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GENFRAL
1. GENERAL
1.1 Personal Property.

A. Personal property enconmpasses all equipment, materials, supplies,
and museun items to include antiques, artifacts, natural history specimens,
and other items of museum collections. It does not include property which is
incorporated in, or permanently affixed to, real property.
~- B. The Interior Property Management Regulations (IPMR) Departmental
Marmual, Chapter 410, defines personal property as property of any kind, or an
interest therein, with the following exceptions.

(1) Real Property
(2) Records of the Federal Goverrment

(3) Navy vessels
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2. PERSONAL PROPERTY DEFINITIONS

2.1 Accountable Officer - A Bureau or office employee designated as being
responsible for ensuring establishment and maintenance of property
accountability records, to provide for effective control over property
assigned to a particular organizational entity (e.g., area, agency, school,

or other office). Generally, the head of an organizational unit having
jurisdiction over the property shall be designated as the accountable officer
for such property. This does not preclude the assigmment of more than one
accountable officer for a particular organizational camponent. For example,
it may be appropriate for an organizational unit to have more than one
accountable officer if the geographic location of the property to be
aocamtadforzsofsxﬂusxzeastoprecludemgularzenwarﬂnspectlmof
the property by ane accauntable officer. Program guidance is provided to the
accountable officer by the property management officer, through the property
administrator. The accountable officer for goverrment property in the
custody of contractors, grantes concessionaires, cooperators, or other
authorized non—goverrmment entities, shall be the cantracting officer, grant
officer, or other management official administering the contract, gramt, or
legal instrument which authorizes the custody of the goverrment property.

2.2 Accamtablem Property for which detailed accountability or
property control records are maintained and which may or may not be charged
to an asset account (general ledger control account). Accountable property
includes stores property, capitalized, non—capitalized, sensitive, leased,
aniccrmctor—heldpropertymmanongmal acquisition cost of $50.00 or
more. All museum property is accountable with no dollar threshold.

2.3 mu._r_,we To procure, purchase, or cbtain in any manmner, including

transfer, acquisition from excess, lease, or loan for a period of 60 or more

consecutive days, donation or forfeiture, mamufacture, or production at
Goverrmem:-amed plants or fac:.lltl&s.

2.4 mmloncost ‘mefiﬂlcostofacqmrmgassetsorthearmrtspald-
to acguire assets, including handling and storage costs, packing, shJ.ppmg,
transportation, installation, and related costs of cbtaining the assets in
thearaxrrentfomaxﬂplaoe,lesspxmptpaymntoromerdlscamt A fair

. market value at the time of receipt will be established for items received by ==

donation. That value, plus any other related costs inciuded above, will
represent the acquisition cost.

43 3IAM, Supp. 8, Rel. 1 08/13/91
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2.5 Board of Survey — A standing board of survey consisting of not less than
three members, is appointed by the head of the Bureau or office, the head of
the region, area, or camparable office or the accountable officer. Neither
the Accountable officer, the employee responsible for the property to be
surveyed, nor an employee with property management program administration
responsibilities, shall be a member of the board of survey. The members of
the standing board will be appointed in writing for a period of at least one
year. At the time of appointment, the accountable officer will provide the
board members with written guidance for the conduct of boards of survey. The
board of survey is responsible for: (1) investigating circumstances
surrounding loss, damage, or destruction of goverrment property; (2)
campleting a report of survey documenting the investigation; and (3) arriving
at findings and making determinations as to the disposition of the property
and financial liability regarding the loss, damage, or destruction.

2.6 Capitalized Property - Nan—expendable property with an acguisition cost
of $300.00 or more which is charged to an asset account (general ledger
control account) in a finance office and is to be distributed to capital
accounts in accordance with established Bureau procedures, regardless of the
cbject class assigned to the acquisition or type of funds disbursed.
Property acquired through lease or loan shall not be capitalized or charged
to an asset account in the general ledger. All capitalized property will
have a BIA property tag attached to it. Museum property is not capitalized.

2.7 Cognizant Emplovee - Is the employee who is actually using the
govermment property and who may be held financially liable for loss, damage,
or destruction in the amount of such loss as prescribed in the Board of
Survey findings. It is, therefore, incumbent upon each goverrment employee,
and other persons responsible for goverrment property, to take all reasonable
and prudent precautions to protect goverrment property in their possession,
office or work place. The cognizant employee is responsible for the proper

. and reasonable care, use, safekeeping, and return of such property, using

property safely and efficiently, and arily ‘for official purposes.

2.8 Custodial Officer - The cperating officials under whose daily control
and supervision the property is located. They are responsible for ensuring
proper use, care, operation, maintenance and safekeeping of all persanal
‘property under their control. The custodial officers provide documentation
as required on all actions affecting the personal property within their ‘
jurisdiction. The designation as custodial officer may or may not correspond
to the individual'S official job title. A custodial officer shall not be an .
accountable officer. Designation of a custodial officer must be in writing
from the accountable officer.

43 BIAM, Supp. 8, Rel. 1 08/13/91
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2.9 Excess Property - Propertythatlsmlorxgerrequlredbythemxeauof
Indian Affairs and is available for transfer to other federal agencies. The
Bureau of Indian Affairs, pursuant to the authority in the technical
amendments to P.L. 93-638, as cited in P.L. 100-472, may donate excess and
surplus personal property to Indian tribes and tribal organizations.

2.10 Experndable Property - Property which is consumed, loses its identity,
orbemanmtegmlpartofoﬂxerpropertywtmpttouse

which is adm.mlstmtlvely considered as experndable because of its high rate
of.breakage in service, or because it has an acquisition cost of less than
$50.00, and is not sensitive. Property which has an expected service life of
less than one year.

2.11 Iloss/Property Ioss - Means the loss of, damage to, or destruction of
property of the United States, and other property under the control of the
Department of the Interior, including inventories of contractor-held
Govermment property.

2.12 !Bterlgsandgx_xgghes Any item necessary for the maintenance,
operation, and support of goverrmental activities without distinction

regarding its use for administrative or operational purposes.

2.13 Museum Property - An assemblage of museum cbjects collected according
tosaneratlonalschemeandmamtamedsothattheymnbeprserved
studied, or interpreted for public benefit. Museum objects include
prehlstonc, and historic objects, artifacts, works of art, and natural
history specimens. msetmpropertylspersonalpropextyardmstbe
ocontrolled and maintained within the formal system of accountability. Museum
propertydo&smtu‘cltﬂeﬂmseltaxsreo&ssarytodlsplayacollectlmsudu
as exhibit cases, dioramas, special lighting, graphics, replicas, etc.

2.14 Non—Capitalized Property - Includes expendable property and
nonexpendable property with an acquisition cost which is below $300.00.

2.15 Non—Expendable Property - Property which has a contiming use, is not
consumed in use, is of a durable nature with an expected service life of one
or more years, and has an acquisition cost of $50.00 or more.

ZIGLQM Im:ludesbothsmlenegllgenoearﬂgmss
negligence. Simple negligence is the failure or amission to cbserve, for the
protect:.mofgavenm-xtnmersts that degree of care, precaution and
v1gllarnewh1d1ﬂ1ec1mmstam3ust1ydaxarn,vmembythegovenment
suffers through loss, damage, or destruction of property. Gross negligence
is an act or amission of the employee(s) which constitutes misconduct,
willful negligence, or a wanton and reckless disregard for goverrment

property.
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2.17 Personal Property Management - A process and system for controlling the
acquisition, receipt, storage, issue, utilization, maintenance, protection,
accaxmabilitymﬂdisposalofpersomlpropertytobestsatisfytheprogmm
needs of the department and its bureaus and offices.

employees although, the functians and responsibility for the use, care and
safekeeping of property may be assigned to others.

2.19 Property Administrator - A senior management official at a major
organizational element (region/area or camparable office) who is responsible
for the control and administration of personal property for a major
organizational or geographic area. The property administrator is responsible
for dissemination and implementation of policy and guidance to subordinate or
serviced offices.

2.20 Property Management Officer (PMO) - An individual responsible for the
overall administration, coordination, and control of the personal property
mragenentpmgzamofamreauoroffice. The designation as PMO may or may
not to the individual's official job title. A P shall not be an
accounttable officer or a custodial officer.

2.21 mg_ty_@tﬁ_iﬁhﬂ-'ﬁmobligatim of an individual for the
proper use, czrearﬂsafekeepingofprcpertyentmstedtoorintheir
possession or under their direct supervision.

2.22 i Software - A program or software controlled by an
owner the legal right of possession and title. Cammonly, the title
zgnainswiththewner, arditsuseisallowedwiththestipnationm?tm

sold programs, program products offered for sale by vendors, and

software provided by vendors.” On May 11, 1988, the Office Of Acquisition and

Property Management issued Personal Property Release No. 88-18, Subject:

Software Accountability. The release notified bureaus and offices that "The
i to control proprietary software as "Sensitive Property" is hereby

guidance for use in the control of software. This measure will ensure

uniform implementation of software control Department-wide"

2.23 Receiving Officer - An individual designated in writing by the

accountable officer to receive all property at a location. The receiving
officer is responsible for the receipt and inspection of personal property

43 3IAM, Supp. 8, Rel. 1, 08/13/91
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Personal Definitions

and for e.rsun.ng that required documentation is processed. The Recelvmg
Officer is accountable for property received until such time as the item is
placed on the accountable property records of the Accountable Officer, or the
Custodial Officer, or other authorized recipient signs a receipt for such
property. The Receiving Officer shall not be an Accountable Officer.

2.24 Reviewing Authority - A management official designated by the head of
the Bureau or the Bureau of Indian Affairs Property Management Officer to
pzuvldetechnnzlarﬂprooedmalguldametoaoardsof&xrvey. The reviewing
aut;hontyw;.ll review and may approve the findings of a Board of Survey.
Reviewing authorities may not disapprove a report of survey, but if they
disagree with the findings, they shall follow the procedures set forth in the
43 BIAM and Interior Property Management Regulations (IPMR). The reviewing
authority must be at least one organizational level above that at which the

property being surveyed is/was assigned.

2.25 Sensitive Property - Property which is controlled by detailed property
accountability records amd which is determined to be sensitive by its high
probability of theft or misuse, or its susceptibility to pilferage, theft, or
misappropriation. Sensitive property shall, at a minimm, include firearms
and proprietary programs or software. To review the property that the BIA
has designated as sensitive property, see the Property Classification Manual
dated 1989. Sensitive property will be denoted by an asterisk. All
sensitive property will have a BIA property tag attached to it.

2.26 Surplus Property - Property for which there is no longer a need within
the Federal Govermment. Excess property normally becames surplus property

afterlthasbeenhstedasavallabletoFedexalactlntmsthmx;h& See
the donation authority described in the definition for excess perscnal

property.

43 BIMM, Supp. 8, Rel. 1, 08/13/91
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Property Accountability
3. PROPERTY ACCOUNTABILITY

3.1 Accountability. This section outlines the formal system of personal
property accountability and responsibilities to be maintained in the bureau.
Accountability, control and responsibility for all govermment-owned or leased
personal property must be maintained fram the time of receipt until

3.2 Designations. 2all designations for personal property accountability
shallbemwnt:n; Warrantedcmtzactuqoffmersshallmtsezveas
either a custodial officer or act as a receiving officer on any transaction
where the comtracting officer has entered into a contract for property (e.q.,
leased or rented equipment). The following designations are in accordance
with 410 IM 114.60.

3.3. Property Management Officer. This designation shall be in writing by
the Deputy Camissioner of Indian Affairs. The Burean of Indian Affairs
Property Management Officer is responsible for:

A. Serving as the operating official with day-to-day responsibility for
the overall administration, coordination, and control of the personal

prcpextymnagenentprogramm’dunﬂ:ehmeau A

B. Serving as the representative of the Deputy Camissioner of Indian
Affairs in the implementation of Departmental policy and procedures.

- C. Developing bureau-wide policy, procedures, and systems applicable to
the persconal property management program.

.D. . Prw1d1rgwer519htaxﬁtedm1czlasslstameregardugﬂxepersmal _
property management program.

3.4 - Property-Administrater: - “In- falfilling-the. responsibilities.of -this: .
‘designation, btn'eau-mdeprcpartyadmnlst:ratorsshallmethatatotal

coordinated effort among all program offices is involved in the management ofi o

persanal property. Designation as property administrator shall be in writing
by the Deputy Camnissioner of Indian Affairs and shall not be re-delegated.
. property. administrators may be held financially liable and

Y .
responsible for missing, lost or damaged property, if Such loss is the result ™~

ofsmleorgrosnegllgemeorneglect, or is the result of the property
adnmls&ator'sfahluetousullsmmm]sasrmxyarﬂ
required by this guideline to ensure the safeguarding and maintenance of
govermment property under their control. These responsibilities include:

43 BIAM, Supp. 8, Rel. 1, 08/13/91



43 BIAM SUPPIFMENT 8 3.4A
PERSONAL PROPERTY ADMINISTRATION HANDBOOK
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A. Establishing and implementing a viable and responsible perscnal
property management program which is consistent with existing Federal and
Departmental policies and procedures to maintain accountability for
govermment property acquired by or held the bureau.

B. Planning and directing of policy guidance for the overall
administration, coordination and control of the personal property management
program to subordinate or organizational elements.

.~- C. Ensuring that required property accountability records are
maintained and required reports are subtmitted for organizational and/or
geographical area.

D. Ensuring that all actions are taken to ensure the integrity of the

persomlpropertynamgaertpmgram,arﬂthatGovermertpmpertyismnaged
in such a manner that provides optimm protection against fraud, waste, and
abuse.

E. Ensuring that property management reviews are conducted.

F. Providing oversight of the personal property management program and
disseminating information to subordinate or serviced organizational
camponents, and provided by the property management officer.

G. Ensuring that required physical inventories are conducted within the
jurisdiction and that discrepancies are appropriately reconciled.

H. Designating, in writing, accountable officers within a jurisdiction.

I. Providing guidance to Accountable Offices in.the.day-to~day conduct
of the personal property management program.

or destruction in the amount of such loss as prescribed in the board of - - - " -
survey procedures in 410 IM 114.60.8. It is, therefore, incumbent upon each
Accountable Officer to take all reasonable and prudent precautions to protect

govermment property.
Accountable officers shall be fully responsible for:

A. Accounting”and controlling of personal property within the property
accountability area, as designated by the property administrator.

. -, T e

: B. Designating and appointing, in writing, of custodial officers,
within the property accountability area, to assist in the daily control of
Goverrment property. Custodial officer assigrments will be required if the

43 SIAM, Supp. 8, Rel. 1, 08/13/91
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accountable area is so large as to require additional controls, or if the
property within the accountable area is located at more than one field
location.

C. Camplying with the requirements of the property accﬁxmtability
system established by the Property Management Officer, and implemented by the
Property Administrator.

D. Maintaining all property accountability records within the area of
accountability, and providing all required documentation to support entries,

E. Otxﬂuctingirspectia:stoensmepxnpertyisbejngusedeffectively
and safeguarded properly, and ensuring the proper and effective maintenance
of property within the property accountability area.

F. Implementing procedures for the repair and rehabilitation of
property within the property accountability area.

G. Coordinating the utilization and disposal of excess personal
property, including providing Custodial Officers with disposition

H. Providing for the conduct of required physical inventories;
reconciliation of any discrepancies arising from those inventories; and
certifying in writing the results of the physical inventory and related
recanciliation.

I. Providing guidance to physical inventory persornel.
3.6 custodial Officers. May be held financially liable for loss, damage or

destruction in t he amount of such loss as prescribed 1n’che Board of Survey

. S ... E ..- -..in 4'10' -m 114'_.4.‘;6.-:‘8.-:5-:”It-“~i§;,‘.‘¢ R fé_r.e.'.-- - B e a N~ -v‘,aal—-. LR 3

- Custodial Officer to take all reasonable and prudent précauticns to protect
Goverrment property. Custodial Officers shall be designated in writing by
the accountable officer, and are the operating officials under whose daily
control and supervision the property entrusted to his/her possession is

~- ocated. - The Custodial officer:shalls .. e - . o ocoieor wien e s e i

A. Be responsible for property in an area which can reasonably be

overseen in the daily use of goverrment property, and in which the misuse and
use for other than official purposes is readily identifiable. -

43 BIAM, Supp. 8, Rel. 1, 08/13/91
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B. Be responsible for assigned property until notified in writing by
the Accountable Officer for the affected property that the responsibility for
the property has been transferred to another custodial officer, or disposal
procedures have been campleted in accordance with existing regulations, and
the property has been removed from the property records and the records of
the custodial officer.

C. Provide all required information to the Accountable Officer for all
actions affecting that property, including, but not limited to, acquisitions,
receipts, transfers, disposals, and to support entries in the property

management system.

D. Report to the accountable officer, immediately, all instances when a
loss of or damage to property is detected or suspected.

E. Ensure that property under their direct control is not used for
other than official purposes.

F. EnSuretheproperuse, maintenarx:e,andprctectimofperso:al
property issued to or located within their custodial area.

G. Be responsible for the accamplishment of inventory requirements as
directed by the Accountable Officer.

H. Sign a DI-105, "Receipt for Property" form (Illustration 1),
listing all existing accountable property located within their custodial area
upon designation as Custodial Officer.

I. Sign a DI-105, “Receipt for Property" form (Illustration 1), upon
.receipt of all new property that is to be utilized within their custodial

3.7 -Receiving Officers. “May-be held -financially -liable for loss, .damage,.QOr.. .. .. .. ...

destruction - in the-amount of -such loss as prescribed in the board of survey .
procedures ocutlined in 410 IM 114-60.8. It is, therefore, incumbent upon
each Receiving Officer to take all reascnable and prudent precautions to
protect Goverrment property. Receiving officers shall be designated in

A. 'Iherecelptarﬂmspectlmofallperscnalpropertyreoelvedata
specific location. - However, if a contracting officer has appointed an
inspector, the receiving officer may be relieved of the inspection
responsibilities.

43 BIAM, Swop. 8, Rel. 1, 08/13/91
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B. Caring and safequarding all property received.

C. Oo&mtinginoaurqpmpeztytoensm'ethattheqmntityordemdhas
been delivered and that the property received meets all specifications.

D. msurmg that property received which requires additional technical

' identification or nspectlm is examined and certified by qualified

perscnnel.
E. Not.ingalidefectsordamgeatthetineofixspectim.

F. Providing required documentation, asdmectedbytheaccamtable
officer, to the appropriate property office, in order that the item received
mnlmnedlatelybeplacedmthepropertyaccamtabmtyzecordsofthe
accountable officer.

3.8 Cognizant Employees. All employees who utilize goverrment property may
be held financially liable for loss, damage, or destruction in the amount of
such loss as prescribed in the board of survey procedures in 410 IM
114-60.8. It is, therefore, incumbent upon each goverrment employee, and
other persons responsible for goverrment property, to take all reascnable and

pn:dentprecautmrstoprotectgcverrmentpnperty The cognizant employee
is respaonsible for:

A. The proper and reascnable care, use, safekeeping and returm of such
property.

B. The safe and efficient use of property only for official purposes.

3.9 Relief of Custody.. .When a custodial officer is relieved of

responsibility for personal property (usually by change of duties or
termination of employment), it is the responsibility of the accountable

officer’ €0 ensure that property -éntrusted to-that 'individaal is accounted.. o e
"'for. 'This may be done by either requiring that the custodial officers havea. .

physical inventory performed for the property for which they are respansible,
ortreaccamtableofﬁcermyreqmreawnttenstatanexmmtallprtperty
entrusted to that person is accounted for. If the latter method is selected,

che. mtable.officer must bear in mind that the final accountability rests =~
with the accountable officers, arﬂbyacceptmsﬂxca:ufmum, they also * = " -

acceptraspa'xsz.bmtyfcrthepmperty
3.10 Theft and/or Vandalism. Allcasesoftheftorvarﬂalxsmw:.llbe

reported to local and State law enforcement authorities and to the facilities
seaurity force where appropriate. Additionally, all thefts will be reported

43 3IAYM, Swp. 8, Rel. 1, 08/13/91
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to the Federal Bureau of Investigation (FBI). When thefts or serialized
property are reported in this manner, information is entered into the
National Crime Information Center camputer to facilitate the return of
recovered items. The FBI will conduct an active investigation in cases where
the value of property stolen or missing is $5,000, or greater. Theft reports
for items valued at less than $5,000 will be placed in the FBI administrative
files, but no investigation will be conducted.

3.11 Property Passes. To control the removal and/or return of property from
Bureau office bu:.ldmgs (regardless of ownership), Form DI- 1934, Property
Pass, is required. 'nnsnxcludsallcapltallzedeqmpnent rental
equlpment equipment loaned to the Bureau, sensitive items, such as cameras,
recorders, radios, etc. The form DI~1934 shall be campleted by thoroughly
describing the item including the property identification umber and the
serial mmber. Each Bureau office location shall maintain a list of
person(s) authorized to approve and issue the DI-1934. It is the
responsibility of the designated Custodial Officer for the property to
approve requests before fomardugtlmtothepezsm(s) authorized to issue
the DI-1934.

Oopls of DI-1934 will then be submitted to the r@ectlve offices
for accmm:ablllty, for example:

(1) Original - (White) Issuing Office

(2) Duplicate - (Yellow) Security

(3) Duplicate - (Pink) Employee

(4) Duplicate - (Blue) Retained by the Property and Supply Office.

B. The accountable officer and the custodial officer will review
DI-1934 on a regular bas:.s for cmphance w1th renoval and return of the

property.

..3.12. Enplgyee Exit .Clearance Form. . An employee mist, camplete form BIAZ4445, =

Ehplcyeethlearance,prmrtoseparaumfrunﬂ:emreau mrther
information on employee exit clearance can be found in 44 BIAM 295. The
wstodsaloffmershallmstmeﬂ:atpmpertyaslgmedtoﬂnterployeels
accounted for by verifying inventory records. Form DI-105, Receipt for
Property, shallbecmpletedforﬂ:ealployeesrecozﬁsarﬂacopyfomrded
* to the servicihg Prdperty Mamagement section-for processing. - -If-the property.-
is to be reassigned, the name of the new cognizant employee shall be
reflected on the Form DI-105.

43 BIA1, Supp. 8, Rel. 1, 08/13/91



43 BIAM SUPPLEMENT 8 4.1
PERSONAL PROPERTY ADMINISTRATION HANDBOOK
Artwork and Artifacts

4. ARIWORK AND ARTIFACTS

4.1 __Mt_:y Artwork and artifacts are categorized as "Museum
Property." Museum property is not classified as capitalized property, but is
perscnal property, and must be controlled and maintained with the formal
system of accountability.

4.2 Custodial Officer Responsibilities. Custodial Officers shall ensure
that artwork and artifacts are accounted for by signing a Receipt for
Property (DI-105) for all property (i.e., capitalized, sensitive, museum)

4hat is caurrently entrusted to their custody and all new property received in

the futire. The Receipt for Property forms (DI-105) can be cbtained from the
Bureau Property Management section. The accountable officer shall be
contacted for the removal of any artwork and artifacts not signed for by a
custodial officer.

4.3 Care and Handling of Artwork/Artifacts. To minimize the rate of
deterioration and prolong the life of all BIA artwork and artifacts, proper
care and handling is essential. Until furtherguldancemdlssem.natedby
the Department, the following office enviromment, fire, and security
recamendations for the care and handling of Indian artifacts and artwork
should be used. If any damage, loss, or destruction is detected, the
accountable officer shall be contacted immediately to initiate corrective
action. The office enviromment shall be maintained as follows:

A. Areas surrounding artwork and artifacts shall be clean, dry, and
free fram clutter. Sculptures should be placed on shelves, not floors.

B. Itazsshallmtbestackedtpmothersoraganstoneamther
Artwork shall not be plamd behmd doozs or behmd fllmg cabinets where they
might get damaged. -

..The recommended room temperature range is from 64 degrees to 68

degnees never exceeding 75 degrees. Care shall be taken to ‘avoid “abrupt "

dxangesmroantenperamm "melmverﬂuemantarperamre, the slower the
rate of natural deterioration (aging) occurs.

D. Light sensitive materials, (i.e., dyed and treated organic material,

" testiles, watercolors, tapestries,  prints-and drawings, leather, wallpapers,..

furs and feathers, untreated organic materials, oil and tempera paintings,
arﬂfm:.shedwodenszrfaca) shall not be J.ndlrectsxmllghtbeczuse of

fading and darkening.

E. Direct contact with lamps, office appliances, (coffee pots and
fans), open windows, heating and cooling vents, steam, cleaning fluids,
flammable liquids, supplies for copying machines, and other hazards, shall be
avoided.

43 BIAM, Supp. 8, Rel. 1, 08/13/91
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F. Excessive handling of artworks and artifacts shall be avoided. The
surface of a painting, print or picture shall not be touched. Oils fram the
tnmnbodymncausedamagetoarbrorkarﬂartifact surfaces.

G. Anyirregtﬂaritiescormnﬁngarbmﬂ{arﬂartifactsmidlrequim
corrective action shall be reported immediately to the accountable officer.
: Examples include frayed rug edges, fading of pictures or paintings, moisture
beneath glass frames, the existence of mold, insect or pest infestation, or
the effects from other damaging elements.

4.4-Fire.

(3) In case of a fire, employees shall know the locations of fire
extinguishers closest to their office. ’

(B) Artwork and artifacts shall be placed away from ceiling fire
sprinklers to the extent possible. ' '

4.5 Security.

(3) Office keys issued to cognizant employees shall not be copied or

(B) Office doors shall be locked when the office is umattended.

(C) ©On a contimious basis, all employees assigned to an office shall
take notice of their office surroundings and report immediately to the
accountable officer any irregularities, including missing, and/or damaged
artwork ard artifacts. o

43 BIAM, Supp. 8, Rel. 1, 08/13/91

-



N
B

~

43 BIAM SUPPLEMENT 8 6.1

PERSONAL PROPERTY ADMINISTRATION HANDBOOK

Controls
6. COONTROIS
5.1 Receipt for Property Form (DI-105). This form shall be used for initial

receipt of all types of accountable property whether it is capitalized,
non-capitalized, muiseum, or sensitive property. The accountable officer is
required to maintain records for all accountable property. In order to
fulfill this requirement, all Custodial Officers are required to sign a
Receipt for Property form (DI-105) for all accountable property under their
area of responsibility.
" A. The signature of the custodial officer shall vest custody in that
property until:

(1) The property is transferred to ancther custodial officer, using
a Personal Property Intra-Bureau Transfer Transaction form (BIA-4329).

(2) The custodial officer is transferred or retires from the Bureau
and a property clearance has been granted.

(3) A Certificate of Unserviceable Property form (DI-103A) has been
campleted and approved.

B. The Receipt for Property form is distributed as follows:

(1) Original - (White) Retained by the accountable officer
(Capitalized file).

(2) Duplicate - (Pink) Retained by the custadial officer (Personal
file).

(3) Duplicate - (Blue) Retained by the accountable officer

(Non—Capitalized file).
'C. A sample of theRecert for Property form (DI-ldS) and instructions = - -

for its use are located in Illustration 1 of this supplement.

5.2 Certificate of Unserviceability Form (DI-103A). Property that is

.believed by the custodial officer to be unserviceable will be reported to the

accountable officer by campletion of ‘a Certificate of Unserviceable Property
form, DI-103A, (Illustration 2), detailing the ciramstances surrounding the
unserviceability of-the property. All information, including but not limited
to, description of the property, model number, serial mumber, BIA property
tag mumber or markings, and location involved shall be included in the

. report.

43 BIAM, Swp.8, Rel. 1, 08/13/91



43 BIAM SUPPLEMENT 8 6.2A
PERSONAL PROPERTY AIMINISTRATION HANDBOOK
Controls

A. Conditions for Use of DI-103A. A Certificate of Unserviceable
Pztpertycanbeusedonlyincimmstamvmengl_lofﬂmefollwing
corditions have been met:

(1) Property irregularities (as defined in 114-60.811~-2, 410 IM)
are not apparent. .

(2) Possible claims against the Goverrment are not involved.

——- (3) 'lhereismneedbodeterkninewhetherormtanenplayeeshmld
be held financially respaonsible.

B. A Certificate of Unserviceable Property may also be used when the
unserviceability is the result of fair wear and tear, scrap, destruction,
abandorment, or other determination of unserviceability and when all of the
conditions listed in 6.2, above, have been met.

" C. ACertificzteofUnserviceablePrcpertyshall_ng_tbeusedinﬁxe
following circumstances:

(1) Lloss, damage, or destruction of weapans, firearms, ammmition,
hazardous materials, controlled substances, explosives, or museum propexty:
artwork and artifacts.

(2) Any incident involving a property loss.

D. A statement of circumstances involving the identified property shall
be sutmitted by the custodial officer along with the campleted certificate to
the property management section, which will make a recommendation to the
accountable officer as to whether the property is-or is not serviceable. The
following clearance procedures shall be obsexved:

et

longer needed, excess property procedures will be followed.

(2) If the designated property official from the property
management section recammends that the property is unserviceable, the
- certificate will be so amnotated: and signed by the property official.

(3) The certificate, with the property official's recamendation,
chall be forwarded to the accauntable officer for review and signature.

(4) A review of the certificate will be campleted by the reviewing

authority. If approved by the reviewing authority, appropriate adjustments
will be made to the official property records. :

43 BIAM, Swp. 8, Rel. 1, 08/13/91
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43 BIAM SUPPLEMENT 8 6.2D(4)
PERSONAL PROPERTY AIMINISTRATION HANDBOOK
Controls

(5) The rev1em.ng authority may disapprove the certificate if
supporting information provided by the custodial officer is inadequate,
incamplete, or does not provide sufficient information to justify an
adjustment to the property records and relief of accountability. In these
instances

’

(a) The reviewing authority will outline the def1c1encz.s,
disapprove the action, and specify what additional information is required.

~- (b) The certificate and attached statements will be returned
to the originator for additional action.

(c) The revised, completed certificate and statements will be
resubmitted by the originator within 30 days.

(6) Upon resulmission, a final determination will be made by the
reviewing authority.

E. Distribution of DI-103A. The ongmal and one copy will be

suhuttedtothepmpertymraganentsectlmforapprwalordzsamrwalby
ﬂzemeangauttmrlty,arﬂthethudcopyshallberetamedbythe

nntlatmg office for record purposes. The following routing sequence is as
follows:

(1) Original - Submitted to property management section for
approval/disapproval.

(2) Duplicate - Submitted to property management section for
appmval/d:.sappmval

(3) Duplicate - Retained by the originator.

F. If destruction actJ.m is approved,’ the original will be returned to -
the originator, final actlmtakentodstrcytheproperty appropriate -
entries made on the DI-103A, and the certificate forwarded to the appropriate
property office to adjust the property records accordingly.

"~ G.. In cases other than-destruction, the approved original DI-103A will
beusedtomheappnpnateadjusmentstomepropertyrecords after which
acopywulbearmotatedarﬂfomazdedtothemtlatmgoffmebythe
designated property management section official.

H. A sample of DI-103A and the instructions for its use are located in
Illustration 2 of this supplement.
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43 BIAM SUPPLEMENT 8 6.3
PERSONAL PROPERTY AIMINISTRATION HANDBOOK
. _Controls

5.3 Report of Survev Form (DI-103). A Report of Survey form (DI-103)

. (Illustration 3), action is required when there is possible employee
negligence and/or possible employee financial 1liability associated with the
loss, damage, or destruction of personal property, regardless of acquisition

cost.

A. AReportofSurveyfomisalsorequiredtodoc.m\entthe
ciramstances described below:

(1) Any ciramstance, regardless of acquisition cost, where fraud
or vther irreqularities appedr to be comnected with the incident.

(2) An accident which has resulted in damage to a U.S. Goverrment
vehicle. The exception to this policy is an accident in which such damage
was cbviously and clearly not the result of employee negligence.

(3) Donation of surplus property to eligible recipients in
accordance with 41 CFR 101-44 (Donations of Persanal Property), and subject
to the limitations specified in 41 CFR 114-44.7 (Donations of Property to
Public Bodies).

(4) Wciramst‘amsinmidxthereisapossibilityofaclaim
againstthegovenmentinccrmectimwithﬂxeadministration, care, and use
of goverrment property.

B. If a board of survey is to be convened to investigate a matter
involving a bargaining unit employee, the employee will be given notice of an
investigation in accordance with 410 DM 114-60.812-3. The notice will
include a statement that the employee is entitled to Union representation.

C. A sample Report of Survey form (DI-103) is located in Illustration 3
of this supplement.

5.4 Personal Property Intra-Bureau Transfer Transaction Form (BIA-4329). To
mintainaccamtabilitymﬂcamlwerhmeau-widegcvenmentpmperty, all
transfers chall be documented on the Personal Property Intra-Bureau Transfer
Transaction form (BIA-4329).

A. A cognizant employee in possession of capitalized, sensitive, or
miseum property (all ofttnsetypsofpnpertywillhaveanaffixedm
property tag), no langer required for the performance of official duties,
shall contact their custodial officer to provide the property transfer
information listed in Illustration 4 of this supplement.
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43 BIAM SUPPLEMENT 8 6.4B
PERSONAL PROPERTY AIMINISTRATION HANDBOOK
Controls

B. The property management section shall perform the following
clearance procedures:

(1) The cawpleted form shall be forwarded to t.he custodial officer
axrently having control of the property (losing office) who will sign and
date the (transferred cut by) block.

(2) The property management section will then deliver the p
to the new custodial officer (gaining office) who will sign and date the
(fransferred in by) block.

(3) At this point, accountability for the property is transferred
to the new custodial officer.

C. Distribution of the Property Transfer Form is as follows:

(1) oOriginal and Hardback Copy - (White) Retained by property
management section personnel.

(2) Duplicate - (Blue) Retained by the custodial officer of the
losing office.

(3) Duplicate - (Pink) Retained by the custodial officer of the
gaining office.

D. For property transfers of all other types of property such as
expendable, non-expendable, non-capitalized, and stores property, the
Receipt for Property form (DI-105), will be utilized. For information on how
to £fill out a DI-105 see “Completing the DI-105" (Illustration 1) of this
handbook.

E. A sample of BIA-4329 and instructions for its use are located in
Illustration 4 of this supplement.

5.5 Property Management Points of Contact. The property and supply office
serves as the property management section at most locations.
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Di-105
(Revised 5/88)

UNITED STATES
DEPARTMENT OF THE INTERIOR

1)
BUREAU OR OFFICE

RECEIPT FOR PROPERTY

43 BIAM Supp- 8
Illustration 1
Page 1 of 2

NUMBER

ITEM { PROPERTY

DESCRIPTION
(INCLUDE SERIAL NUMBERS, MODEL, ETC.)

QUANTITY

UNIT
OF COSsT
ISSUE

-—h

(2)

(3)

(4)

(5) (6)

HlW|N

~Njolo

-t

- O|©W]| ®

-

-
N

o
w

-h
H

-
N

=
o

-—d
N

Ty
(=~

]

b
©.

20

Issued By: (Name and Title)

)

Date Issued:

(8)

Board of Survey.

it is understood that | am personally responsible for the
destroyed through my simple or ordinary neglect or negligence or

property listed hereon and that if any of the property is lost, stolen, damaged of
gross negligence | can be held financially liable as determined by a

. Received By: (Name and Title)

9

Signature and Date:

(20)

43 BIAM, Supp. 8, Rel. 1 08/13/91
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43 BIAMSupp. 8
I1lustration 3
Page 2 of 2

QMPLETING THE RECETPT FOR PROPERTY FORM DI-105

Block #
(1) % -~ Enter building, office, and roam number.,

(2) %-mmmmmm.,mm&m
HbmﬂifaU.S.BIAPmpﬂZIYtagismﬂxeprcperty.

L3) %-B'Iteritannm, Serial No., Model No., (For artwork ang
artifacts, also list present condition).

(4) m:y-mteracualquantityreoeived,ormham, for each above

(5) M&-mmfwm,mformmm, etc.
(6) Qoit-leaveBlgnk. 'mecost:Willbeentevedbythepruperty

(7)

(8) @eﬂi\ssued-'nﬁsblockwulbe filled inbytheaccamtable officer.
(9) &gived&-mterprmtednaneandtitleofmstodialofficerinthis

43 BIAM, Supp. 8 Re1. 3 08/13/91



43 BIAM Supp. 8

Di-103A .
(Rev. 6/88) Illustration 2
‘" Page 1 of 5
. UNITED STATES =
DEPARTMENT OF THE INTERIOR Page of
Certificate No.
CERTIFICATE OF UNSERVICEABLE PROPERTY (2)
May only be used when property is unserviceable through fair wear and tear; there are no apparent property
irregulasities; no aeed to determine employee financiat Liability; no possible claims against the Government; Date
firearms and weapoas, ammunition, hazardous materials, controlied sub D e, of prop-
erty are not included. (3)

A. Originating Office and Telephone No. (include area code)

Accountadble Office and Location

B P T IS LI TR

(4) (5)
Identified ltem(s) are: (¢ O Unserviceable (] Obsolete  [] Otber fspecify)
STATEMENT OF CIRCUMSTANCES INVOLVING THE IDENTIFIED PROPERTY MUST BE ATTACHED (7)
TTEM W ¥ ITEM DESCRIPTION Agg&%%éu cocone ETIMATED
PROPERTY ID NO. COST (0AC) (See Reverse)
(8) (9 (10) (11) (12) (13)

14)

KN . . . miatdemit . . — .
B. Recommended disposition. (check one): ] Repais/Reutilization (JSale/Trade-in [JSalvage [ Scrap/Destruction (] Abandon [ JOther fspectfy):

To the best of my knowledge the attached statement of circumstances is correct and recommendations are in the best interest of the Government.

Signature of Cognizant Employee: Daze: Signature of Custodial Officer: Date:
(15) (16)
Property Staff Recommendatioas: Signature: Date: *° "' [|'Sigmature of Accountable Officer:- | Date:”
a7 (18) (19)
P
C. Revicwing Authority: (JApproved [ Disapproved Signature: Dasc:
Ocomments Antached (20) (21)
D. Centificate of destruction: / certify that the Item(s) No.(s) listed above has been destroped. (22)
Official Responsible for Destruction: Tide: Signawure: Date:
(23) (24) (25)
‘ Witness Name: Title: Signature: Date:
(26) 27) (28)
E gdjusxmcm to property records (Property Official | Date Completed: | Financial Official (If Required): Date Completed
ignature): - i
(29) . (30)




CONDITION CODES

1 = Unused-—good.

2 = Unused—fair

3 = Unused—poor

= Used—good

Used—fair

Used—poor

Repairs required—good (less than 15% of Original Acquisition Cost (OAC) required).
Repairs required—fair (16-40% of OAC required).

Repairs required—poor (41-65% of OAC required).

X = Salvage—Repair exceeds 65% of OAC, but parts have remaining value making cannibalization cost effective.
S = Scrap—there is no remaining value except for basic material content.

e~

V- NN VNN
muwnnw
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43 BIAM Supp. 8
Illustration 2
Page 3 of 5

OQOMPTETING THE CERTIFICATE OF UNSERVICEABITITY DI-103A

The cognizant employee or the custodial officer campleting this form is
responsible for campleting blocks (1) through (16).

Block #

1)

(3)
(4)

(5

(6)

(7

(8)

(9)

(10)

Paget of Page# — Enter the current page mmber of the total mumber of
pages submitted, i.e., 1 of 1, or 1 of 2.

Certificate No. - Enter the certificate mmber. Example: 91-001, 91
starxisforthelastundlgltsoftleaxrrentﬁscalyear with =001
bemgasequentlalmmberthatlsplacedaftertheclrrentﬁsczlyear
i.e. 91-001, 91-002, 91-003. The cognizant employee is responsible for

campleting this block.
Date - Enter the date that the form is campleted.

Originating Office - Enter the name of the originating office with
telephone mumber (include area code). (Example: Division of Property
Management (202) 208-2521.)

Accountable Office and Iocation - Enter office, building, roam ramber,

(Bxample: Division of Property Management, South Interior Building,
Roam #352.)

Identified Ttem(s) are: - Enter an X in the appropriate box.

Statement of Circumstances - This is a statement that is campleted by
the cognizant employee or the custodial officer submitting the
Certificate of Unserviceable Property. This statement describes the
ciraumstances involving the unserviceability of 1dent:1f1ed property and
must be attached to the certificate.

Item No. - Enter the item mumber in sequence of reported items,
(example: 1, 2, 3).

Quantity or Property ID No. - Enter the quantity of the item that you
are reporting along with the BIA property tag muber if applicable.

Item Description - Describe the item. List item name, model mumber,
and/or serial rmumber.

43 BIAM, Supp. 8, Rel. 1, 08/13/91



(11)

(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

(20)

(21)

(22)

(23)

(24)

(25)

43 BIAM Supp. 8
Illustration 2
Page 4 of 5

OOMPIETING THE CERTIFICATE OF UNSERVICEABITITY DI-103A CONTINUED

COMPLE T ING THE (b I AL O N ey e e e =

Original Acquisition Cost (OAC) - Enter the original cost on the
receipt paperwork. If the original cost is unknown, leave this column
blank. The property management section will research and camplete.

Condition Code — Enter a code from the reverse side of the certificate
that best describes the condition of the item.

Estima ted Value — Enter the estimated value that the jtem is currently
worth.

Recomended Dispos ition - Enter an X in the appropriate box.

‘Signature of Cognizant Employee and Date - Enter the signature of

person campleting the certificate and date.

Signature of Qustodial Officer - Enter the signature of appropriate
custodial officer and date that the form is completed. May be same as
block #15.

Property Staff Recommendations - This block will be filled in by
property management section personnel.

Signature - Enter the signature of the person campleting block #17 and
date that the form is campleted.

Signature of Accountable Officer - Enter the sigmature of accountable
officer and date.

Reviewing Authority — This block will be completed by the reviewing
authority.

Signature - Enter the signature of the reviewing authority and date.

Certificate of Destruction - This block will be campleted by property

nanagmltsgctlmpersorml if destruction is required.

Official Responsible for Destruction - Enter the printed name of
official responsible for destruction.

Title - Enter the title of official responsible for destruction.

Signature - Enter the signature of official responsible for destruction
and date.

43 BIAM, Supp. 8, Rel. 1, 08/13/91
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43 BIAM Supp. 8
| . Illustration 2
| Page S5 of 5

‘ OQOMPLETING THE CERTTFICATE OF UNSERVICEABTIITY DI-103A CONTINUED

Block #

(26) Witness Name - Enter the printed name of witness to destruction.
(27) Title - Enter the title of witness to destruction.

(28) Signature - Enter the signature of witness and date.

(29) Adjustment to Property Records - Enter the signature of property
management official tasked with adjusting property records.

(30) Financial Official - This block is not required.

. 43 BIAM, Supp. 8, Rel. 1 08/13/91



43 BIAM Supp. 8
Illustration 3

Page 1 of 2

Di-103
(Rev. 6/88)
r UNITED STATES Page
DEPARTMENT OF THE INTERIOR Report No.
REPORT OF SURVEY Date

A. Onginating Office and Telephone No. (inciude area code)

Accountable Office and Location

The following items are: (check one)

Otost

{stolen

A statemeot of circumstances involving the identified property

is attached.
()} Damaged 0 Destroyed Oother (specify)
Signature of Accountable Officer: Date:
QUANTITY ORIGINAL CONDITION
Mo OR ITEM DESCRIPTION ACQUISITION CODE D
‘ | PROPERTY ID NO. COST (OAC) (See Reverse)
B. To the best of my knowiedge the attached statement(s) of circumstances are correct.
Signature of Cognizant Employee: Dage: Signature of Custodial Officer: Date:
C. Board of Survey findings and determinations: A complete statement Signature of Board Chairperson: Date:
of Board findings and determinations is attached. . .o : :
Signature of Board Member: Date: S«;namre of Board Member: Date:
N N A LS B . - HEIE ;., B [y . - e .
D. Reviewing Authocity: DApptoved [JReturaed fot.wchnical insutﬁcfm:y (s:alnemem atiached) | Signature: Date:
ODisagree with Board of Survey Findings and Determinations
(statement aitached)
"E. Head of Bureau or Office: .(mqln‘nd only fo'r disagreement between Board and Reviewing Authority) | Signature: Date: ~
Statement of resolution:
F. CERTIFICATE OF DISPOSITION/DESTRUCTION
I certify that the ltem(s} No listed above have been destroyed, abandoned, or disposed of as directed by a Board of
Survey.
Official Responsible for Disposition/Destruction: Title: Signature: Date:
Witness Name (for Destruction oaly): Title: Signature: Date:
G. Adjustment 10 property records (Propenty Official | Date Completed Financial Official Signature (if Required): Date Completed
Signature):

43 BIAM, Supp. 8 Rel. 1 08/13/91




43 BIAM Supp. 8
Illustration 3

CONDITION CODES : Page 2 of 2

1 = Unused—good

2 = Unused—fair

3 = Unused—poor

4 = Used—good

S = Used—fair

6 = Used—poor

7 = Repairs required—good (less than 15% of Original Acquisition Cost (OAC) required).
8 = Repairs required—fair (16-40% of OAC required).

9 = Repairs required—poor (41-65% of OAC required).

X = Salvage—Repair exceeds 65% of OAC, but parts have remaining value making cannibalization cost effective.
S = Scrap—there is no remaining value except for basic material content.

i
1

et T
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43 BIAM Supp. 8

Illustration 4

Page 1 of 2
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43 BI2M Supp. 8
Illustration 4

Page 2 of 2

FORM BIA-4329

() Enter.the:name of the person who ~urrently has custody of the property

""’“(-32-):;:.-' mzﬂamd the person who will gain custody of the property and
the new:location of the property (uilding and office mumber).

(3) Enter the BJA property tag mmber, if ane is not attached to the
property; -a. statement is required that "there is none attached".)

(4) Enter a description of the property.
(5) Enter the quaptity to be transferred.
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