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Change or Additiom

Replace the origins) paragraph with the following:

e. Acquisition of Government Property. {1% A reguisition
form shall be used to acquire property, The oripinating
office will identify the CPO on the requisitien form., All
requistitions will be "screened for excess” by the emplovea
who ig responsible for property management at each nffice
location to certify thet requisiticmed items or equivalent
items are mot available through excess sources. The
certificatlion will he aceomplished by typing the followlng
statement onto the requisition form. "The above items are
not available through excess sources,” The propetrty
management employee will sign and date thiz statenent. The
enployee tesponalble for property management will also
assign an object clagsification cade for each line item on
the requislition. The four—digit objlect class codes
fAppendix ?Y are a eritical link hetween the property
records and finance and accounting general ledger. Tt is
imperstive that the correct oblect class code he entered
into both the Advanced Budget Control Information System
FARACISY and property systems.

(2% A copy of each acquisition document fi.e., purchase
order, contract) for Government property will he provided to
the Recelving Nfficer and the servicing property managemenkt
office at the time the document 1s signed by the Contracting
nfficer. Wpon recelpt of the acquisition document, the
servicing property mansgement office will entar all
avallahle descriptive data into the PMS. The equipment will
remain ag a suspense item in the PMR until time of receipt,
The tM5 produces form MMS-065, Property File Data Tnput.

| ANGE NOTICE

Tia2/B5



I.h.

Coples 1 through 3 of form MMS-0A5 are mailed to the
servicing praoperty office, Copy 1 1z attached to the
servicing property offices’' copy of the acquisitien
document, Copies ? and 3 of form WMMS-063 are retained by
the sarvicing property office until the property is
racatved, The Tmwprest Fund will not be used to acquire
Government—owned propetty with an acqulsitlen cest of 350,00
oY mMore.

Replace 3.h, Data Fntry Input Procedures with the following:

h. Data Entry Precedures. Generally, property wil? Dbe
delivared to a central recelving poiut at each office
lacation. Property management staff there or at the
servieing nffice will ensure that the necessary documents
are processed and that data 1s entared into the PME,
Pariodic reviews shall be conducted to ensure acecurate and
complete data 1s recorded in the PM2., Tata verification
will include checking acguisition coat, descriptiom and
cbiect clarsification code assignment,

f1} Upon delivery, the sarvicing property management staff
will complete data entry inte the PMS, i.e. serial number,
model number, mapufacturer, date of receipt, thereby filling
311 fieldr raguired in the PHS.

(2} A bar code i3 produced by the M5 Contractor and mailed
directly to the requesting office. Property will be held 1n
A secure storage area and not Teleased to the APO/CPO until
the bar code lahel 1s received and affixed to the property.
The APO/CPO will sign coplee 2 and 3 of the MMS-N65 form to
acknowledge receipt and accept responsibility thereonf.
(Disrepard reference at the bottom of form MM5-065 to the
MM3—064 form "Transfer Reguest” and MMS-063 form copy
digtribution.y Copy 2 of the MMS-065 form ghould be
maintained in the servieing property office officlal APG/CPO
file. Copy 3 18 provided to the APD/OPD as a record of the
new acquisition. Copy 1 is maintained in the servieing
property office acquiattion document flle,

{3) Tn cases of extreme emevgency {i.e. critical situvations
that affect the OSM migsfon and operatlonsz)} property may be
releaged to the APO/OPO prior to receipt of the bar code
tag. Tha servicing property office wiTl notify the Division
of Management Services to rend har code ragf{s} via overnight
express mall. The bar code lazbel will be affixed to the
praperty by the raquesting office immediately upon recelpt.

¢4%  Microcomputer Softwsre. Microcomputer software is not
maintained within the ®MS, however, 1t is controlled in
arcordance with OSM Directive INF-11 "Information Rescurces
Management Pollcles and Procedureas Manual.”




3. 1.

(5} For very small, delicate or precision equipment to
which a complete bar code label canuot be affixed, the label
ghould be cut down to contain only the bar code strip and
nunber end affixed to the equipment wherever possible., For
those ltems on which a label cannot be affixed, the bar cede
label shall be maintaimed in the servicing property office
official APQ/CPO files.

{6) Each 08SM office 1s reguired to {mplement a system which
provides for complete control and accountability of
senasitive propecty (Appendix 13), including preoperty with an
acquisition cost of lems than $50.

Replace 1. Replacement or "add-0m" Items. (3) Property not
inputted into PMS. with the follewlng:

{3) Tagpging of Connecting Property.

When connmecting property is acquired at an scquisition cost
of $50.00 or more, the connecting property will be acconnted
for and assipned a separate bar code tag number. Some
axamples of conpecting praoperty are: ADP { computer)
Keyboards, ADP (computer) Monitors, wicrocomputers, modems,
battery packs, battery chargers, ADP and technical printers,
radio control heads and microphoues.

Replace Appendix 1 with the sttached Appendix 1 - OSM
Property Management Beaponsihllities Chart,

Replace Appendix 2 with the attached Appendix 2 - 14zt of
cbiject classification codes,

Replace Appendiz 13 with the attached Appendix 11 — 1iat of
Sensitive Propetty.

Replace Appendix 17 with the attached Appendix 17 -
Requisition {Form DI-1)}.
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Appendix 2
Tilst of Clagaification Codes

Contractrual Servieces

?5.IX

Other services

fharges for contractual services not otherwise class{ified,
Supplies and matetials furnished by the cootracter in
connection with such services are included even theugh they
may he separately itemized on the voucher. Some typlcal
gservices 1nclude the following: repairs to structures,
tvplng services, fees for title abstracts and facilities
operations and ressarch and development contracte. Services
for tralning and relzrted books avd materlals zre included as
wall ap charges incurred for contractual printiag and
reproduction, inecluding related composition and binding
vperationa, that are performed by commercial printars, A%l
governmental printing charpes are charged to 24.00. Charges
for fnittal installation of equipment ts incluaded 1in the
ohiect class where the aguipnent is charged.

25,10 Other services
25.10 Training

Supplies and Materials

26.%X

Supplies and materials

fharges for commodities that are ordinarily consumed within
one year after they are put Iinto use, that are converted in
the process of constructien or manufactnre, or that are used
to form a minor patt of equipment or fixed property. {ailse,
for the sake of classification, items of swall dellar wvalue
that do not meat the eriteria above may be claasified as
supplies or materials.) Including ADP gupplien, materials,
of F-the—ghelf software and office supplies.

¥ota: Contracts for the devalopment af computar enftwars
gshonld he classified under obtect claszs 25, A single ADP
snftware package (nauvally desipned specifically for OSM)
valued at 425,00 ar mors should be charged to ohject class
31,50,

BEguipment

tharpes for personal property of & durable nature, which is
normally expected to have s useful 11fe of ene year or more,
This nhject class will include both capitalized and non-—
capltalized property.



Capitalized assets have a useful life of two years or moTe
and a value of §5,000 or more. The §$5,000 value includes
the main piece of equipment plus each accessory fnon-supply)
which is unique to that plece of equipment,

Non—capitalized sensitive proparty is equipment with 2 value
of 450 or greater and less than $5,000; it must have an
ageigned property mmber with the exception of furniture and
fixtures. HNon-capitalized non-zensirtive property Is
equipment costing lass than %30, with the exception of
furnfture and Fixtures which may copt preatar than %57 and
ha nop—~sengitive,

When a plece of property cests 45,000 or more and needs to
be gplit among two or more accounts such that the cost
applied to each account is lesg than $5,M00, that property
stould still be captitalized for all amounts in each account
applied. Shipping, set-up, and installatton charges
relating to property should ha chargped to the asme object
¢lass ag the property; an exception to this rule 1s GRL
charges which are slways charged agalinst oblect class 272,30,

al.nn Furnlture and fixtures - Caplitalized

FPurnlture or fixtures of §5,MN0 or greater in
cost fe.g., a safe copting at least $5,000).
Modular furniture mora thsn likeTly will notr
qualify since no individual unit exceeds 85,000,

31.711 FPurniture and fixtures — Non-capltalized
faensitive

Furniture atr fixtures of lase than 45,000 in
cost with an assigned property numhber.

AT .02 Purniture and fixturez -~ Won-controlled

Furniture ot fiztures of lese than £5,000 in
epat witheut an assigned property uumber {e.g.
chairs, desks, etz.} Thiz includas most
furniture purchased Wy 05M,

31.10 Motor wehicles

Motrar vehicles of any kind which are owned by
0SM. Some examples include care, four—wheel
drive vehicles, trucks, ete.



31.20

3.2

31,22

31,30

1.1

31.40

Dffice and field equipment - Capltalized

0ffice and field equipment with a cost of 33,0
or motre, FExamples included selsmosxraphs,
aleetronic f11ing cebineta, projectors,
purveying sguipment, and non—ADP video
aquipment, ete,

Nffice and field equipment - Won—capitalized
feensltive

ffice and field equipment with a cost of leas
than £5,000 and equal to or greater than 350
with an assigned property numhetr. Exanples
include caleuvlaters, typewriters, microfilo
wachines, projectors and neon ADP widao
equipmant, ete. Included In thisz objleect class
are non—capftalized copters, duplicators, and
heayy machinery.

Office and fleld equipwent — Won-capitalilzed
fnon—controllad

(ffice and field equipment with a cost of less
than £50, Exazmples include calculaters, hole
puttchers, etc,

ADP equipment - Capitalized

ADP equipment with a coat aof 55,000 or greater.
Some examples incTude high capacity laser
privnters, hisgher priced personal computers,
larpe capaclty disk drives, digitizing systems,
graphice workstations, mini-compurers, upgrades
to ADP equipment which when combined with
aexiating equipment cost 55,900 or greater, etc.

ADP Equipment - Nen-capitalized

ADP equipment with a cost of less thau §5,000,
Some examples incTude laser printers, monitors,
modems, upgrades to ADP egulpment which when
combined wirh existing equipment still costs
lags than 45,000,

Copiere, duplicators, heavy machinery -
Capitalizad

Copiers, duplicators, and heasvy machinetry which
cost 45,000 or preater. TFRxemples 1lnclude
copying and finishing machines with accompanying
bins, sorters, cassettes, and stands; etc.



31,41

i1.5n

Coplets, duplicators, heavy wmachinery — Non-—
fapitallized

Copiers, duplicatore, and heavy machinery which
cost less than £5,000. FExamples include copying
and finlshlng machines with accompanying binae,
garters, caszattes, and stands; ete.

ADP software (425,000 or more}

Tacludas software usuvally designed for a
apecific 0SM purpose with a cost of 525,000 or
greater., Does not include ome order or multiple
eopies of an off-the-shelf sofrwate packape
which totals 225,000 osr preater 1f each copy
costs less than 825,000; thie order would be
charged te obhject class 25.00.



140,

I11.

12.

13,

14,

15,

15.

17.

18,

19.

AEEendix 13
LIST OF SERSITIVE PROPERTY

Binoculars

Celeulators

Cameraa snd attachments (l.e., lens, flash unite, exposure maters}
Compassea

Camputers and peripherals {includes "lap tep" models)
Dictating Equipment

Drafting Equipment

Powar Toola

Sensiltlve Equipment

Surveylng Equipment

Telephone Answeting Machines

Telephones

Television and video equipment (includes audiovisual equipment such as
ovarhead projectors, 3mm movie and slide projectors)

Tape Recotrders

Typewriters ({mcludes portable madels)
Firearms

Proprietary progtrams

Proprietary softwatre

Computar keyboarda



APFENDIX 17

“Form DI Pa of
{Rev. April 1985) UNITED STATES ge
DEPARTMENT OF THE INTERIOR
REQUISITION _ | Requisition No.
To . = Bureau/Office
I Date

QFFIGE QF SURFACE MIRIXG

RECLAMATION AND ENFORGEMENT
Appropriation/Allotment Mo. Charge shipping costs to
Vendar Daliver ta

o . DESCAFTION oummry | owr frin\ AMOUNT

To Ba Completed by Fiscal Authority Only

FUND CERTIFICATION: Funds in the amaunts shown are available
and chargsable to the cost authoritias shown abave.

Signatire Date Appraved by {Slgnatre) Date
Tite: Title
Requisiticred by (Signature) Dzte Bureau Oficer (Signalure) Date
Title Title

Prepare in aingle space typing, Use double space between ltems. Fill cuttop of reguisition completely, showlng complete shipping instructions
and appropriation if different from that to which requisition is chargeable,



