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Develops personal property policy and processes actions covering acquisition, disposal, and transfer of excess property; general services including labor services, 
using 
Government vehicles, and property passes to 
ARS Headquarters, 
ERS, NASS, 
and 
NIFA.  
Manages the 
1862 Land Grant Federal Excess 
Personal 
Property Program. 
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)
Personal Property

[bookmark: _Toc319566511][bookmark: _Toc322934109]Accountable Property

The Property and Support Services Branch (PSSB) is responsible for maintaining an inventory of all accountable property for the REE agencies.  Accountable property is:

· All Government property with an original acquisition cost of $5,000 or more.

· Lease to own property with an acquisition cost of $5,000 or more.

· All items determined sensitive by the agency.

Within REE the following items are sensitive:

· Firearms (all types).

· Law enforcement badges and property on loan to non-Federal recipients under the Federal Excess Personal Property Program (FEPP).
[bookmark: _Toc319566512][bookmark: _Toc322934110]Non-Accountable Property

PSSB does not maintain non-accountable property on the official inventory.  However, managers are responsible for maintaining internal control of all property assigned under their unit.  They must provide adequate resources to employees to secure property assigned to them.  All employees are directly responsible for using Government property for official purposes and safeguarding property assigned to them.

Managers are responsible for following reporting procedures and disposal regulations for excess/unserviceable non-accountable property.
[bookmark: _Toc319566513][bookmark: _Toc322934111]Accountable Property Officers

USDA regulations require Agencies to designate managers to act as accountable property officers (APO).  The APO has the authority to assign and control personal property within their area of responsibility and to carry out property management policies and procedures.  The primary APO’s duties include:


· Ensure that Government-owned or leased property is used for official purposes.

· Ensure employees have the resources to adequately secure equipment assigned to them.

· Conduct (field) or assist property office (Headquarters) with physical property inventories as appropriate.

· Provide property office with appropriate written notice of accountable property acquisitions, transfers, and losses.

· Maintain current inventory documents to locate and identify property items on your inventory.

· Investigate and report all lost, stolen, damaged, or destroyed property to the property office.

· Provide property office with written notice of all excess property determinations.

· Approve appropriate forms authorizing employees to remove Government property for official work at home.
[bookmark: _Toc319566514][bookmark: _Toc322934112]Physical Inventory

USDA regulations require agencies to conduct a physical inventory of all accountable property every two years or whenever there is an APO change. 
[bookmark: _Toc319566515][bookmark: _Toc322934113]REE Headquarters

PSSB will conduct physical inventories for the REE Headquarters offices.  PSSB will contact each APO to schedule an appropriate time, with approximately three weeks notice and ask that the APO provide a staff member to assist with the inventory, answer questions, point out office/storage areas, verify equipment-at-home or on-loan documents, etc.  The APO or appointed person will sign the inventory report verifying that PSSB conducted the inventory and noted items were on-hand.  PSSB will forward a reconciled inventory to the APO.
[bookmark: _Toc319566516][bookmark: _Toc322934114]NASS Field Offices 

PSSB will forward a letter to each NASS State Statistician requesting they conduct a physical inventory of accountable property, and include a copy of the inventory report with instructions for completing the physical inventory.  APOs will have approximately 45 days to return the completed inventory to PSSB for reconciliation.  PSSB will forward a reconciled inventory to the APO.

[bookmark: _Toc319566517][bookmark: _Toc322934115]ARS Field Locations  

ARS field offices have full authority and responsibility to manage the physical inventory process according to ARS and USDA regulations.  Contact your respective Business Service Center for further information.  The Property Management Officer-Business Service Center is responsible for ensuring Area physical inventories stay current. 
[bookmark: _Toc319566518][bookmark: _Toc322934116]Tracking New Accountable Property  
[bookmark: _Toc319566519][bookmark: _Toc322934117]REE Agencies (Except ARS Field)

When purchasing new accountable property, PSSB will request the following information for each item:

· Description.

· Serial number. 

· Manufacturer and model number.

· Division/branch.

· Room number or custodian name.

· Signature and date.

When receiving the property, complete the requested information and return it to PSSB.  PSSB will update the property to your official inventory in USDA’s property management system.  Contact PSSB if you receive accountable property prior to receiving a purchase document requesting property information.
[bookmark: _Toc319566520][bookmark: _Toc322934118]ARS Field Locations

Property management officers have full authority to establish procedures to track new purchases of accountable property according to ARS and USDA regulations.  The above information is required for all accountable property.  Property management officers are responsible for promptly updating property descriptive information to the official inventory system.  
[bookmark: _Toc319566521]
[bookmark: _Toc322934119]Acquiring Excess Property 
[bookmark: _Toc319566522][bookmark: _Toc322934120]Headquarters Complex - CEPO 

The USDA has a Centralized Excess Property Operation (CEPO), located in Beltsville, Maryland, that performs furniture rehabilitation services, property reutilization, and disposal of excess property in the Washington/Metropolitan area.  CEPO maintains a large selection of excess furniture that is readily available.  CEPO provides shuttle services from GWCC to its warehouse.  At least 2 days in advance, customers may arrange visits to CEPO by calling:

· Renee Utt at 301-504-1745
· Perry Williams at 301-504-1047

[bookmark: _Toc322934121]Excess Furniture

CEPO classified excess furniture in two ways:
· [bookmark: _Toc319566523]Refurbished Furniture:  Repaired, reupholstered, refurbished etc. CEPO only charges the cost of the rehabilitation services.
[bookmark: _Toc319566524]
· As-Is Furniture:  Furniture that can be re-used without needing any rehab services.  There is no cost for this type of furniture.
[bookmark: _Toc322934122]Excess Equipment

CEPO maintains a stock of excess office equipment.  Customers should visit CEPO to determine the availability and condition of excess property. 
[bookmark: _Toc322934123]Acquiring Excess from CEPO

To acquire excess from CEPO 

· Prepare Form CEPO 1, Report of Transfer, Services or Rehabilitation of Property, or Form AD-107, Report of Transfer or Other Disposition of Property (see the exhibit on page E-1).  

· Include an appropriation number and signature from the fund holder.  

· If furniture, specify either “as-is” or “rehab” furniture, and 
· Submit the request through your appropriate management channels to PSSB.  

PSSB will forward the request to CEPO and make arrangements to deliver the furniture when available.  CEPO does not accept the Government Purchase Card.
[bookmark: _Toc319566525][bookmark: _Toc322934124]Field Locations

Field employees can determine whether excess property is available within GSA’s on-line data base of nationwide excess property (available at www.GSAXcess.gov).   The system allows users to self-register to view available property.  In order to select excess, users have to request access through their property management officers.  Submit the following information:    

· Name
· Email
· Telephone and Fax number 
· Activity Address Code
· Name/Email of Approving Official

ARS Field:  Contact your PMO-Business Service Center

NASS Field:  Contact PSSB
[bookmark: _Toc319566526][bookmark: _Toc322934125]Transferring Accountable Property

Document transfers of Accountable Property using form AD-107.  Include the following information for each item (see the exhibit on page E-3).

· Complete description.

· Manufacturer name and model.

· Serial number.

· Acquisition cost and acquisition date (if known).

Both the reporting APO and the receiving APO must sign the AD-107 and return a copy to the appropriate property office.
[bookmark: _Toc319566527][bookmark: _Toc322934126]Transferring Non-Accountable Property

APOs are not required to complete form AD-107 when transferring non-accountable property to another APO within their agency.  APOs can use this form at their discretion for internal tracking purposes.  APOs must complete form AD-107 when transferring non-accountable property to an APO outside their USDA agency.
[bookmark: _Toc319566528][bookmark: _Toc322934127]Property Pass

USDA regulations require employees to complete form AD-873, Property Pass, to remove property from USDA facilities (see the exhibit on page E-4).  When removing reoccurring items, such as a laptop, prepare a memo that lists all descriptive information (serial number, make, and model) and the timeframe, not to exceed a year.
[bookmark: _Toc319566529][bookmark: _Toc322934128]USDA HQ Complex

Each agency is responsible for designating individuals who are authorized to approve property passes.  USDA’s Physical Security Office maintains a list of names/signatures on file at each Guard Station throughout the complex.  Annually, Physical Security request agencies to update the Agency Property Pass Issuing Authority list.  PSSB will coordinate this process.  Individuals designated as property pass approving officials should be a manager or another responsible official who has a level of accountability for Government property and who is readily accessible.  

Employees must also complete a property pass when removing Government property or items that may be perceived as Government property (items routinely used in a Government facility), such as vendor’s property or an employee’s own personal possessions.

To add names to the Agency list, managers must send a request to PSSB with:   

· Employee’s full name.

· Room number and building.

· Telephone number.

· Building authorized to remove property from.

PSSB will forward a Property Pass Issuing Authority list requesting the individual’s signature and ensure Physical Security receives the appropriate copies for each Guard Station.
[bookmark: _Toc322934129]Property Pass Distribution

· White Copy:	Employee provides to the guard when leaving the building.  
· Green Copy:	Provide to PSSB, who is the designated Agency Property Officer.  
· Yellow Copy:	Individual authorized to sign retains the yellow copy for their files, until property is returned (if appropriate).

[bookmark: _Toc319566530][bookmark: _Toc322934130]Removing Property Outside the USDA Headquarters Complex

Employees outside the USDA Headquarters complex must complete a property pass when removing Government property from their facility.  Employees must have their supervisor or another responsible official approve the property pass.  A memorandum or form AD-107 may also be used as a property pass.  
[bookmark: _Toc319566531][bookmark: _Toc322934131]Reporting Excess Property

Regulations require offices to report most all property as excess for potential re-use by other Federal, state, local governments and other eligible organizations.  This includes both accountable and non-accountable property.  When property is uneconomical to repair, in scrap or salvage condition, PSSB will prepare form AD-112 authorizing the APO to donate, abandon, or destroy the excess property.  (See Section below, “Donation, Abandonment, Destruction.”)

Do not store excess property for a long period of time.  Promptly reporting excess increases its re-use potential.  Do not dispose of excess without permission from your Property Management Officer.  The disposal must show a clear audit trail of reporting, screening, and final disposal.  

Employees must notify their supervisor/APO when they have Government property that is excess to their needs.  Excess property is: 

· Unneeded property.

· Under-utilized property.

· Items that are uneconomical to repair/unserviceable.
[bookmark: _Toc319566532][bookmark: _Toc322934132]Condition Codes 

Use the appropriate condition code that reflects the true condition of the item.  Disposal condition codes are:
	Condition Code
	Definition

	1
	Excellent.  Property in new/unused condition and can be used immediately without modifications/repairs.

	4
	Usable.  Property shows some wear, but can be used without significant repair.

	7
	Repairable.  Property which is unusable in its current condition but can be economically repaired.

	X
	Salvage.  Property that has value in excess of its basic material content but repair/rehabilitation is impractical or uneconomical.

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


[bookmark: _Toc319566533][bookmark: _Toc322934133]Reporting Procedures for REE HQ Agencies

Use form SF-120, Report of Excess Property, to report excess property to PSSB.  See exhibit on page E-5.  Include the following information:

· Date.

· Reporting agency/organization.

· Location of property

· APO signature	.

· NFC identification number/barcode number (if applicable).

· Description.

· Manufacturer name and model number.

· Serial number.

· Condition code.

· Acquisition date and cost (estimate if known).

· Point of contact and phone number.

[bookmark: _Toc322934134]Reporting Excess IT Equipment

When reporting excess IT equipment, provide the following additional information:

· Processor type.

· Processing speed.

· RAM.

· Hard Disk Size.

· Hard Disk Status.

[bookmark: _Toc322934135]Submit Forms

Forward the SF-120 to:
        
USDA, ARS, AFM, APD
Property and Support Services Branch
Room 3-2118 
5601 Sunnyside Avenue, Mail Stop 5118. 
Beltsville, Maryland 20705-5118 
Fax: 301-504-1751 

PSSB will then:

· Screen for possible reutilization within REE agencies.

· Prepare appropriate documents/work orders for the Labor Group to remove excess.

· Remove property inventory records if applicable.

PSSB will notify you of the expected date for removing excess.  Schedule permitting, the Labor Group will remove excess property from your office within three days after we receive your completed paperwork.  

ERS:  Removing excess property from ERS is handled differently.  ERS works with PSSB to complete the paperwork and PSSB makes the arrangements for ERS to transport items directly to CEPO.
[bookmark: _Toc319566534][bookmark: _Toc322934136]Excess Screening and Disposal Instructions for Field
[bookmark: _Toc319566535][bookmark: _Toc322934137]NASS Field Offices

Report excess or unserviceable property by completing form SF-120, or form AD-112, Report of Unserviceable, Lost, Stolen, Damaged, or Destroyed Property.  Include the following information (see the exhibits on page E-5 and E-6):  

· Office name and address.

· APO’s signature

· Technical contact name, and phone number and email address.

· Location of property.

· Property description (CPU, note whether sanitized or not).

· Manufacturer and model number.

· Serial number.

· NFC identification number/barcode number. 

· Condition code.

· Acquisition date and cost (estimate if known).

[bookmark: _Toc322934138]Reporting Excess IT Equipment

When reporting excess IT equipment, provide the following additional information:

· Processor type.

· Processing speed.

· RAM.

· Hard Disk Size.

· Hard Disk Status.
[bookmark: _Toc322934139]Submit Forms

Forward completed forms to:

USDA, ARS, APD, Property and Support Services Branch
5601 Sunnyside Avenue, Mail Stop 5118 
Beltsville, Maryland 20705-5118
Fax: 301-504-1751 

PSSB will review forms SF-120 or AD-112 and report property for required screening or prepare disposal instructions for unserviceable property.  The screening process and time frames are:  

· 15 Day USDA Screening
· 21 Day GSA Screening

[bookmark: _Toc319566536][bookmark: _Toc322934140]USDA Screening    

PSSB will report excess for required 15-day USDA screening via the Agency Asset Management System (AAMS).  If another USDA agency, the selecting agency, claims the item, AAMS generates an electronic transfer document to the selecting agency and PSSB will receive an E-mail notification.  The selecting agency is responsible for signing the transfer document and forwarding it to PSSB.  PSSB will work with the NASS office to facilitate the transfer.  The selecting office is responsible for paying all costs associated with the transfer, such as packaging and shipping.  

If there are no USDA requests, the excess become available in GSAXcess for all Federal /State, and local government screening.  

[bookmark: _Toc319566537][bookmark: _Toc322934141]GSA Screening (Utilization and Donation)

GSA’s screening cycle is 21 days.  This allows other Federal, State and local governments the opportunity to request available excess via GSAXcess.  If another eligible agency selects the excess, GSAXcess generates an electronic transfer document to the selecting agency and PSSB will receive an E-mail notification.  The selecting agency is responsible for signing the transfer document and forwarding it to PSSB.  PSSB will work with the NASS office to facilitate the transfer.  The selecting office is responsible for paying all costs associated with the transfer, such as packaging and shipping.  

If there are no requests during the 21 days, GSA will determine whether it is feasible to conduct a sale.  
[bookmark: _Toc319566538][bookmark: _Toc322934142]GSA Sales

GSA conducts most sales via the Internet for 15 days at www.gsaauctions.gov. If the sale is unsuccessful or GSA elects to bypass the sale, GSA will authorize the agency to donate, abandon, or destroy the property.  PSSB will prepare form AD-112, and forward it to the APO for appropriate action.  
[bookmark: _Toc319566539][bookmark: _Toc322934143]Donation, Abandonment and Destruction 

When property is uneconomical to repair, in scrap or salvage condition, or when GSA is unsuccessful in selling the property, PSSB will prepare form AD-112 authorizing you to donate, abandon, or destroy the excess property  (See the exhibit on page E-7.)  Offices may only donate property to a “Public Body” which is another Federal, State, or local office (an office that receives an annual appropriation).  Non-profit organizations are not “public bodies”.  If the office has to destroy the property, the APO is responsible for obtaining a witness signature to the abandonment/destruction action.  

USDA regulations prohibit employees from acquiring, for personal use, any USDA property that has been ordered abandoned or destroyed. 
[bookmark: _Toc319566540][bookmark: _Toc322934144]Public Notice

If the property has an original acquisition cost of $500 or more, APOs must first post a public notice in a public location for 7 days (see the exhibit on page E-8).  The public notice announces the Government’s intent to donate, abandon, or destroy Government property.  If someone is interested in purchasing the property, they may make an offer at this time.  After the 7 days, if no one expresses interest in purchasing the property, APOs may donate or destroy the property according to the instructions on the form.  After completing the disposal action, complete the form, which includes obtaining a witness signature to the disposal action, and return the form to PSSB.  Property with an original acquisition cost of under $500 may be donated, abandoned, or destroyed without posting a public notice.

USDA regulations prohibit PMOs/APOs from selling property to employees who used, were accountable for, or involved in determining its excess.
[bookmark: _Toc319566541][bookmark: _Toc322934145]ARS Field

ARS field offices have full authority and responsibility to manage the excess/disposal process according to USDA and Federal regulations.  PMOs must report excess for required USDA and Federal screening and document the disposal process.
[bookmark: _Toc319566542][bookmark: _Toc322934146]Home Use of Government Equipment

Managers may loan Government property to employees for official work-at-home.  You may not loan or give Government property to employees as a reward, gift, or because the equipment is no longer needed by your unit.  When loaning Government property to employees for work-at-home, complete form REE-1, Receipt for Loaned Property (see the exhibit on page E-9).
[bookmark: _Toc319566543][bookmark: _Toc322934147]Reporting Lost or Stolen Property

Employees must immediately report thefts of Government-owned or leased property to their supervisor.  Supervisors must inform the appropriate officials.
[bookmark: _Toc319566544][bookmark: _Toc322934148]USDA Washington DC

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, notify PSSB and complete form AD-112.  Include a statement noting you filed a report with the authorities and include the report number.
[bookmark: _Toc319566545][bookmark: _Toc322934149]GWCC

Report thefts to the GWCC, Physical Security Office, 301-504-2366.  A GWCC officer will conduct an interview and take appropriate action with the Federal Protective Service if necessary.  After reporting this to GWCC security, report the theft to the Facilities Division on 301-504-1235.  After notifying FD, complete form AD-112 and submit it to PSSB and include a statement that you reported the theft to the appropriate officials and include any report numbers. 
[bookmark: _Toc319566546][bookmark: _Toc322934150]Field Offices

Report thefts to the building manager and the local FPS office.  They may report the incident to the local authorities.  Submit a completed AD-112 to the PMO, including a statement noting date of police report (attach a copy if appropriate).  

See the exhibit on page E-11 for a completed AD-112 form reporting lost/stolen property.
[bookmark: _Toc319566547][bookmark: _Toc322934151]Donation Programs

There are several programs for REE agencies to participate in that allow offices to donate excess personal property to educational institutions and eligible non-profit institutions involved in education.  Regulations require APOs to first screen available excess for USDA screening.   The following information is a brief description of these programs.  PSSB will work with you to coordinate the donation process. 
[bookmark: _Toc319566553][bookmark: _Toc322934152]1862 Federal Excess Personal Property (FEPP) Program 

PSSB provides administrative support to the 1862 FEPP Program.  Under this program NIFA sponsors 1862 Land Grant Universities and allows them to acquire Federal excess personal property.  
[bookmark: _Toc322934153]Eligibility

These institutions can acquire property for direct use in a research or extension project in one of the following program:

· Cooperative Extension Services.

· Agricultural Experiment Stations.

· Schools of Forestry.

· Colleges of AG Veterinary Medicine.

APOs can transfer available excess directly to the eligible institution by contacting the PSSB staff to coordinate transfers to eligible institutions.  There is no USDA screening.

PSSB will work with the REE APO and the institution’s APO to ensure all paperwork is complete and signed with the appropriate signatures from the University and the FEPP Coordinator.
[bookmark: _Toc319566552][bookmark: _Toc322934154]Federal Agriculture Improvement Reform (FAIR) Act 

The FAIR Act allows USDA to sponsor:
· 1890 Land Grant Institutions 
· 1994 Institutions (Native American)
·  Hispanic-Serving Institutions

to acquire Federal excess personal property to support agricultural research, extension service, education, technical, and scientific activities to promote agricultural educations.  USDA’s Assistant Secretary for Administration has the authority to provide administrative support for this program. 

APOs should consider conducting outreach opportunities with eligible Universities.  PSSB will work with the USDA Coordinator and the APO to screen excess and ensure all paperwork is complete with the appropriate signatures from the USDA Coordinator and the University. 
[bookmark: _Toc319566550][bookmark: _Toc322934155]Computers for Learning (CFL)  

The CFL allows Federal agencies to donate excess computers and related IT equipment to schools and certain eligible nonprofit educational institutions. 
[bookmark: _Toc319566551][bookmark: _Toc322934156]Eligibility Criteria 

· Public/private/parochial schools, pre-K through 12.

· Non-profit organizations that partner with schools if:  

· The organization has a current tax-exempt certificate and identification number issued by the Internal Revenue Service.

· The organization is owned or operated exclusively for education or scientific purposes.

To begin the process, APOs will prepare form SF-120 (see the exhibit on page E-12).

 PSSB reports excess for required 15 day USDA screening.  If there are no requests from any other USDA agency, the property becomes eligible for transfer in GSAXcess.  All schools must request available excess in GSAXcess.  PSSB will coordinate the transfer process.   

When a school/educational organization places a request, PSSB/PMO will: 

· Receive a system generated e-mail notice.  
· Access GSAXcess to “view/allocate.” 
· Ensure the school/organization is eligible.
· Allocate or deny the transfer in the system.  

After allocation, the system generates an electronic transfer document, and forwards it via e-mail to the school for signature.  The school returns the signed form to PSSB/ PMO.  PSSB/PMO reviews, approves, and returns a copy of the completed form to the school.  The school and the PMO will coordinate the removal process.  Schools are responsible for paying for transportation costs.
[bookmark: _Toc319566548][bookmark: _Toc322934157]Stevenson-Wydler Technology Act 

The Stevenson-Wydler (S/W) Technology Act allows Federal agencies to transfer excess research and scientific equipment to schools and eligible Government- sponsored research organizations that conduct technical and scientific education and research. 
[bookmark: _Toc319566549][bookmark: _Toc322934158]Eligibility Criteria 

· Public/private schools, K through 12, colleges and universities.

· Non-profit organizations that partner with schools if:  

· The organization has a current tax-exempt certificate and identification number issued by the Internal Revenue Service.

· The organization is owned/operated exclusively for education or scientific purposes.

To begin the process, APOs will prepare form SF-120 (see the exhibit on page E-13).

PSSB will report excess for required 15 day USDA screening.  If there are no requests from any other USDA agency, the property becomes eligible for transfer.  PSSB will coordinate the transfer process.  PSSB will prepare form AD-107, stating the property is authorized for transfer under S/W and forward it to the donee for signature.  After obtaining the signature, the donee will return a copy of the completed form to PSSB. 
[bookmark: _Toc322934159]ARS Field Locations 

ARS field offices have full authority and responsibility to process transfers under the Donation Programs according to ARS and USDA regulations.  As appropriate, PMOs will report excess for required screening and complete the transfer documents.   
[bookmark: _Toc319566555][bookmark: _Toc322934160]Labor Services - REE Headquarters

PSSB maintains a contract to provide labor services for REE offices within the Washington Metropolitan Area.  These services include:

· Office rearrangements and moves.

· Furniture assembly (excluding system furniture) and repairs.

· Delivering supplies and equipment.

· Removing excess personal property.

· Arranging conference rooms.

· Hanging boards, pictures, etc.

· Other labor services as needed.

[bookmark: _Toc319566556][bookmark: _Toc322934161]Requesting Labor Services

To request labor services you may either call PSSB or: 

· Send request via E-mail to: WORKREQ@ARS.USDA.GOV  

All members of PSSB will receive the message.  When requesting labor services please include the following:

· Contact name, phone number, and room number.

· Name of agency and division.

· Brief description of the services needed.

· Date services needed.

Unless you specify a specific date, PSSB schedules services for completion within three days of request.  We will accommodate emergencies and last minute requests, schedule permitting (at this time ERS does not use the REE labor, staff).
[bookmark: _Toc319566557][bookmark: _Toc322934162]Government Vehicles

ARS maintains Government vehicles for employees to use when conducting official Government business.  Vehicle operators must possess a valid State or District of Columbia driver’s license and carry their license with them at all times when driving.  Vehicles are reserved on a first call basis.  To reserve a vehicle:

Call Renee Utt, 301-504-1745.  Pick up the keys from Renee in Room 3-2110D, GWCC.  The cars are located in the Parking Lot C, GWCC.

When using a Government vehicle:

· Use to conduct official Government business only.

· Smoking is prohibited.

· All passengers must wear seat belts. 

· To refuel, use self-service stations unless the driver has physical limitations that prevent use.

· Drivers are responsible for paying all fines associated with any infraction.  Drivers must follow all state/local laws.  

Texting is prohibited.  Use of a cell phone while driving is highly discouraged and may be against state law.  Encourage use of hands-free devices.  
[bookmark: _Toc319566558][bookmark: _Toc322934163]Gasoline Services 
 
The operator of the Government vehicle is responsible for “refueling the vehicle when the fuel tank is less than half full”.  The gasoline credit card is kept inside the key pouch and you can use it for both fuel and repairs.  The card is similar to your personal gasoline credit card.  You can use it at either “pay at the pump” stations or where the station attendant electronically swipes the card.  For each transaction you must enter the vehicle's current odometer reading and record the cost on the vehicle log.
[bookmark: _Toc319566559][bookmark: _Toc322934164]Vehicle Use Log

After each vehicle use, record the name, division, destination, odometer, and any fuel/maintenance transactions, on the vehicle use log (see the exhibit on page E-14).
[bookmark: _Toc319566560][bookmark: _Toc322934165]Vehicle Accidents

If you are involved in an accident with a Government vehicle, complete a detailed written report of the accident to your supervisor within 48 hours of the incident.  Supervisors must forward the completed accident report to PSSB.  The accident report must include:

· Form SF-91, Operator’s Report of Motor Vehicle Accident.  Complete at the time of the accident and on the scene whenever possible.

· Form SF-94, Statement of Witness.  Completed by persons who witnessed the accident.

· Form CA-A, Employee Report of Traumatic Injury (if required).  Complete for each injured employee.

These forms are located in the glove compartment of each Government vehicle.  
[bookmark: _Toc319566561][bookmark: _Toc322934166]Federal Tort Claims

The Federal Tort Claims Act states that the Government is responsible for monetary damages for loss of a claimant’s property, personal injury, or death that is caused by the negligent or wrongful act or omission of any Government employee while the employee was acting within the scope of their official employment.  Employees and supervisors will provide detailed information on incidents resulting in potential claims. 

[bookmark: _Toc319566562][bookmark: _Toc322934167]REE Agencies (except ARS - Field)

If you are involved in an accident or incident where a third party may potentially file a claim, immediately contact PSSB.  PSSB is the REE tort claim representative.  The claimant must file a written request for monetary damages, including a specific dollar amount and all details surrounding the incident.  The claimant or someone authorized on their behalf must sign the claim.  Supervisors will conduct a preliminary investigation and prepare an administrative report detailing the incident.  Supervisors will forward this information to PSSB.  PSSB will examine all claims, finalize the administrative report and forward to the Office of General Counsel (OGC) for a decision.  PSSB acts as the liaison between REE agencies and OGC.

[bookmark: _Toc319566563][bookmark: _Toc322934168]ARS Field Locations

ARS Area offices have full authority and responsibility for the Federal Tort Claim process according to ARS, USDA, and Federal regulations.  Field locations should consult with their respective PMO-Business Service Center for further details.  
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United States Department of Agricuture
Centralized Excess Property Operation (CEPO)

Report of Transfer, Services or Rehabilitation of Property

1. CEPO Doc No.

€002489

2. Type of Transaction (Report each type separately)

[1Transfer  []Rehab  []Asds

3. (FOR 0O SERVICED AGENCY USE ONLY)

[ 1 Typewriter Repair [ 1Lock Service

Centralized Excess Property Operation (CEPO)

4. Accounting Classification

09-0005-0099

5. Agency Doc No.
08-001

3346 Hubbard Road

6:-Ageacy/Division
ARS/APDIPSSB

6a. [ ] Reporting
6b. [ ]Recelving

Landover, Maryland 2

_coriitpersondhs3aionhons Numer

Joe Doef 202-401-0000

(301) 436-4288

8. Location 14th & Independence Ave. SW

Wash. DC 20250 Room-3333 South Bldg

9.
LINE ITEM
NUMBER

14,
cosT!
ACQUISITION

0001

$950.00

0002

0003

0004

0005

0008

0007

0008

/

—115. E;f /os'(

6. 1, hereby, certify that this request andior the. Accom.m!‘i\,“
Classification Number has baen approved for the transfer or acauisTia |
of personal property or services.

:/#MM« sl m[o?

17. The property described herein has boon verified and received by
cEPO.

»3; vﬁﬁtmm has been certified: (ross courLereo s

o onLY)

Line ftem Cannot be Filled (Qty)

Property Officer Signature Date

Authorizing Official Date

CEPO-1 (3195)

Part 1 - Original
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United States Depanment o Agriuitue.

Report of Transfer or Other Disposition or Cons!

s

|
truction of Property s
1

. Ty of Transaciion (Fsport sach (e separaieh]

[] enster  [] sae [ Tiagetn [] Donaton
(] constueton [ revab [ asis

2 Aulhonzaion Felerence | 972512009

3 Prococds Recaed

s

porting Agency
USDA/ NASS/ ISTM

. Orgarizational Unil

Contact Name and Telephone Number

5 Fiscaning Agoncy (O Namo of Purchaser or Donee]
USDA ARS/ 1T

5. Orgarizational Unit (O Address of Purchiaser]
Contact Nane and Telephone Number

B Localion 4th & Independence Ave, SW
Washingion DC 20250 Room 3589 South Bldg,

e

. Tite
Diteetor, Information Systems Division
& Propaty ms ==

B-Localion Jath & Independence Ave. SW
Washingion DC 20230 Room 6532 South Bdg

@ P N

o
 Customer Support Branch

Guanity o Daserton [ e
(orrop o (Givo Ful Dotas Inclucing St Narmbers, 1 A, and Concion Code) Vaiso
1 PC, Dell 3.200.00
Model: DX652
Serial Number: 1144093
Acq. Date: 6/15£2007 (estimate if unknown)
) Copier, Xerox 450000

Model: LPS3
Serial Number: XX9966
‘Acq. Date: 4/12/2000 (estimate if unknown)

7. Piopeity Oficer: Ths ransacion & completed and e neccssary
Cris have been mads 1o adjue e pripary reGors procesds.

itany, are o b2 deposiied o

Signatue Date

Certifications of Property and Fiscal Officers

& Feal Ofer
& [ summocw
b
o, [T mrwsary e
Amoi
s
signanie

aie

Fom 30-107 1178,
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1. AGENCY CODE NO. U'S. DEPARTMENT OF AGRICULTURE | 2. PASS GOOD THIS DATE ONLY

o S PROPERTY PASS 10/04/2009
3. PROPERTY PASS NO. | 4. LOG BOOK NO.
001-007 PRINT ALL INFORMATION 001

This pass i (o be Used whenever praperl s removed from T buldng. 1T 1 be popery
handed o the guard when leaving te buiding

din and signed and

5. NAME OF PROPERTY HOLDER 6. BUILDING PROPERTY BEING REMOVED FROM

Jane Doe GWCC-Beltsville Room 3-2111A

7. DESCRIPTION OF PROPERTY BEING REMOVED (Tncliude serial rumber i any]

Scanner, Axon, serial number-888996 -

6. REASON FOR RemovaL T g0 t0 Bldg. 201 Barc East Beltsville MD.
9. PROPERTY BELONGS TO 11, PROPERTY STATUS ( Use X}

United States Government GOVERNMENT | PRivaTE
10. SIGNATURE OF PERSON AUTHORIZING
REMOVAL OF PROPERTY COMMERCIAL

.
A/ 12, GOVERNMENT PROPERTY RETURN DATE
ceul =g 11/26/2009

This form was slectronically produced by USDAJARS/OCIOIADS. Form AD-873 (6/83)
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pace 1 or

SEon ZORTEWAILED 3 TOTAL TS

L EXCESS PERSONAL |

B con v PROPERTY s 70000

ENEOE Checkoneonyol | X] a.ORGNAL | [c PARTIALID  {atso e ' anior 1 | o overseas h
R 7L conseoren | romwn fretace 1 commcronsin

510 (Name an Agzress f Agency & APIOP. O FUND T0 BE RENBURSED (1 any)

7. FFOM Name and Address of Reportig Agency)

USDA/ NIFA/ BUDGET OFFICH

14TH & INDEPENDENCE AVE NW WASH. DC 20250

TR FURTHER INFORIATION CONTAGT (Tite, Adgress and Toprons o]

JANE DOE

14TH & INDEPENDENCE AVE, NW ROOM 302-A WHITTEN BLDG.
{0 PURCHASE GRDERS OF DISPOSAL INSTRUGTIONS TO Tio, Adress i Toiopho

& REPOIT APPROVED B (Name ara Tits!

0 AGENGY APPTOVAL f 3ppcaie)

T3 TS GROUP | 4. LGGRTION OF PROPETY i loeion s 1 bo sbandoned g 40 s
e SAME AS BLOCK 9

o eromssnorenvesr \wsen
TEw cescRPTON COND. || NI | OFUNITS ey
o o o
HP PRINTER 7 30000
Model: 2300 |
Serial Number: 119932
Acq. Date: 9/15/2000 (estimate f unknown) |
0002 | SCANNER, 3 7oAl 1 40000 400,00
Model: 33990
Serial Number: 3366PPW |
Acq, Date: 4105/1999 (esimate if unknovn)
|
| |
| | |
| |
‘ \ ‘
STANDARD FOR 120 Use Standard Form 1204 o Conauston Sneets) PREVIOUS EDITION USABLE B

REPRAAL 1657 EBTion
Tt s kit sy USOUATSOCIOADS
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'J.S. DEPARTMENT OF AGRICULTURE PROPERTY REPORT NO , DATE
REPORT OF UNSERVICEABLE, LOST, STOLEN I 7-30-08
DAMAGED OR DESTROYED PROPERTY

SECTION | - ACCOUNTABLE PROPERTY OFFICER'S REPORT

1 STATUS OF PROPERTY (Check oniv one-repart each one type separately) 2. REPORTING ACTIVITY (Show agency. urit and address)
] Unserviceable [ Lost or Stolen USDA, NASS, South Dakota, SSO
] obsolele [ Cannwalized for parts 3528 S. Western Ave.
|| Damaged [] pestroyea Sioux Falls, SD 57117
{1 Others
3. PROPERTY ITEMS (See attachment for additional entries}
GUANTITY ! ITEM DESCRIPTION AND OTHER DETAILS. INCLUDING EXPLANATION/DISPOSAL INSTRUCTIONS
(B propeny'nos | SERIAL NUMBERS AND ACQUISITION DATE ACQUISITION COST (1t lost. stolen. or destroyea. give detail.
propeny l (Give present conadition and estmated cost of repair} Was this reported to proper authories?)
A a8 Cc 3}
1 EA Dell PC 2,300.00 PC suffered water damaged.
Modgl: X-95 Cost more to repair than
Serial No: U987321 the cost of buying new.
Acq. Date: 5/25/90
Condition Code: X
1 EA AB Dick Sorter 2,000.00
! Model: Cl12
| Serial No: VB321
. Acq. Date: 4/5/87, CC: S !
4. NAME IN PHINT AND SIGNATURE 1 DATE 5. NAME IN PRINT AND SIGNATURE | DATE
OF CUSTODIAN | OF ACCOUNTABLE PROPERTY OFFICER

| APO Signature | 8-10-98

SECTION (I - PROPERTY MANAGEMENT OFFICER'S REVIEW AND RECOMMENDATION

DETERMINATION FOR LOST, STOLEN, DAMAGED, OR DESTROYED PROPERTY

1. Alter due consideration of all known facts and circumstances in this case. it 1s detesmined that:

(7] a. The foss. ihef. yamage or destruction did not resull rom enployee negligence and any involved employees are hereby relieved of fiabilily
{71 b. There appears 10 be gross negiigence Involved: herefore, the case 1s returned to agency officials for appropniate action under the Debt Gollection Act
D ¢ There appears o be negligence involved: theretore. the case 1s returned to agency personne! officials for consideration ot disciptinary action.

2 NAME IN PAINT AND SIGNATURE OF PROPERTY MANAGEMENT OFFICER 3.DATE

SECTION Il - AUTHORIZATION FOR CANNIBALIZATION, ABANDONMENT, OR DESTRUCTION OF UNSERVICEABLE PROPERTY

1 Unserviceable property listed above 1s hereby authonzed for canmoabzation. abandonment. or destruction in accordance with FPMR 101-45.9 based on any of the
following ceterminations as further explained in section [-3(D)

a. Property has no commercial vaiue ___ & Property s uneconomical ta repair/not needed by another
user and may be cannibalized for pants. (Canmbatization is
a form of use and property management requlations shail
apply. Remainder of property must be disposed of through
c. Costs of care and handling exceed expected small lot sales proceeds usual procedures.)

b. Health, safety, or secunty considerations require immediate
abandonment or destruction.

d. Reguiation or directive requires abandonment ar destruction.

2. SIGNATURE OF PROPERTY MANAGEMENT OFFICER 3. DATE

SECTION IV - CERTIFICATION FOR COMPLETION OF CANNIBALIZATION, ABANDONMENT, OR DESTRUCTION: { certify that cannibailzation,
abandonment, or desiruction action for the items authorized under Section Il was completed on this date in accordance with 13(D).

SIGNATURE OF ACCOUNTABLE PROPERTY OFFICER 2. DATE

3. SIGNATURE OF WITNESS 4 DATE

SECTION V - CERTIFICATIONS OF PROPERTY AND FISCAL OFFICERS

SIGNATURE OF PROPERTY MANAGEMENT OFFICER (The necessary entries have been made to adjust property records.) 2 DATE

3. SIGNATURE OF FISCAL OFFICER (The necessary action nas been taken (o adjus! the accounting records and. where required 4 DATE
by a determination made under Section il above, to effect collection trom invoived empioyee(s).]

AD FORM 112 {Rav. 3/34)
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TS BT O RGRETTUAE TOPETY REPORT 10, e

REPORT OF UNSERVICEABLE, LOST, STOLEN

DAMAGED OR DESTROYED PROPERTY | 211502005
‘SECTION |- ACCOUNTABLE PROPERTY GFFICER'S REFGRT
STATUS OF PROPERTY (Ghack i ove eper s o o egarefe] 2 REPORTING ACTIVTY (Show agency, v andadirosss
Unsaniceatia Lostor stcien | USDA/ NASS/ SO
onsotee Canvilzed forparc 300 E. 8711 ST. ROOM 500

oamagea | oestoyes AUSTIN, TX 78701

 [Homs S

3 PROPERTY ITEMS (S66 allachment for adaitiana
pp— 1S DEECHTONATD OTHER DETALS, NGt UDIG SOLATONISPOSALNSTAUCTIONS
Sy R A e b roausTncosT s
| (ohemean o ey oot i Vs asoros 5 raps
X fove el ek g R it
| SERVER, DELL, MODEL: DL-360, CC:X See next page for mstructions
|| SIN:ESSS, ACQ DATE: 211111999 550000
| SERVER, PROLIANT, MODEL: LXV, CC: X'
) | $IN: 88996, ACQ. DATE: 9/15/1996 1010000 |
| |
4. NAME IN PRINT AND SIGNATURE OF C DATE | 5 NAME IN PRINT AND SIGNATURE OF ACCOUNT ABLE } BATE

| * PROREATY OFFicER

SECTION 1~ PROPERTY WANAGENERT OFFICER'S AEVIEW ANG RECOMMENDATION
DETERWINATION FOR LOST, STOLEN, DANAGED, O DESTROYED PROPERTY.
T ler i o Geraon f sl knc fcts and crcumstances s G2, & Gt Tl -

=

1o et sgpes o b s ook trorsor. G et 1 e s o st

ho s, ot camage o esiustion G ot tesull o ampioon nogligoncs and any vl mplayees e ey eieed f iy,

e uncer he Dt Collecion A

[T = e appesrs o e egigence ol therotors, h case i ettt sganey persons s o considration of discilnary action.

2. NANE I PRINT ARD SIGRATURE OF PRGPERTY WANAGENENT OFFICER soRE

'SECTION - AUTHORIZATION FOR CANNISALIZATION, ABANDONHENT, OR DESTRUCTION OF UNSERVICEABLE PROPERTY

1 Unserceate propory Ised abons s Foroby 30t rized o caiba 2aton, abasdonment ordositon  accordancs i FPHIF 101-£5:3 bt o any of i olomg

dosormanions asotbor opianed i svetan 45

[ ——— . Propry i raconamia o egakiat esdd tyanchr s and

[ o ropery o S e, oA 5 o o

[T ——————— gt ogusans rahsn: e o povons
ot o sl St Gt o e e 1o

[ = Gots ot cara s andling sxcece xpecton smat ot soos prosods.

] & eguanon o arecte ruies atandornant o desctan,

2 SIGUE F PROPERTY B
g 0l | 9-15-905

SECTION IV  CERTIFICATION FOR COMPLETION OF CANIDALIZATION, ABANDONWENT, OF DESTRUGTION. Jcerty that cannibatzation,
bandonmen,ordesirucion action o th Kems autharized ondr Soction i was completed o tis date o ceorance wilh 30

1. SIGNATURE OF ACCOUNTABLE PROPEATY OFFICER 2 oaTE

5 SGNATURE OF WiTHEss 4 DATE

SEGTION ¥ - CERTIFICATIONS OF PROPERTY AND FISCAL OFFICERS.
1. SIGUATURE OF PROPERTY SANAGEWENT OFFICER (The nacossay onos v boon i o aust praper rcards |

5 SIGNATURE OF FISCAL OFFICER [Ths nacessary s 1 boun ki f st 1 Secoining fecots il wird oa g 572
oo mad 9nder Secian | above 1o S CAlGCHin ot O IO EE(L |

RO FORM TTE (v 390 o Sesro ety s, TSV OGRS
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EXPLANATION/DISPOSAL INSTRUCTIONS

Due to the low dollar value or the condition of the property listed in Section I of this form it has been
determined that cost of care and handling, and preparation of the property of sale would be greater than
the expected sale proceeds (estimated fair market value). Thercfore, advertising for sale is clearly not
economical.

Fill out the autached notice and post in a public place, i.e., bulletin board, newsletter, Post Office, for a
period of 7 days. Al the end of 7 days if 1o one has expressed interest action is authorized in the FPMR
under Scctions 101.45.902-1

If any monics are received for this property, have checks made payable to USDA and forward with
this for IMMEDIATELY. Cash CAN NOT be accepted.

When property s donated in fieu of abandonment or destruction, it can only be donated to a Public
Body. Public Bodies include agencics, or political subdivision of states, U.S. Territorics,

U.S. Possessions, the Commonvwealth of Puerto Rico, the District of Columbia, or the Federal
Government (i.e., state agencies, schools, hospitals). Organizations categorized as nonprofi tax-exempt
or service education activities are not eligible for donations in lieu of abandonment or destruction (i.c.,
Ivation army, military prep schools)

private vendors,

‘When there are no incrested parties and the property is to be abandoned or desiroy
Government markings shall be removed

 all

After disposal has been accomplished, compiete Section IV to certify that the ftems were donated,
abandoned, or destroyed (check the appropriate box) in the manner authorized by the FPMR and other
applicable regulations: and return the original t:

USDA. ARS, AFM, APD, PSSB
1280 Maryland Ave. SW Suite S80C MAIL STOP #0311
WASHINGTON, DC 20250

Donation (10 whom): S —

Abandoned or Destroyed: Method of destruction or the abandonment location:

This property has been abandonment or destruction in a manner which will not be detrimental or
dangerous to public health or safety and will not infringe on the rights of other persons.

Signature/Date
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Date Posted:_

PUBLIC NOTICE
OF
ABANDONMENT OR DESTRUCTION OF FEDERAL PROPERTY

NOTICE:

Notice is hereby given that the proposes to initiate
abandonment or destruction procedures for the following surplus Government property:

Item Name

General Description:

Quantity:

Condition

Total Acquisition Cost:
DONATION:
Beginningon . until close of business . the above property
will be available for donation to public bodies. After this time, all remaining property will be

abandoned or destroyed, in accordance with applicable Government disposal regulations

SALE:

In addition o the above, commencing with the posting of this notice and so long as the property
is available, the Government will consider the sale of all or any portion of this property to any o
all interested parties on a first-come, first-served basis.

L

1ON:

‘This property is available for inspection at - from 1o
Monday through I'riday, excluding holidays and weekends. Interested partics are invited (o
contact
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[T

v TS Depuament or g

Researh, Eucaton, and Ecanomics Agencis

RECEIPT FOR LOANED PROPERTY

(This is @ Four Part form)

INSTRUCTIONS FOR ACCOUNTABLE PROPERTY OFFICERS: Complete this form when loaning Government-owned
property 1o either an employee (for official work at home) or another Government unit. Original: Retain for your files. Ist
Copy: Forward t0 the ARS Personal Property Group if loaned items appear in the accountable property inventory; otherwise,
discard. 2nd Copy: If property is in accountable property inventory, keep until property is retuned, then enter the retur date
and send to the ARS Personal Property Group; otherwise, discard. 3rd Copy: Give to employee or loanee unit's APO upon return
of property.

1 DESCRIPTION OF PROPERTY 2 SERIAL NOMBER 3 ISSUANCEDATE | 4 RETURN DATE
Laptop PC, Dell IXIISS002 10/1572000 1073172009
Monitor, HP MMSIY996 12/162009 123172009

S TOANING ATVARE RCINC, BIVISION BRARCH TSORATORT AND AT

Joha Doe. ARS. APD. PSSB sthae—t 20

The article(s) listed above have been received for use by the undersigned in coanection with official duties and it is understood that 1 am

financially esponsible for such aticle(s) (

TR AR CRTONS RO BTN BT TR
Betty Crocker ARS/APD/PSSB. ? Ut 7
i1 PURROSEOF LT - /

“To perform government duties at home

\

Original - APO (Keep in Loaned Out Equipment File Until Return)
0 o s acioncaly prosuess o USDARTSOO0AOE





image11.jpeg
S GEPRVERT OF SEREULTONE PROPERTY FEFORT 1O, e

REPORT OF UNSERVICEABLE, LOST, STOLEN |

DAMAGED OR DESTROYED PROPERTY 1201512005
STATUS OF PROPERTY (Check only one-report each one type separataly) 2 REPORTING ACTIVITY (Show agency. unit and acdross] B B

e Lo s 1

oiapB = o Y e PRI AVE. 5

i KON SR

NG ON B
ITEMS (See aftachmen far adait
LAPIOP P DELL MODELI X CC: 4 [P ——
N R T aes 510000| SIS0 Fdripon i R on s

Report No. AGO003231111

SGNATURE OF CUSTOBIAN T OATE ST NTRGLE

DETERNINATION FOR LOST, STOLEN, DANAGED, OF DESTROYED PROPERTY
e e Gonsraion o Known 131 2 cumsiances i s s, s catemines hat

[ - e toss et damage o destseion did ot et e erpoges nigence and an mclved empcyess re ey eeved of by

(] o o o o5 s onc s e, s sy i o i e Dt Cllcin At
] = o st o nagionce ot orlor, 5 s et o ancy sl s o consration of iy cin
2 NANE N PRI AN SGHATURE OF PROPERTY WAHGEENT PG e T owE

secrion

AUTHORIZATION FOR CARNIBALIZATION, ABANDONENT, OR DESTAUCTION OF UNSERVICEABLE PROPERTY

1~ Unsarvcesti propory Taed doone s Treby aubaresd o

3 cased o o ol
Sorrminatons s ey el m secton Ao Y :

[ —— [ - Provery i neconomical o repiinot nosced by anster sar an
Ll L o cmisna o i Commbatsation s 3 o of o 3n3

goment rogutaions sha sply Asmaid 1 gcserty
Gisposed of Pough el proseces)

. oal, satty. o sour
Sancnmant o deir

Consderations ‘quie it

(] ¢ Gostsof cato ans aningexcoet epecied s ses proeeds

[ —

2. SIGNATURE OF PROPERTY WANAGENENT OFFICER [&rowe

SECTION IV CERTIFICATION FOR COMPLETION OF CANNIBALIZATION, ABANDONMENT, OR DESTAUGTION: | cotty hat canmibaizalion,
“Sbandonment, o destrucion action for th s authoized une Section i wa corspited an tis date in accorsance wi (01

SIGNATURE OF ACCOUNTDLE PROPEATY OFFIC

5 SIGNATURE OF WITNESS. - DarE

SECTION V- CERTIFICATIONS OF PROPERTY AND FISCAL OFFICERS
1 SIGNATURE OF PAOPERTY 1ANAGENENT OFFICER (The scossay s havs boon mad 1o adus proper i | T2 5w

3 SIGNATURE OF FISCAL OFFICE

V{1 necsssany a0k s o (ke 1 3t 1 Becounig (600 300, 4 FEGHTT 75 & oRrE
ook 655 55 SHob bt 1o oo SroyEeis]

R0 FORN 172 (Fov. 590 T e ST R e VDR ARSI
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Page 1 OF

pioToaE neponT oF
GEN SEFW ADMIN EXCESS PERSONAL
. Broreny
REPORT « [X] aonicaaL
] b.commecren

7. FROM (Nam and Asess o eparing Agency)
USDA/ NASS/ ISTM
14TH & INDEPE]

JOHN DOE, 202-401-0000

TRERGRTRG.

123AEH83620001

. PARTIAL WD,
o ror wn

DENCE AVE $W, WASHINGTON DC 20250
. FOR FURTHER INFORKATION CONTACT (T e, Addfess nd Teiophens N}

14TH & INDEPENDENCE AVE $W, WASHINGTON DC 20250

T ORTEVAILED 5 TOTALCOST
0510572008 s 230000
o ovenseas

Tappropeae)
& APPROP. ORI

§ REPOAT APPROVED 7 o and Tl

0 AGENGY APPRCAL (Foppicabe]

NG FURCRASE O O DISPOSAL INSTAUCT

i GF PROPE
S BLOCK 7

SaMl

5 £G5S PROPEATY LST
e
o

cescrpTion

PC, Gateway

Model: IISER

Serial Number: S899ERSS

Processor: AMD Atklon 61

Processing Specd: 400MHz

RAM: 64

Hard Disk Size: 5 GB

Hard Disk Status: Sanitzed

Acq. Date: 1/16:2000 (estimate if unknoss)
0002 Prnver, 10>
Nodel: 2300

Serial Number: YUOS6633

Acq. Date: 20081999 (estimate if unknown)

STANDAED FoRM 120
REVRAAL 1607 EbTION

sk s s 1 USDAARSOCIOATE

iiecaon 1 b b

O (7. Acsiess and Tiephans o)

. SyReLUS RELERSE
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Return Completed Sheets to:

Employees must possess a valid state or DC
Driver's license to operate a government vehicle

Monthly Government Vehicle Log

Tag No:
. Erg Fuel
Date | Driver's Name/ Division Destination Odomeser
Reading Cost
| 3/5/09 John Doe/ APD GSA-Franconia VA. 3588 | $45.00 | 15

If you have any problem with this vehicle let us know when you return the key.
Instructions to Re-Fuel:

1. Swipe Card

2. When asked enter the current odometer

3. Record sale on log sheet

4. Place receipt in the key case

When fuel tank s less than 1/2 full You Are Required to fill the fuel tank.
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