedan Class Station Wagon Class Descriptive Name

IA Small

IB I Subcompact

II II Compact

III III Mid-Size

IV IV Large

Regulations limit agencies to acquire compact and subcompact (Class IB, or II) sedans and
station wagons unless the agency provides a justification certifying that a Class III, mid-size, is
absolutely essential to the mission. However, agencies may acquire mid-size alternative fueled
vehicle without a justification. 

Alternative Fuel Vehicles (AFV).  According to AGPMR 104-38.101, USDA agencies
will adhere to E.O. 13031, which requires Federal agencies to implement aggressive plans to
fulfill AFV acquisitions established by the Energy Policy Act.  AFV’s include:

C methanol (M85),
C ethanol (E85),
C compressed natural gas (CNG),
C liquid petroleum gas (LPG), and  
C electric.  

The energy Policy Act requires Federal agencies to acquire AFV’s for 50 percent of new
acquisitions in FY1999 and 75 percent of new acquisitions for FY2000 and beyond.  For
reporting purposes, “Agency” refers to USDA as a whole. These requirements apply to all
vehicle acquisitions that are located in metropolitan statistical areas (MSA’s) with populations of
250,000 or more, including their surrounding counties.   The U. S. Department of Energy, Office
of Transportation Technologies, maintains a comprehensive website for information on
alternative fuels, the Alternative Fuels Data Center. This website includes a list of the MSA’s
and counties (by city) covered by the E.O.  The website address is: www.afdc.nrel.gov
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Agencies may acquire AFV’s through lease from GSA, commercially leased, agency owned, or
conversion from conventionally fueled vehicles.  For information on purchasing or leasing
AFV’s, PMO’s will contact GSA’s Automotive Division at 703-308-CARS or Fleet
Management Division at 703-308-6278, respectively.  

USDA will formulate compliance plans based on existing and requested funds, however agencies
are not continuously exempt from these requirements due to limited appropriations.   The REE
PMO is responsible for preparing annual AFV acquisition reports to the Department.  The
reporting requirements include:  

C number of vehicles acquired, 
C number of acquisitions in MSA’s,  
C type of AFV acquired, and 
C planned AFV acquisitions.

APMO’s are responsible for ensuring that geographic location codes are accurate when
adding/updating vehicle records in PMIS/PROP.  Information for vehicle acquisitions are based
on the vehicle’s geographic location code.  The REE PMO will contact APMO’s for information
regarding reporting requirements.  

Passenger Vehicle Ceiling.   Through the budget and appropriations approval process,
Congress limits the number of passenger vehicles assigned to Federal agencies.  Within ARS, the
APMO is responsible for ensuring that their appropriate Area does not exceed the Congressional 
limit of passenger vehicles (sedans and station wagons).  ARS limits are:

Organization Passenger Vehicle Ceiling

Headquarters 14

Beltsville Area 47

Mid South Area 42

Mid West Area 66

North Atlantic Area 33

Northern Plains Area 66

Pacific West Area 57

South Atlantic Area 90

Southern Plains Area 57

Total 472
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Within NASS, state statisticians are responsible for ensuring that new fleet additions comply
with limits established by the Budget Officer.  State statisticians will ensure that the Deputy
Administrator for Field Operations approves vehicle acquisitions.  

ARS Field.  The appropriate APMO will review requests for motor vehicles within their area of
responsibility.

REE Headquarters.  PPG will review all motor vehicle requests for REE Headquarters after
approval from the specific Agency Head or designee, Deputy Administrator for Field Operations,
or program official.

Replacement Standards.  FPMR 101-25.4 establishes the minimum replacement
standards for replacing agency-owned vehicles.  Replacement standards are:

Vehicle Description Expected Life-Years Expected-Life-Miles

Passenger Vehicles:
   Sedans/Station Wagons
   Ambulances

3
7

60,000 
60,000

Buses:
   Intercity-Type
   City-type
   School-Type 

N/A
N/A
N/A

280,000
150,000
 80,000

Trucks:
    Under 12,500 GVWR
   12,500 - 23,999 GVWR
   24,000 and over GVWR  

6
7
9

50,000
60,000
80,000

4 or 6 Wheel Drive vehicles 6 40,000

Minimum standards are stated in both years and miles, whichever occurs first.  Agencies should
consider retaining vehicles that meet the minimum replacement standards when they are in good
working condition and can be used or operated safely for an additional period without apparent
excess maintenance cost or substantial reduction in trade-in value.

Annual Reporting Requirements.  FPMR 104-38.9 requires Federal agencies to submit
SF-82, Agency Report of Motor Vehicle Data, annually to GSA.  The SF-82 captures:

C inventory acquisitions and disposal,
C maintenance and operations costs, 
C fuel consumption and mileage, and
C AFV acquisitions and fuel consumption.  
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The NFC generates the SF-82 report from vehicle data in PMIS/PROP, except for AFV
information.  APMO’s will manually collect this data.  The Department forwards the report to
agency fleet contacts.  Within REE, the REE PMO is responsible for verifying the information,
correcting data, and submitting the report to the Department.  The REE PMO will contact
APMO’s to collect AFV data and correct data in PMIS/PROP as needed.  

APMO’s are responsible for entering accurate information when establishing/updating
vehicle records in PMIS/PROP.  This includes vehicle tag number, acquisition date, ownership
code, class code, and geographic location codes.  APMO’s are also responsible for entering all
operational/cost data from sources other than the Voyager fleet credit card in PMIS/PROP.  The
Purchase Card Management System (PCMS) automatically captures operational data from the
government fleet credit card.

20. Acquiring Motor Vehicles

FPMR 101-26.5 establishes the guidelines agencies will follow when submitting vehicle
acquisitions.  GSA is responsible for establishing procurement programs to acquire motor
vehicles for Federal agencies.

Consolidated Purchase Programs .  Under the Consolidated Purchase Program, GSA
establishes requirements contracts for most standard types of motor vehicles (sedans, station
wagons, and light trucks).  The program is designed to achieve maximum benefits and the best
market price available.  Traditionally, GSA maintains these contracts from October through
May (or the end of the model year closeout.)  During the consolidated contract time frame, GSA
processes vehicle requisitions when received.  After GSA places the vehicle order, the
requisitioner should receive the vehicle within 90 days.  

GSA must receive requisitions by the last day of the consolidated period in order for them to
process the  request during the consolidation.  Otherwise, GSA holds the request until the next
consolidation period.  For medium and heavy trucks, GSA will conduct two volume
procurements.  For inclusion in the volume procurements, agencies will submit requisitions to
GSA by June 15 and December 1, respectively.  Call GSA’s Automotive Division at 
703-308-CARS for detailed information.

Special Buying Programs.  GSA maintains buying programs for a variety of specialty
type vehicles.  These include ambulances, buses, fire trucks, tankers, construction equipment and
attachments, wreckers, trailers, bucket truck, etc.  Contact GSA’s Automotive Division at 703-
305-4670 for details.  Customers should allow approximately 240 to 270 days from award to
receipt for these types of specialty vehicles.  
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AFV Buying Programs.  GSA offers a buying program for AFV’s called “DAVE”
(Driving Alternative Fuel Vehicles Easily).  The program covers various types of AFV such as
sedans, light trucks, and buses.  Fuel types include:

C dedicated natural gas,
C bi-fuel: natural gas/regular gas,
C bi-fuel: propane/regular gas,
C electric vehicles, and 
C flex-fuel: ethanol/regular gas.

APMO’s will check with GSA’s Automotive Division at 703-308-CARS for specific model year
pricing and availability for purchasing AFV’s.  If interested in leasing AFV’s, APMO’s can
contact GSA’s Fleet Management Division at 703-305-6278 or their regional GSA fleet
management office.  APMO’s can also check GSA’s home page for information.

Express Requests.  Agencies may place “emergency” vehicles orders through GSA’s
Express Desk.  Emergency requirements receive special handling.  Vehicles are normally
received within 60 days.  APO’s will submit emergency requests to their appropriate APMO for
approval.  The APMO will forward to GSA for processing.  Each request will include a
justification, citing the urgency or need for the individual purchase action.  The APO is
responsible for providing a full justification to the APMO, clearly explaining the circumstances
of the emergency.  The justification will also include the following statement:   “In accordance
with the FAR 6.302 (c)(2), we are requesting GSA Express Desk procurement.”  If approved,
GSA will make every effort to meet the delivery date specified in the requisition.  Emergency
acquisitions through GSA Express Desk cost substantially more than acquisitions obtained
through the consolidated purchase program.

GSA Procurement Waivers.  If the APO determines that requirements for passenger
motor vehicles and trucks indicate the need for procurement by other than GSA, the APO will
prepare a written waiver request justifying the procurement.  APO’s will base the justification on
one or more of the following conditions:

C urgency of need (clearly explained), or 

C unique characteristics of the vehicle, i.e. special purpose body or equipment requiring
closely supervised installation of the equipment by a contractor.

APO’s will submit requests for procurement waivers to their APMO for review, approval, and
submission to GSA.  If GSA determines that the procurement of an individual agency
requirement by GSA offers no advantage over local purchase of the vehicle, GSA may grant
authority for local purchase by the agency.  GSA will notify the agency of their decision in
writing.  The APMO and the APO will work with their procurement staff to acquire this vehicle.
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Ordering Procedures.  To acquire vehicles APO’s will prepare form AD-700, including:

C vehicle description, 
C optional or special equipment necessary,
C date needed, 
C estimated cost, and
C vehicle tag number or NFC property identification number when replacing an existing

vehicle.

APO’s will use the referenced standards in GSA Federal Vehicle Standards.  The appropriate
PMO will work with the APO to determine requirements, when needed.   

ARS Field.  The APO will forward the form AD-700 through their appropriate LAO for
processing to the APMO.  The APMO will review the request for compliance with Federal
Standards and possible excess.  The APMO also has responsibility for placing the vehicle
requisition with GSA.

REE Headquarters.   APO will forward the request, through their supervisory levels, to their
appropriate procurement official.  The procurement official will forward the request to the PMO
who reviews the request for compliance with Federal Standards and possible excess.   However,
the procurement office is responsible for placing the order with GSA.

The APMO or the procurement office will:  

C work with the APO to meet the vehicle requirements in the most economically
advantageous method, and 

C complete form GSA-1781, Motor Vehicle Requisition, using the appropriate vehicle
standards and specifications.  GSA requires a separate form GSA-1781 for each vehicle
type and consignee.

Each requisition will indicate the appropriation/fund code and the suspense funding account that
will be charged, if applicable.  The request will include the original signature of the appropriate
official authorized to obligate funds and when replacing a vehicle, identify either the vehicle tag
number or the NFC property identification number of vehicle being replaced.

The APMO or procurement office will forward the original form GSA-1781 and one copy to:

General Services Administration
Office of Vehicle Acquisition and Leasing Services 
Automotive Division
Washington, DC 20406
703-308-4670
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They will also forward a copy to the requesting office, a copy to NFC for obligation purposes,
and a copy to the REE PMO in Headquarters. 

After processing GSA forwards form GSA-8002-1, Motor Vehicle Delivery Order, to the
requisitioner confirming receipt, indicating the contractor, actual cost, and estimated delivery
date.  For vehicle requisitions in Headquarters, the procurement office will forward copies of all
documentation to the PPG.   

Pending Vehicle Receipt.  Prior to the estimated delivery date, the APMO/REE PMO 
will forward the following to the APO:

C set of U.S. Government Vehicle Tags,

C form AD-792, Vehicle Decal - For Official Use Only, U.S. Department of Agriculture,

C form AD-185, Motor Vehicle Decal - Penalty for Unofficial Use,

C form ARS-715, Vehicle Operation Record (ARS only),

C form AD-187, Monthly Operational Record (NASS field), 

C form ARS-651, Motor Vehicle Accident Report Kit, and 

C Government Fleet Credit Card (See Section 21, Government Fleet Credit Card).

Vehicle Receipt.  The APO will forward copies of vehicle receipt documentation to the
APMO or REE PMO for updating to PMIS/PROP.  After receiving vehicle the APO will:  

C attach Government tags to the vehicle,

C attach NFC bar code label to dashboard, 

C attach decal AD-792 to back window or side window as appropriate,

C attach decal AD-185 to dashboard where it can be easily seen by operator/passengers,

C place form ARS-715 or AD-187 inside vehicle for record keeping purposes, 

C place form (kit) AD-651 inside glove compartment of vehicle, and

C establish a vehicle dispatch record or log. 
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As a safety tool, APO’s should consider maintaining an emergency kit including first aid kit,
flashlight, fire extinguisher, and three emergency warning devices (flares) in Government
vehicles. 

The APO is responsible for ensuring that all vehicles are properly inspected and serviced
according to the vehicle’s warranty provisions.  The APO will document any damages or
deviations from the vehicle specifications and report this information to the appropriate PMO.  

Leased Motor Vehicles.  (Long-Term) Offices requesting leased motor vehicles for 60
consecutive days or more will submit requests to their appropriate PMO.  The request will
include a full justification explaining the need for the leased vehicle and the following:

C certification that Congress, the Office of Management and Budget, or AFM Headquarters,
has not denied the request (if over ceiling) and that public or private means of
transportation are not suitable or available, 

C statement that the type of vehicle(s) needed is limited to minimum size necessary, (unless
the Agency Administrator or designee certifies and provides justification if a mid-size
vehicle is essential to the Agency’s mission.),

C location where vehicles is needed,

C date required, including anticipated length of time needed,

C projected use, in terms of miles,

C appropriation number, 

C requesting office’s billing address and billing office address code (BOAC),

C requesting office contact, including name, address, and telephone number, and 

C permission for commercial lease if GSA cannot meet requirement.

After review, the appropriate PMO will submit the request to the regional GSA Interagency Fleet
Management System manager who will determine whether they can satisfy the requirement or
authorize commercial lease.  If a commercial lease is necessary, the APMO’s will submit copies
of commercial leases to the REE-PMO for reporting requirements. 

Short-Term.   GSA no longer provides short term (less than 60 days) leased vehicles.   Offices
for a need for a short-term lease will need to use a commercial source.  
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Acquiring Excess Motor Vehicles.  The appropriate PMO will approve acquisition of
excess motor vehicles.  All conditions and restrictions governing the purchase or lease of new
motor vehicles also apply when acquiring excess motor vehicles, including inventory ceiling,
receipt, and accountability.  

Acquiring Used Motor Vehicles.  APO’s/APMO’s may acquire used vehicles after
obtaining a waiver from GSA.  See above subsection, GSA Procurement Waivers, for specific
information.  However, all restrictions and requirements, i.e. budget and inventory ceilings,
applicable to the passenger motor vehicles also apply when acquiring used motor vehicles.  This
includes vehicle receipt and assigning accountability.  

21. Government Fleet Card

USDA contracts with Nations Bank/Voyager to provide Government fleet card services.
Agencies will use the Voyager card for all vehicle services offered by the participating merchant. 
Services are not limited to emergency repairs or within a dollar threshold (unless the Area
chooses to limit the dollar threshold).  Agencies will use the Voyager card at participating retail
locations for:

C fuel expenses,
C vehicle repairs, and 
C vehicle maintenance.  

The Voyager card is designed to collect vehicle data at the time of purchase.  State sales taxes are
deducted from fuel purchases before billing.  For fuel expenses, most fuel merchants will accept
the card electronically at the pump or the station attendant will process the transaction at the
point of sale.  To use the fleet card vehicle operators will have to enter:

C the card’s access code/PIN number,  and
C the vehicle’s current odometer reading.

Regardless of the transaction method, the vehicle operator will enter the PIN and the vehicle
mileage.  However, pump terminal equipment varies by each fuel merchant and operators may
have to enter this information in a different order or the merchant uses different terminology
when referring to this information.

PCMS-Fleet.  USDA merged fleet requirements into the current PCMS operated at NFC. 
Agencies will use PCMS-fleet to request and track all Voyager fleet card transactions.  The tie
between Voyager and PCMS-fleet is the vehicle license tag number.  Within PCMS-fleet, PMO’s
will only have to reconcile disputed transactions, not all transactions.  PCMS-fleet will also feed
vehicle fuel operational and maintenance data to PMIS/PROP. 
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Currently PCMS-fleet is not available to agencies.  The Department and NFC are working on
completing all system requirements. Once they have finalized system requirements, PPD will
incorporate information into this Manual as necessary.  In the interim when requesting new
cards, modifying existing cards, and canceling cards, REE agencies will submit paper requests to
the REE-PMO, who will coordinate requests through the Department.  

Organizational Levels in PCMS-Fleet.  The following organizational levels exist
under the PCMS-fleet.  Where appropriate, agencies will designate individuals who will assume
these roles and responsibilities.  However, some roles are optional, not all agencies will have a
need for all specific roles.

Agency Headquarters Point of Contact (APC).  The REE-PMO serves as the APC for the
REE agencies. The APC is responsible for the fleet program within the agency.  The APC
coordinates implementation of the agency’s fleet program through the Department.  The APC has
access to all agency data, access to the report writer tool, and can update files if necessary.

Area Fleet Program Coordinator (AFPC).  (Optional.)  AFPC’s will have access to data under
their area of responsibility, update capabilities, and access to the report writer tool.  Not all
offices will have a need for a specific individual at this level.  

ARS Field.  This may be the individual who has supervisory responsibility over the
APMO duties.   

NASS & ARS Headquarters.  This individual is a staff member within PPG.

Local Fleet Program Coordinator (LFPC).  LFPC’s are responsible for the daily operation of
the fleet card program with their area of responsibility.  This includes ordering, receiving,
maintaining, and deleting fleet cards and filing any disputes.  LFPC’s will have access to all data
under their control, update capabilities, and access to the report writer tool.

ARS Field.  This is usually the APMO or the individual assigned APMO duties.

NASS & ARS Headquarters.  This individual is a staff member within PPG.

Local Fleet Manager/Accountable Officer (LFM).  (Optional.)  LFM’s will have read only
access and can pull data into necessary reports to manage the fleet under their responsibility. 

Currently within REE we do not have any established LFM’s.  However, these
individuals may be state statisticians, APO’s or LAO’s.

When making changes or establishing new individuals to assume these roles and responsibilities,
the LFPC or the AFPC will forward the following information to the APC:
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C individual’s name and fleet role,
C business address and telephone number,
C agency organization level (i.e. ARS/Area/location, or NASS/SSO),
C social security number (for access to NFC systems), and
C current NFC-ID (if you already have access to a NFC systems, i.e.,  PCMS, Payroll,

PROP, etc.).

Requesting Fleet Cards.  Include the following information when requesting fleet card
transactions:

C Type of action (new, modify, replacement, cancel).
C Card type (vehicle, aircraft, boat, equipment, Pool).
C Tag number (vehicle), N number (aircraft), or agency identifying number (for boat,

equipment, or Pool).
C City, state, and zip code where vehicle/equipment is located.
C Appropriation/accounting  number.

ARS Field:  APO’s/LAO’s request card transactions through their APMO.  In most cases, 
APMO’s are listed as LFPC’s and will have responsibility for requesting and receiving all card
transactions within their areas of responsibility through PCMS-fleet.   However, until the system
is available, APMO’s will submit requests to REE-PMO.  The REE-PMO will ensure all requests
contain appropriate information and forward to departmental contact for processing.  

ARS Headquarters & NASS-field:   APO’s will submit card transactions to PPG.  PPG will
ensure requests contain accurate information and forward requests to department contact for
processing.  PPG serves as the Local Fleet Program Coordinator for REE HQ.  
 
The appropriate LFPC will receive new requests within a 7-10 day timeframe.  After receipt, the  
LFPC will prepare form AD-107, forwarding the fleet card to the LAO or APO.  The LAO or
APO signs acknowledging card receipt and returns the form to the LFPC.

Reporting Lost/Stolen Cards.  The APO or vehicle operator will immediately report lost
or stolen cards to Voyager through the customer service number listed on the back of the card at 
1-888-785-1747.  Voyager will immediately turn the card off and automatically re-issue a
replacement card to the LFPC.  The card will still have the same vehicle tag number.  Voyager
does assign a new system account number.  The LFPC does not have to reorder a replacement
card through PCMS-flee for lost or stolen cards.   

Replacing Damaged Cards.  LFPC’s will request replacement cards on-line (similar to
requesting a new request) when a card is damaged, the mag strip no longer works, etc.  LFPC’s
will ensure request indicates “replacement.  Voyager will not issue replacement cards through
telephone calls.    
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POOL Cards.  POOL cards are not assigned to any particular vehicle, but instead are kept in
reserve for use as necessary by the appropriate PMO/LFPC.  PMO’s will ensure that POOL cards
are safeguarded at all times.  AGPMR 104-38.9 requires agencies to limit the number of  POOL
cards to the minimum necessary to maintain their fleet.  POOL cards are designed for temporary
use:

C for motorized equipment that does not require licensing such as chain saws, compressors,
farm equipment, mowers, off-road equipment, etc.,

C in emergency situations for vehicles that do not have an assigned fleet card but have to be
placed into operation immediately, or

  
C other emergency situations.

When requesting POOL cards, in place of a vehicle tag number the  LFPC will use the letter “P”
followed by an agency identifying number:  

ARS Field: 2- digit Area numeric code, 2-digit numeric location code, and a sequential
number ( such as P5306001- this card is the first POOL card for PWA, Davis,
California).

ARS HQ: 2-digit division/program numeric code and a sequential number.

NASS Field: 2-digit state numeric code and a sequential number.   

Purchases from POOL cards are not updated to PMIS/PROP.  When vehicle operators use POOL
cards for vehicles, they will have to forward fuel and maintenance data to the appropriate PMO
for updating to PMIS/PROP as necessary.   

22. Use of Government Vehicles

FPMR 101-38.3 and AGPMR 104-38.3 establishes the requirements regarding official use of
Government vehicles.  Agencies will use Government owned or leased vehicles for official
purposes only.  “Official purposes” does not include using a Government vehicle for the
employee’s personal purposes, comfort, or benefit.  “Official purposes” does not include
transporting employees between their residence and place of employment except in cases where
employees are engaged in field work as described in DR 5400-2, or in emergencies involving the
possible loss of life or property.  Agencies are responsible for establishing procedures to monitor
and control the use of Government vehicles at all times.

Vehicle Operator Responsibilities.  Vehicle operators are responsible for using
Government vehicles for official purposes only.  Operators will exercise discretion to avoid,
when possible, any situation which may tend to convey an impression to the public that the
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vehicle operator is using the assigned vehicle for unofficial purposes.  Operators will report any
safety or mechanical deficiency immediately to the APO or PMO.  APO’s/PMO’s will correct
deficiencies as soon as possible.  Do not operate vehicles with mechanical problems or safety
deficiencies.  

Supervisory Responsibilities.  Supervisory control over employees assigned to use
Government vehicles or assigned responsibility for the vehicle (such as the APO) includes: 
 
C maintaining vehicle dispatch records that will provide reasonable assurance of

compliance with regulations (records should include date, operator, and destination),

C advising employees of the regulations governing the use of Government vehicles,

C establishing prior approval procedures for using vehicles at irregular hours, or under
circumstances where motor vehicles use may create an unfavorable public reaction,

C ensuring that employees are properly licensed to operate such motor vehicles as
appropriate, and

C providing appropriate training to all employees who operate special purpose vehicles and
equipment.

 

Penalties for Unofficial Use.   An employee who willfully uses or authorizes the use of a
Government vehicle for other than official purpose is subject, where appropriate, to suspension
for up to 1 month or removal from office.

Licensing Requirements.  All persons operating a motor vehicle must possess a valid
State or District of Columbia driver’s license and must carry the valid license in their possession
while operating a Government vehicle.

Commercial Drivers License (CDL).  Any REE employee who operates a commercial
motor vehicle must possess a State issued CDL from the state where the employee resides.

Transportation of Non-REE Employees.  Non-REE employees may operate or ride in
a Government vehicle when:

C an agreement or contract documents the use of a Government vehicle,

C use is for official purposes connected to performing the agreement or contract, or    

C Government official having authority for the vehicle directs the individual to use vehicle
to conduct official business.  
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Non-REE employees include contractors, cooperators, volunteers, students, and other
Government employees.  Before authorizing non-REE operators or passengers, APO’s will take
into consideration that the Government can be held liable for injuries/damages incurred by all
passengers in a Government vehicle through the fault of the authorized operator.   

Employees in Travel Status.  According to Federal Travel Regulations 301-10.201, 
employees in official travel status may use a Government vehicle (this also includes a
commercially leased vehicle), for official purposes for transportation:

C between places of official business,

C between places of official business and temporary lodging when public transportation is
unavailable or  impractical to use, and

C between places of official business, temporary lodging and restaurants, drug stores, barber
shops, places of worship, cleaning establishments, and similar places necessary for the
sustenance, comfort, or health of the employee to foster the continued efficient
performance of Government business.

Transporting Dependents While on Travel Status.  A 1978 decision by the
Comptroller General stated that it is up to the agency to determine whether or not the
transportation of dependents in a Government vehicle, in conjunction with official business
traveling to a temporary duty station, is in the interest of the Government.  Based on this
decision, REE may allow an employee’s dependents to accompany the employee in a
Government vehicle to the employee’s temporary duty station while the employee is on official
travel status conducting official Government business.  However, the Comptroller General
decision also states that agencies will consider the Government’s possible increased liability
under the Federal Tort Claims Act for damages suffered by dependents through employee
negligence.  The Government can be held liable for the injuries/damages incurred by all
passengers in a Government vehicle through the fault of the authorized vehicle operator. 
Employee’s dependents are not authorized to operate a Government vehicle. 

Specific conditions of each situation will vary, AAO’s, division directors, program heads (or
other similar management) will make determinations on a case-by case basis in lieu of a blanket
policy statement. Before approving transportation of dependents, supervisors will ensure:  

C use of Government vehicle is for purposes directly supporting Government business, 

C employees submit, in advance of the trip, a written request to the supervisor.  Request
will include a planned itinerary that identifies the dependent’s name and relationship to
employee, 
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C employee documents use of a Government vehicle on an approved form AD-202, Travel
Authorization, and attaches approved written request from supervisor, and  

C availability of space.  If other Government employees are required to use other means of
transportation when requesting transportation of dependents in a Government vehicle,
then no approval will be allowed. 

Employees requesting transportation of dependents should be aware of the public perception of
misuse of Government vehicles and the increase in Government liability when others are in the
Government vehicles.  Employees are subject to the same punishment for misuse of a vehicle if
employees use Government vehicles to transport a dependent for other than official purposes.

Home to Work Transportation.  According to AGPMR 104-38.5004, approval for use
of vehicles for home to work transportation is limited to:

C the Secretary of  Agriculture, 

C employees engaged in field work as defined in DR 54005-5, (See Exhibit S for the DR), 

C others employees in response to highly unusual circumstances that present clear and
present danger, when emergencies exist, or when other compelling operational
considerations exist that make home to work transportation essential to conducting
official business, and

C employees engaged in criminal law enforcement and protective services duties and when
using the vehicle is essential for the safe effective performance of those duties.  

DR 5400-5 applies only to the use of home to work transportation for employees on normal duty
(non-travel) status performing assigned duties at their place of employment.  This does not apply
when using Government vehicles:

C in conjunction with official travel to perform a temporary duty assignment away from a
designated or regular place of employment, or

C employee’s residence is employee’s official duty station and a record is on file
documenting supervisory approval.  

Employees/supervisors will document all requests for home to work transportation on form
AD-729, Request and Authorization for Home to Work Transportation.  The Secretary of
Agriculture will approve requests for home to work transportation except those for employees
engaged in field work or in travel status.  ARS is the only REE agency with employees in job
series that the Department has approved for home to work transportation. 
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ARS employees engaged in field work will complete form AD-728 and receive approval from
their LAO.   The LAO will maintain a file of all home to work authorizations.    

The approval process for employees other than those engaged in field work is:

C employee/supervisor completes form AD-728,

C supervisor forwards to LAO/supervisory levels for recommendation,

C LAO forwards, through PMO/APMO, for AAO/division director/program head’s
recommendation, 

C AAO/division director/program head recommends and returns to PMO,

C PMO forwards to REE-PMO for departmental recommendation, and 

C Department forwards to Secretary of Agriculture for approval.

The initial duration for home to work transportation is not to exceed 15 days.  If circumstances
justify continuing beyond the 15-day period, the Secretary may approve an extension for up to 90
day increments.  

To ensure timely approval requests, offices will use overnight mail, fax, or electronic mail to
expedite the process.    However, there may be cases where it is physically impossible to obtain
prior approval from the Secretary, due to emergencies, such as wildfires, earthquakes, flood,
storms, etc.  In these instances, the AAO, division director, or program head may approve the
request and forward to the Secretary for post approval within 15 days.  

Temporary Home to Work Transportation (For Travel Purposes).  On a
case-by-case basis LAO’s, state statisticians, division directors, or program heads may authorize
an employee to store a vehicle at a private residence overnight for travel purposes.  This is
reserved for when an employee must arrive at an unusually early hour or depart at an unusually
late hour.  Temporary overnight storage is not for the employee’s convenience but to
prevent the employee from suffering hardship.  Before authorizing temporary overnight
storage, management will consider other options such as payment for mileage for employee’s
personal vehicle, public transportation, or taxi service.  Management will consider temporary
storage only when approval will substantially increase the efficiency and economy of the
Government and denial causes the employee hardship, not for the employee’s comfort or
convenience.  The employee/supervisor will document use of the Government vehicle on the
travel authorization or memorandum.
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23. Vehicle Operations

No Smoking.  Smoking is prohibited in all Government vehicles, including leased vehicles.

Seat Belts.  All drivers and passengers will use safety belts while the vehicle is in motion.

Violation of State and Local Traffic Laws.  Operators of Government vehicles will
obey all motor vehicle traffic laws of the State(s) and local jurisdictions when operating the
vehicle.  Operators of Government vehicles are responsible for paying all fines imposed on them
while operating the vehicle, including parking fines.

Inspections.  AGPMR 104-38.502(3) eliminated the requirement for annual/12,000
mechanical inspections and now allows agencies to follow their State and local requirements for
performing mechanical inspections.  When there are no State or local requirements, agencies will
follow the manufacturer’s recommended schedules.  PMO’s will ensure that all Government
owned and commercially leased vehicles comply with State and local requirements for
inspections and emissions regulations.  PMO’s will ensure qualified licensed mechanics perform
inspections.  PMO’s will document inspections on either form ARS-45, Vehicle Checklist (ARS
field), form AD-187, or develop their own inspection checklist based on the information listed on
these forms.  PMO’s will enter inspection data in PMIS/PROP.  

Maintenance.  REE will maintain its fleet in a safe operating condition by performing
scheduled routine maintenance.  The appropriate PMO is responsible for ensuring that APO’s
maintain vehicles in a safe operating condition, making prompt repairs when needed. 

Visual Safety Inspections.   PMO’s will ensure APO’s perform vehicle visual safety
inspections quarterly.  At a minimum, visual safety inspections will include checking seat belts,
parking brakes and lights, headlights, tail and back-up lights, brake lights, hazard lights, turn
signals, horn, windshield wipers/washer, windshield, rear, and side mirrors, tire tread wear,
decals, etc.  PMO’s will file visual safety inspections with official vehicle records.

Reporting Operational/Maintenance Data.  APO’s are responsible for maintaining
detailed records of all costs associated with the operation of the Government owned and
commercially leased vehicles.  Operational costs include the type, quantity, and cost of fuel. 
Maintenance costs include all other costs associated with the vehicle, such as oil, inspection,
repairs, wiper blades, belts, etc.   For transactions paid for with the Government Fleet credit card,
this information is automatically fed to PMIS/PROP.  However, APO’s will have to track,
record, and forward this information quarterly for transactions paid for by other than the
Government Fleet card to their appropriate PMO.  Forms ARS-715 and AD-187 will meet this
requirement.  The appropriate PMO will update this information to PMIS/PROP quarterly .  GSA
will consolidate operational data for GSA-leased vehicles. 
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Repairs.  Under no circumstances will vehicle operators operate a motor vehicle with
mechanical problems or conditions that are safety hazards or may cause damage to the vehicle.
Operators are responsible for immediately reporting any mechanical/safety deficiency. 
APO/PMO’s are responsible for making immediate repairs.

Vehicle Registration.  AGPMR 104-38.202-6 requires agencies to display official U. S.
Government tags on official vehicles.  PMO’s will acquire Government tags through USDA’s
Consolidated Forms and Publications Distribution Center (CFPDC), in Landover, Maryland
(301-436-8450).  CFPDC maintains a list of tag numbers issued to USDA agencies.  Trail
scooters, motorcycles, ATV’s, snowmobiles, and similar motor driven vehicles and trailers
having three or less points of ground contact will display official U. S. Government motorcycles
tags mounted on the rear of the vehicle.

Vehicle Identification.  AGPMR 104-38.203 requires agencies to ensure that all USDA
vehicles are properly identified as “U. S. Department of Agriculture” without reference to a
particular agency, unless agency identification is necessary as an integral part of the vehicle
mission or for safety reasons.  APO’s must submit justification for the need of specific agency
identification through their APMO to the REE PMO for consideration based on safety reasons or
necessary mission requirements.  Vehicles will also contain form AD-185 stating the penalty for
unauthorized use.  PMO’s will display the decal on the instrument panel of each vehicle.  

Vehicle Registration/Identification Exemption.  Certain motor vehicles used to
conduct investigative or law enforcement  activities are exempt from USDA registration and
identification.  However, in emergency or threatening situations,  agencies may request
temporary removal (for up to 1 year) of Government identification.  This is to help ensure
employee safety and protect Government property, if threatening situations occur.

To request temporary removal, APO’s will submit a written justification, through their
appropriate management levels, to their appropriate PMO,  that includes:

C vehicle type and tag number,
C vehicle location,
C description of duties vehicle is used for,
C description of emergency/threatening situation, and 
C length of time exemption is needed.

The PMO will review the request and submit to the APMO/REE PMO who will forward for
departmental approval.   The Department will review and grant a decision within 5 working days
after receiving all necessary information.  

If there is an immediate threat, the requesting office will discontinue the use of Government
vehicles and use privately-owned vehicles, if available, or a commercial rental while obtaining
the exemption.  The safety of employees will be the first consideration.  
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The requesting office is responsible for the necessary fees involved when applying for State tags
and registration.  Requesting offices will follow the policies and procedures established by each
State Motor Vehicle Administration.  Also, after registering the vehicle with the State, the office
is responsible for following all State regulations.  

Department regulations allow temporary removal of Government tags for up to 1 year.  After the
1 year period, offices will renew the justification if situations still exist.   Agencies will reserve
requesting temporary removal of Government marking for ensuring employee or property safety
against threatening situations, not to avoid public perception of misuse of Government vehicles.

Reporting Accidents.  A motor vehicle accident is any occurrence that involves a
Government vehicle (owned or leased) or a privately owned vehicle operated on official
business, that results in property damage, injury or death, regardless of the extent of injuries or
the dollar amount.  PMO’s will ensure that all agency owned and commercially leased vehicles
contain the motor vehicle accident kit, including completing the “in case of emergency”
information.   

In the event of an accident employees will:

C obtain a police report, 
C notify supervisor, 
C complete form SF-91, Operator’s Report of Vehicle Accident, 
C request witnesses, if any, to complete and sign form SF-94, Statement of Witnesses,
C forward completed forms and information to the appropriate supervisor/APO.

The employee’s official supervisor will investigate the incident and complete the supervisor
portion of form SF-91.  The supervisor will forward the completed accident report to the APO.

The APO will prepare form AD-112, including:

C description of damage,  
C cost of replacement if vehicle is beyond repair, and
C recommendation for repair or disposal.

The APO will forward a completed form AD-112 and accident report, including police report and
photographs to the APMO or REE PMO. 

The APMO or REE PMO will:

C carry out responsibilities as the Tort Claim Representative (See P&P 227.1, Tort Claims),

C review form AD-112 and accompanying documents to determine if the employee should
be relieved of liability,
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C provide repair or disposal instruction to the APO, and 

C enter the appropriate information in PMIS/PROP.

Insurance in Foreign Countries.  According to Title 7, U.S.C. 2262, Employee Liability
Insurance on Motor Vehicles in Foreign Countries, the Secretary of Agriculture has authority to
obtain insurance to cover the liability of any USDA employee for damage to or loss of property,
personal injury, or death caused by the act or omission of any such employee while operating a
Government vehicle belonging to the United States in a foreign country.  Employees are strongly
encouraged to purchase motor vehicle insurance in a foreign country.  Employees can be
reimbursed or the agency will purchase insurance on behalf of the employee.  The employee and
the supervisor should work together to ensure the appropriate method. 

Self-Service Fuel Stations.  AGPMR 104-38-401-2 requires vehicle operators to use self
service fuel pumps when purchasing commercial fuel.  Exceptions are:

C non-availability of self-service pumps,
C physical limitations of operator,
C cost of fuel at full service is the same or lower than self-service,
C refusal by a fuel merchant to honor the Government fleet card at self service island, or 
C severe weather conditions.

Energy Conversation.  To comply with E.O. 12759, Federal Energy Management,
agencies maintaining Government vehicles will increase fuel efficiency.  In addition to acquiring
economy-sized vehicles, alternative fuel vehicles, and alternative fuels, vehicle operators can
help reduce agency fuel consumption by practicing these driving techniques:

C travel at reduced speeds, limiting maximum speeds to posted limits,
C avoid sudden stops or bursts of speeds,
C avoid idling for long periods of time,
C avoid overfilling the fuel tank, allowing for gasoline expansion,
C consolidate trips when possible,
C report mechanical malfunctions promptly, i.e., shaking steering, rough engine idle, etc., 
C follow manufacturers’s suggested maintenance procedures, and
C purchase ethanol-blended fuels, when available.

24. Disposal of Motor Vehicles

When replacing motor vehicles, APO’s will report vehicles under the exchange/sale authority
and apply the proceeds to the purchase of a new vehicle or forward proceeds to the U. S.
Treasury.  If agencies have suspense accounts, they will retain the proceeds in the suspense
account while waiting to purchase a replacement vehicle.  Sales proceeds are available for use in
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the fiscal year that the sale was made and the next fiscal year after.  The appropriate PMO’s are 
responsible for forwarding the appropriate accounting codes involved in motor vehicle
acquisition and exchange sale transactions to their financial officer.  See Section 13,
Exchange/Sale Authority, and Section 14, Agency Administered Sales.  

Procedures.  Upon receipt and acceptance of a replacement vehicle, the APO will:

C remove replaced vehicle from service, 
C prepare the vehicle according to Vehicle Preparation Guide (See Exhibit T),
C provide documentation to the APMO regarding ending odometer reading, vehicle

condition, special features or accessories, and
C notify the APMO or REE PMO after removing vehicle from service.

APMO’s may develop their own method to capture required information for reporting
exchange/sale vehicles or use copies of form ARS-239, Vehicle Condition Questionnaire, if
available.   

GSA Sales.  When the PMO elects to have GSA conduct the sale, the PMO will prepare form
SF-126, Report of Personal Property for Sale, and submit it to GSA (See Exhibit U).  PMO’s
will also forward an information copy of the SF-126 to their appropriate financial/budget officer. 
GSA will retain a portion of the proceeds to cover the administrative costs involved in
conducting the sale.  Include the following information on the form SF-126:

C report number,
C FSC code,
C original acquisition cost,
C name and address of reporting office,
C address where vehicle is located,
C name and address to receive sale documentation, 
C appropriate financial clearing accounting information, 
C PMO signature, and  
C complete vehicle descriptive information including vehicle identification number,

odometer reading, and accurate condition code. 

When listing descriptive information, list vehicle equipment such as air conditioning, AM/FM
radio, transmission type, any new equipment or repairs, etc.  The descriptive information will
include all relevant and factual details regarding the vehicle.

GSA will usually conduct a vehicle sale within 3 months.  After award and payment, GSA 
forwards the purchaser’s receipts and form SF-97, The United States Government Certificate of
Release of a Motor Vehicle, to the buyer.  The buyer will contact the office where the vehicle is
located to make the arrangements to remove the vehicle.  The APO will not release the vehicle
unless the buyer displays the purchaser’s receipt and form SF-97.  
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Agency Sales.  The APMO can elect to conduct the vehicle sale and deposit all proceeds in the
specific suspense account.  The APMO will follow the competitive bid process discussed in
Section 14, Agency Administered Sales.  The APMO will ensure that all descriptive information
regarding the vehicle is included (see information above).  The APMO is responsible for
preparing the form SF-97 for the buyer.     

After the sale (regardless of who conducts), the APO will: 

C remove and destroy vehicle tags,
C document destruction on form AD-112, 
C sign purchaser’s release documents, and
C forward a copy of all documentation to the appropriate PMO.

The appropriate PMO will:

C prepare form AD-107 identifying the amount of proceeds and the sales suspense account,
C forward form to the appropriate financial/budget officer, and 
C remove the vehicle from PMIS/PROP.

25. Aircraft Management

ARS is the only REE agency with an aviation program.  ARS uses its aircraft for research
projects and the aircraft are specially modified to accommodate a variety of research equipment. 
Based on the research mission of the ARS aircraft, the Department granted ARS a waiver to
OMB Circular -76, cost comparison requirement, for the agency-owned aircraft in the Southern
Plains Area.  However, ARS will follow Circular A-126 for aircraft operations reporting
requirements.  
 
FPMR 101-37 provides guidelines for efficient and effective management and use of
Government aircraft.  ARS will follow Federal Aviation Regulations (FAR), specifically Part 61,
Certification: Pilots and Flight Instructors,  Part, 67: Medical Standards and Certification, and
Part 91: General Operating and Flight Rules.

Budget Requirements.  Aircraft activity is subject to congressional control through the
budgetary process.  The program and budget guidelines establish the number of ARS aircraft. 
Projected changes, including additions, deletions, or replacement of any ARS aircraft are
included in the Explanatory Notes submitted as a part of the ARS Department Estimates.  After
input from the APMO, the REE-PMO is responsible for preparing the Explanatory Notes and
submitting them to the ARS Budget and Program Management Staff upon request.
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Acquisition Requirements.  Before acquiring additional aircraft, the APO will:

C submit requests through the budgetary process, and

C submit the documentation certifying compliance and attach it to the requisition.    This
applies whether the aircraft is acquired through excess or a new procurement.  The APO
will submit a copy to the REE-PMO. 

Accountability.  Aircraft are accountable property and the PMO is responsible for
establishing accountability records in PMIS/PROP.  

Accident/Incident Investigation and Reporting.  According to aviation
regulations, aircraft operators will report incidents and accidents to their agency management and
to the Federal Aviation Administration (FAA) and National Transportation Safety Board
(NTSB).  

The research leader (RL), center director, or designated aircraft operations supervisor who is
assigned responsibility for the aircraft will conduct the accident investigation and reporting
requirements.   They will complete form AD-112 and submit it to the APMO documenting the
circumstances involved and the extent of the damages.   The APMO will forward a copy of the
agency report to the REE-PMO for annual reporting requirements.  

Within 10 days of the accident/incident, the RL or designated aircraft operations supervisor will
file a report with the nearest NTSB field office.  The report will include:

C aircraft type and registration,
C owner and operator of aircraft,
C name of pilot in command,
C date and time of incident,
C last departure point and intended landing point,
C geographic position,
C number of persons aboard, number seriously injured or killed,
C nature of accident, including weather conditions, and extent of damage to the aircraft so

far as known, and 
C description of explosives, radioactive material, or other dangerous articles on board.  

To the extent possible, the agency will preserve the aircraft wreckage, cargo, all records,
including flight recording media, maintenance information, and voice recording pertaining to the
operation and maintenance of the aircraft until the NTSB investigator-in-charge takes custody of
the information.
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The NTSB will conduct the official investigation.  ARS is responsible for paying for expenses
incurred by NTSB employees while conducting the investigation.  The FAA, under a
Reimbursable Agreement between the Department of Transportation and the NTSB may also
conduct the investigation. 

Agency Safety Programs.  FPMR 101-37.12 requires agencies to establish agency
aviation safety programs according to standard safety guidelines.  Agencies will implement
written agency specific standards as appropriate for the size and type of aircraft and the scope of
operation and mission.   Agency standards will meet or exceed Federal Aviation Regulations. 
Within ARS, the RL will designate an aviation operations supervisor who will ensure that
program standards cover the following areas and include the specifics:

Administration:   

C Management structure responsible for administration, operation, safety, training,
maintenance, and financial needs of the operation. 

C Roles, responsibilities, and authorities assigned to managers, pilots, etc., as applicable.

C Record keeping to record and track flight crew members flight and duty time, and
training.

C Record and track maintenance duty time and training. 

C Basic qualifications and requirements.

Operations:

C Duty time and flight time limitations.

C Compliance with notices and operational bulletins.

C Timely notification of management and initiating search and rescue operations in case of
a lost or downed aircraft.

C Emergency procedures and equipment.

Maintenance:

C Maintenance and inspection programs. 

C Compliance with flight notices, FAA directives, and manufacturers’ bulletins as
applicable to the types of aircraft, engines, etc.
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C Applicable technical support and engineering documentation of aircraft and equipment
installations. 

C Quality control for replacement parts. 

C Record and track maintenance actions, inspections, flight hours, cycles, etc.

Training:

C Initial and recurrent training appropriate for responsibilities and necessary operational
skills of aviation personnel.

Safety:

C Identify and mitigate hazards.

C Communicating and reporting hazards, incidents, and accidents and disseminating
safety/accident prevention information. 

C Accident response and notification plan.

C Notification to NTSB of accidents and incidents.

Reporting Requirements.  The Department requires the following reporting requirements
for ARS aircraft:

C Fiscal year cost, utilization, and certification for agency owned, leased, and borrowed
aircraft.    

When submitting fiscal year cost, utilization, and certification reporting requirements, the
designated aviation operations supervisor will complete form GSA-3552, Government Aircraft
Cost and Utilization, for each aircraft.   This form includes:

C aircraft location,
C aircraft type, registration (N) number, and serial number, 
C the number of flying hours, 
C fuel costs,
C direct maintenance materials costs, 
C cost of direct maintenance labor costs, 
C direct labor crew costs, 
C operations overhead costs, and
C any additional remarks. 
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By  December 1 each year, the aviation operations supervisor will submit the form, including a
copy of the pilot medical certification, to the APMO.  The APMO will review information to
ensure it is complete and: 

C maintain a copy of pilot medical certification on file in Area office, 
C prepare a memorandum stating the continued need and cost effectiveness of fleet, and
C attach memorandum to copies of form GSA-3552's and forward to the REE-PMO.

The REE PMO will submit required information to the Department by January 2, each year.

Disposal Requirements.  APO’s will report excess aircraft, aircraft components, and
accessories to their APMO.  APMO’s will report excess electronically to DEPPC who will
forward to GSA, Region 9 and also forward an informational copy of the report to the REE
PMO.

The APMO (or APO) will assist GSA, Region 9 with necessary information or transfer issues.  If
necessary, the APMO can contact Region 9 at the following address:

GSA/Pacific Rim Region (9FBP)
450 Golden Gate Avenue, 4th floor
San Francisco, CA 94102-3434
415-522-2858 

After receiving the release documents from GSA, the APMO will:

C remove the aircraft from PMIS/PROP,
C prepare form GSA-3550 to remove aircraft from GSA inventory, and
C submit form and a copy of release document to the REE PMO.  

The REE PMO will include disposal on annual aircraft reporting requirements to the Department
and GSA. 

26. Summary of Responsibilities

Director, Procurement and Property Division

C Overall responsibility for development, implementation, and administration of the REE 
property management program, with approval from the REE administrative officials.

Assistant Administrator for Management and Policy, CSREES

C Overall responsibility for the administration of the REE property management program to
CSREES program officials.
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Director, Central Operations Staff, Information Services Division, ERS

C Overall responsibility for the  administration of the REE property management program
to ERS program officials.  

Associate Deputy Administrator for Field Operations, NASS 

C Overall responsibility for the administration of the REE property management program to
NASS program officials.

 
Area Administrative Officer, ARS

C Overall responsibility for the administration of the REE property management program to
ARS Areas.

C Approve offers of unconditional gifts.

REE Property Management Officer (REE PMO), ( Personal Property Group Leader)

C Develop, for the Director, PPD, and for REE program officials’ review and approval,
policies and procedures for effective use, accountability, control, and disposal of REE
personal property. 

C Provide management oversight for the REE personal property program.

C Serve as liaison between USDA property officials and PMO’s for personal property
issues. 

C Provide guidance, advice, and assistance to APMO’s on personal property issues.    

C Provide property management operational support to ARS Headquarters, CSREES, ERS,
NASS, and NASS-field. 

C Monitor REE inventory status and suspense listings.

C Conduct physical inventories for REE Headquarters.

C Coordinate property pass issuing authority list for removing property from the USDA
complex.

C Coordinate and forward REE applications for FEDS/SCREEN to GSA.
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C Coordinate and forward reporting requirements for the REE property management
program to Department.

C Serve as Agency Point of Contact (APC) for PCMS-fleet module.

C Perform PMO duties for REE Headquarters.

Area Property Management Officers (APMO), ARS

C Perform PMO duties for Area office (and locations if necessary.)

C Provide oversight management responsibility for the effective use, accountability, control
and disposal of property within their respective Areas.

C Provide guidance, advice, assistance, and training to Area, location, and center personnel
on personal property issues.

C Serve as the AAO’s representative and liaison with AFM and GSA on property issues
within the Area.

C Monitor Area inventory and suspense reports.

C Distribute monthly suspense listings to locations for reconciliation. 

C Serve as the Local Fleet Program Coordinator (LFPC) for PCMS-fleet module.

C Monitor POOL card need and use within respective Area. 

C Provide operational/management oversight for Area motor vehicle fleet program.  

C Prepare and submit vehicle requisitions to GSA.

C Forward copies of vehicle requisitions to the REE PMO.

C Review offers and justifications and recommends approval for offers of gifts to AAO .

Location Administrative Officers (LAO), ARS

C Perform PMO duties for location offices.

C Manage an effective personal property program within respective location.

C Monitor location’s inventory report. 
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C Reconcile location’s suspense listing. 

C Submit quarterly motor vehicle operational data to APMO.

Property Management Officers (PMO)

C Maintain and update official property records in PMIS/PROP.

C Designate appropriate individuals to serve as APO’s.

C Instruct APO’s on appropriate documentation for accountable property transactions.

C Provide guidance and assistance to respective staff on personal property issues.

C Conduct biennial physical inventories or designate APO to conduct.

C Provide instructions to individuals designated to conduct physical inventories.

C Reconcile physical inventory according to procedures.

C Establish  internal procedures to review new acquisitions for possible excess.

C Report excess property for Departmental and Federal screening.

C Establish internal procedures for follow-up with GSA regarding outstanding excess
reports.

C Review exchange/sale documents.

C Provide guidance to APO’s when preparing “Sales” notice.

C Coordinate donation process for transfers of excess property under USDA’s donation
programs.

C Track donations of Federal excess to non-Federal recipients for annual reporting
requirements.

C Provide guidance to APO’s regarding property disposals.

C Authorize donation, abandonment, or destruction according to regulations.

C Review offers and justifications of gifts.
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C Ensure APO’s perform quarterly vehicle visual safety inspections.

C Update vehicle operational/maintenance data to PROP (when Voyager Fleet card is not
used.)

C Distribute vehicle receipt package to APO’s.

C Forward copies of GSA-Form 1781 to REE PMO for reporting requirements.

Accountable Property Officers, (APO’s)

C Assign and control all personal property assigned to their work unit.

C Implement personal property policies and procedures.

C Ensure employees have adequate resources to secure property assigned to them.

C Provide PMO with appropriate written notice of accountable property acquisitions,
transfers, loans, and disposals.

C Notify PMO when acquiring hazardous accountable property.

C Approve property passes as appropriate for loaned property, property for work at home,
etc.

C Conduct physical inventories of accountable property  (Field only).

C Prepare appropriate documentation to verify inventory discrepancies.

C Report excess Government property to PMO for disposal instructions.

C Maintain accountability and control of excess property pending disposal.

C Follow established procedures before disposing of Government property.

C Investigate and report all lost, stolen, or damaged property to PMO and other officials as
necessary.

C Submit documentation to PMO for review prior to declaring eligible for exchange/sale.

C Donate excess property to eligible recipients, i.e., public bodies, or eligible schools or
non-profit educational organizations under USDA donation programs.
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C Explain penalties for unofficial use of Government vehicles to vehicle operators.

C Ensure vehicles are properly maintained and identified.

C Ensure fleet cards are secured when not in use.

C Ensure requests for home to work transportation and temporary home to work
transportation are appropriately documented and submitted to PMO.

C Maintain vehicle dispatch records or logs.

C Report appropriate vehicle operational and maintenance data to PMO.

Employees

C Ensure proper use and care of Government property assigned to them, taking precautions
to prevent theft or damage.

C Complete appropriate documentation before removing Government property from
facility.

C Notify APO’s to report any loss, damage, or excess to Government property assigned to
them.

C Operate Government vehicles for official purposes only.

C Possess a valid state or District of Columbia driver’s license when operating a
Government vehicle.

C Request temporary overnight home to work transportation to prevent employee hardship,
not for employee convenience.

C Submit requests for transportation of dependents in Government vehicle while on travel
status on form AD-202, Travel Authorization. 

C Notify supervisor if involved in a motor vehicle accident and complete written accident
reports.

C Obey all state and local traffic laws while operating a Government vehicle.

C Practice driving techniques to increase fuel efficiency.
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27. Glossary

Accountable Property.  All personal property with an acquisition cost of $5,000 or more, all
leased property, and property the agency determines “sensitive.”  Agencies will establish
responsibility for accountable property and track items on an individual basis.  The Department’s
Office of Personal Property Management establishes the threshold for accountability.

AFV.  Alternative Fueled Vehicles.

AGPMR.  Agriculture Property Management Regulations.

APC.  Agency Headquarters Point of Contact, responsible for the agency’s fleet program in
PCMS-fleet.

APMO.  Area Property Management Officer, ARS.

APO.  Accountable property officers.

Appropriate Property Management Official (PMO).  The LAO for property functions at ARS
locations, the APMO for property functions at the ARS Area offices, and the REE PMO for ARS
Headquarters, CSREES, ERS, and NASS.

As-Is.  Furniture that is available without needing any repairs or reupholstering.  Available
through CEPO free of charge.

BOCC.  Budget Object Classification Code, used by the Federal Government to record financial
transactions according to the nature of services provided or services received.  

CDSO.  Collateral Duty Safety Officer.

CEPO.  Centralized Excess Property Operation, under the Department’s Office of Operations, is
the clearinghouse for excess and reutilization of personal property for USDA offices in the
Washington Metropolitan Area.  Also performs furniture rehabilitation services.

Compelling Operational Considerations.  Circumstances where home-to-work transportation
approval is essential to conduct official business or would substantially increase an agency’s
efficiency and economy.  Home-to-work transportation may be justified if other alternatives
would involve substantial additional costs to the government or expenditures of an employee’s
time. These circumstances are not limited to emergency or life threatening situations.

DEPPC.  Departmental Excess Personal Property Coordinator is the clearinghouse for USDA
excess property for offices outside the Washington Metropolitan Area.
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