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* 1. PURPOSE AND SCOPE. To provide controls for real and
personal Bureau property and to provide operational direction
for staff responsible for property managenent. *

2. PROGRAM OBJECTI VES. The expected results of this program

are:

a. | nformati on on nonexpendabl e capitalized personal
property and certain noncapitalized sensitive itens,
| ocated t hroughout the Bureau, wll be nmaintained.

b. Real and personal property belonging to the Federal
Governnent, in conpliance with guidelines
established in the Federal Property Managenent
Regul ations, will be appropriately used and
controll ed.

C. Property managenent data, necessary to neet the

requi rements of the General Accounting Office, the
Federal Property Managenent Regul ations, and the
Justice Property Managenent Regul ations, will be
effectively maintained.
3. DI RECTI VES AFFECTED
a. Directive Rescinded
PS 4400. 03 Property Managenent Manual (2/27/96)

b. Directives Referenced

PS 1237.11 | nformati on Security Progranms (10/24/97)
PS 1350.02 Acceptance of Donations (6/29/98)



PS 2000.02 Accounting Management Manual (10/15/86)
PS 4100.03 BOP Acquisitions (8/21/98)
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PS 4200. 09 Facilities Operations Manual (7/16/98)
PS 4500. 04 Trust Fund Managenment (11/24/97)
PS 4600. 02 Farm Manual (10/18/95)
PS 6000. 05 Heal t h Servi ces Manual (10/31/97)

4. STANDARDS REFERENCED

a. Ameri can Correctional Association 3rd Edition
St andards for Adult Correctional Institutions: 3-
4037, 3-4038 and 3-4201M
b. American Correctional Association 3rd Edition
St andards for Adult Local Detention Facilities: 3-
ALDF- 1B- 10, 3- ALDF-1B-11 and 3- ALDF-3B-03 *
C. American Correctional Association 2nd Edition

St andards for the Adm nistration of Correctional
Agencies: 2-CO 1B-08

5. ACTION. Staff responsible for property managenent and
control will use this Manual to ensure appropriate use of
Bureau property.

/sl
Kat hl een Hawk Sawyer
Di rect or
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CHAPTER 1 - Overvi ew

GENERAL. This Program Statenent’s purpose is to set forth
responsibilities and requirenents for receipt, storage, issue,
control, and safety of Governnent-owned personal property wth
t he Federal Bureau of Prisons (Bureau). The Program Statenent
al so provides requirenments for using and controlling real
property belonging to the Bureau. For technical instructions,
procedures, and guidelines regarding both personal and real
property, see the Property Managenent Technical Reference
Manual (TRM.

An efficient property managenment systemis required to

mai ntain information regardi ng nonexpendabl e capitalized and
noncapitalized personal property, and capitalized real
property (Land, Buildings, Structures/Facilities, and rel ated
| mprovenents). The data is required to provi de managenent
with information concerning property utilization and
accountability to neet requirenents of the General Accounting
O fice, the Federal Property Managenent Regul ati ons (FPMR),
the Justice Property Managenent Regul ations, and the Bureau's
Property Management Manual

Physi cal inventories are required annually of personal and
real property maintained in the SENTRY Personal and Real
Property Managenent Systenms. Renoval of property fromthe
records due to inventory shortage, transfer, |oss, theft, or
destruction is done only after appropriate investigations are
conducted in accordance with the Bureau policy concerning the
Board of Survey. *
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CHAPTER 2 - Responsibilities for Property Managenent

GENERAL. This chapter outlines the responsibilities of

i ndividuals within the Bureau property nmanagenent system  For
t he organi zational relationship of the various individuals
and/or conmm ttees, see the organization chart in the Property
Managenent TRM

1. DI RECTOR OF THE FEDERAL BUREAU OF PRI SONS. The Director
is responsi ble for property managenent and accountability of
all property within the Bureau [Justice Property Managenent
Regul ati ons (JPMR) 128].

2. PROPERTY MANAGEMENT OFFI CER (PMO). The PMO assi sts
facility Property O ficers (POs) to exercise responsibilities
necessary for adm nistering the SENTRY Property Managenent
System (SPMS) and serves as liaison with the General Services
Adm ni stration (GSA) and ot her agencies, as well as within the
Bureau. Responsibilities of the PMO are:

a. Supervi se the operation and mai ntenance of the SPMS,
i ncluding the foll ow ng:

(1) Processing and supervising the generation,
operation, and mai ntenance of the code reference
files (e.g. item manufacturer, etc.).

(2) Providing direction, guidance, and assistance to
the facility PO and others regarding the
acqui sition, accountability, utilization,
mai nt enance, transfer, and disposition of
controll ed personal and real property.

b. Mai ntain a training programfor POs.

cC. Revi ew all GSA, General Accounting Ofice (GAO, and
ot her Governnmental instructions involving property
managenent; recomend necessary revisions to the
Bureau's Property Management Manual and the Property
Managenent TRM
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CHAPTER 2 - Responsibilities for Property Managenent
(cont'd):

3. PROPERTY OFFI CER/ | NVENTORY MANAGEMENT SPECI ALI ST.  Thi s
is a Bureau official having responsibility for managi ng the
real and personal property within a Region, institution, or
other facility. The PO nonitors the record keepi ng, usage,

di sposition of property, processes property data into the SPMS
and SRPMS, and assists designated staff to prepare
docunentation for the SPMS and SRPMS. To provide effective
internal control, financial personnel involved in the

mai nt enance of the general |edger will not be designated as
PO. The PO s responsibilities are: *
a. Mai ntai n a conprehensive property management program

consistent with the overall requirenents of the
SPMS, whi ch oversees recordi ng and managenent of all
categories of controlled property.

b. Direct and assist the APO participation in the SPVMS
by:

(1) Advising and assisting on all matters relative
to the acquisition, accountability, utilization,
mai nt enance, transfer, and disposition of
personal property;

(2) Supervising, review ng, and coordi nating the
preparation of personal property docunents,
resolution of errors, and distribution of
reports;

(3) Ensuring the preparation and nmai ntenance of
i nventory and accounting controls. This
i ncludes the input of property data, review and
correction of conputerized property registers
and validation of property inventories through
an annual physical inventory; and *

(4) Maintaining up-to-date listings of APOs and
personal property accountability by reporting
quarterly on the validity, usage, and accuracy
of current listings, by forwarding additional
data and new item description requests as
necessary. The accuracy and conpl et eness of
these listings nust be certified as part of the
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2 - Responsibilities for Property Managenent

Assi gn tenporary accountability for property when an
APO i s not designated, incapacitated, or has not
accepted accountability in witing.

(1) The POw Il not conduct an Annual Controlled
Personal Property Inventory for an APO. *

Manage the acquisition, utilization, and disposition
of property within the facility by:

(1) Verifying by Program Area Managers (PAM wth
the PO the availability of excess or
rehabilitated property prior to procuring new
property itens. *

(2) Maintaining liaison with Bureau's PMO, GSA, and
ot her Governnment agencies to use excess property
in lieu of the purchase, |ease, or rental of new

property;

(3) Investigating all |oss, danage, and destruction
of controlled property to determne liability,
t aki ng appropriate action and referring the
matter to the Board of Survey; and

(4) Identifying and reporting all excess property
and initiate disposal action through
departnmental agencies, GSA, or other agencies.

Mai ntain a training program for APGCs.

Serve as a nenber of the facility Board of Survey.

Revi ew and i npl enent revisions to the SPMS.

Recogni ze, account and record real property which

neet established capitalization and other criteria
in the SENTRY Real Property Managenent System *
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Chapter 2 - Responsibilities for Property Managenent
(cont'd):

At facilities having an Inventory Managenent
Specialist (IMS) position, the incunbent is the

desi gnated PO. At other facilities, the
responsibility for property managenent nay be a
col | ateral assignment and the individual responsible
is referred to as the PO Witten designation of the
PO by the Chief Executive Oficer (CEO) is required
for collateral assignnents and the position

description will include the IMS responsibilities.
For this Manual’s purpose, the terns PO and | MS are
synonynmous and hereafter will be referred to as PO

4. BOARD OF SURVEY. The Board of Survey is a committee with
menber shi ps including: at the institution |level, the

Associ ate Warden of Operations (Chairperson), the Supervisory
Contract Specialist (SCS), and the PO, at the Regional |evel,
t he Executive Assistant or Deputy Regional Director

(Chai rperson), Regional Conptroller or Regional SCS, and the
Regi onal PO, and at the Central Office |evel, Senior Deputy
Assi stant Director, Adm nistration Division (Chairperson),

SCS, Central Office Business Ofice, and the Central Ofice
PO.

This board investigates the circunmstances surrounding
unrecorded acquisitions or the |oss, danage, or destruction of
personal property to assess nonetary liability, if any, and
recomend adm nistrative actions to be taken with the CEO s

final approval. It will also approve Reports of Survey
(JPMR). Board of Survey responsibilities are: *
a. Require the presentation of all unclassified

information pertaining to the property or incident
bei ng i nvesti gat ed.

b. Report to the CEO any enpl oyee who does not
cooperate or interferes with an investigation.

C. Request information and/or testinony from personnel
i nvol ved or from "experts” within and outside the
Bur eau.

d. Conduct pronpt and inpartial investigations.



e.

Exam ne and certify al

Chapt er
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Chapter 2 - Responsibilities for Property Managenent

(cont'd):

f.

Submt recommendati ons consistent with circunstances
and findings disclosed by the investigation.

Limt access to information received, and findings
and recomendations formul ated to only personnel
having a right and need to know.

Recomrend di sciplinary and/ or adverse actions and
establish personal liability, when appropriate.

Approve all Reports of Survey.

Establi sh the annual controll ed property inventory
schedul e.

5. BOARD OF SURVEY CHAI RPERSON. The Board of Survey
Chai rperson is del egated responsibilities in accordance wth

JPMR 128.

a.

These responsibilities are:

Accept all inmpartial recommendati ons and findi ngs of
t he Board of Survey prior to any action taken.

Grant relief fromaccountability after considering
t he recommendati ons and findings of the Board of
Survey.

Docunment reasons for taking actions, other than

t hose recomended by the Board of Survey, provided
t hese actions differ significantly fromthe
reconmendati ons subm tted.

Approve, when appropriate, reasonable adm nistrative
efforts to secure an enpl oyee's consent to have debt
collected by "adm nistrative offset” of current pay

in accordance with the Federal Clains Collection

St andar d.

Recommend, to the CEO "offset,"” action against an
enpl oyee's final salary paynment, including a |unp
sum paynent for accrued | eave, at the tine of
separation from Federal service.

Term nate or conpronmi se financial liability in
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St andar d.
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Chapter 2 - Responsibilities for Property Managenent
(cont'd):

g. Refer cases to the O fice of Internal Affairs
t hrough the CEO or equivalent for forwarding to the
GAO in accordance with the Federal Clainms Collection
Standard, Office of Professional Responsibility, and
the Crimnal Division for Prosecution.

h. Ensure affected personnel are advised of appropriate
appeal procedures to include the Collective
Bar gai ni ng Agreenent whenever disciplinary or
adverse action is taken. *

i Ensure all actions are conpl et ed.

6. ACCOUNTABLE PROPERTY OFFI CER. The APO is an enpl oyee the
CEO designates in witing who is responsible for the custody,
record keeping, and use of accountabl e personal property
within the enpl oyee's assigned | ocation or jurisdiction. The
PAM is normal |y designated such duties; however, redelegation
may be aut hori zed.

The APO initiates and is responsible for the flow of property
docunments, property transactions, and in conjunction with the
PO, mai ntains and updates conputerized SPMS i nventory

i stings, and conducts and certifies periodic physical
inventories. The APO s responsibilities are: *

a. Control all property until renoved, with proper
authority, fromthe APO s accountability.

b. Conduct, verify and sign SPMS Transaction Regi sters
prior to an APO s term nation and after a new APO s

desi gnati on. *
C. Initiate repair requests for personal property.
d. Conduct and certify a physical inventory of

control |l ed personal property assigned to another
APO s accountability, prepare a Report of Equi pnent
I nventory Difference and Report of Survey, and
assist in the reconciliation process.

7. PROPERTY UTI LI ZATI ON AND DI SPOSAL OFFI CER (PUDO). The
PUDO i s an enpl oyee who has the responsibility and authority
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for acquiring and disposing of excess personal property in
accordance with the FPMR

Chapt er
(cont'd):

2 - Responsibilities for Property Managenent

The PUDO s responsibilities are:

a.

Locat e excess personal property through the
i nternet.

Mai nt ai n constant commruni cati on with ot her
governnment agencies in locating and acquiring excess
personal property; i.e., Defense Reutilization and
Mar keting O fices.

Train POs regarding the acquiring and di sposing of
excess personal property.

Mai nt ai n Excess Property Needs List for al
facilities and supply excess personal property to
facilities based on hi ghest need.

Of f er excess personal property equitably throughout
t he Bur eau.

Arrange to transport excess personal property from
t he PUDO s warehouse to the receiving facility,
using a Governnent Bill of Lading (GBL).

I nstructions for the preparation of a GBL can be
obt ai ned from the PUDO

Have responsibility for storage of excess personal
property within the PUDO s warehouse with speci al
attention to security, safety, and safekeeping of
personal property, including hazardous materi als.

Mai ntai n accurate excess personal property warehouse
i nventory.

Supervise inmates working in the warehouse.

8. SUPERVI SORY CONTRACT SPECI ALI ST. Each facility’s SCS
will submt an annual Report of Excess Property Needs to the

PUDO

This report will include item description, quantity,
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stock nunber (if available), suitable substitutes (if any),
and institution contact person. Additionally, the SCS may

update the annual listing quarterly to include additions to or
del etions fromthe original |ist. *
The annual report will reach the PUDO no | ater than October

1st of each year.

Chapter 2 - Responsibilities for Property Managenent
(cont'd):

9. SUPERVI SOR. Each supervisor in the Bureau is responsible
for establishing the adm nistrative neasures necessary to
ensure proper care and use of all Governnent property under

their control. A supervisor, whether designated as an APO
will be held liable for |oss, danage, or destruction in
accordance with this Program Statenent. *

10. | NDI VI DUAL EMPLOYEES. Each enpl oyee is responsible
personally for the care and protection of assigned property.

a. It is each enpl oyee's duty to report |oss, theft,
and damage. Individual enployees are required to
report to his or her APO and PO any instance of
| oss, theft, or damage. The APGCs will forward

appropriate investigative reports to the facility PO
for Board of Survey action.

The extent of an enployee's financial liability is
to be determ ned as follows:

(1) For lost, damaged, or destroyed property, the
liability will be the acquisition cost of the
item reduced by an allowance for depreciation.
Credit for salvage may al so be offset in
appropri ate cases.

(2) For economically repairable property in
accordance with the GSA standards, the liability
is to be the cost of repair.

b. An empl oyee is liable and will be required to pay
t he Governnment when the enployee' s negligence,
carel essness, or dereliction of duty contributes to
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the | oss or danage of Governnment property as

determ ned by the Board of Survey. The facility
Human Resource Manager will be consulted by the
Board of Survey prior to assessing liability damages
to assure due process is provided to the enpl oyee.
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Chapter 2 - Responsibilities for Property Managenent
(cont'd):

An enployee will not directly or indirectly use or
all ow the use of Governnment property, including
property |l eased to the Governnent, for other than
officially approved activities. The JPMR provides
for the limted, permtted personal use of facsimle

machi nes, tel ephones, photocopiers, etc., if not
during or interfering with official work. An
enpl oyee will be liable for this use. An enployee

has the duty to protect and conserve such property
and obey all rules and regul ations applicable to its
use.

11. ANNUAL | NSPECTI ON. The Board of Survey Chairperson, or
Desi gnee, and the PO are responsible for conpleting an Annual
| nspection of the entire facility each March. The inspection
will identify items of personal property which can be

econom cally repaired or rehabilitated through sources of
property rehabilitation services listed in FPMR 101-43. The
inspection will also identify personal property in excess of
the facility's needs.

As identified during the inspection, the POw Il take
necessary steps to effect transfer or disposal in accordance
with Chapter 6. The POw Il maintain a menorandum the Board
of Survey Chairperson signed on file for programreview

pur poses to docunment date of inspection, all findings,

proj ected dates when corrective actions will be taken, and
actions directed to an APO. *
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Chapter 3 - Identification and Definitions of Personal
Property

GENERAL. This chapter outlines the elenments of a property
managenent accounting system and defines capitalized and
noncapitalized property within the Bureau.

1. PRI NCI PLES OF PROPERTY ACCOUNTI NG. Property accounting
for the Bureau will include appropriate procedures for:

a. Recordi ng specific accounts all transactions
affecting the Bureau investnent in personal
property, including:

(1) All acquisitions, whether by purchase, transfer
from ot her agencies, authorized donation, or
ot her neans, as of the date the Bureau takes
custody of the property;

(2) The use, application, or consunption of
property. For nonexpendabl e property, the cost
of consunption will be accounted for as an
operating cost over its estimated useful life
t hrough appropri ate depreciation techniques; and
*

(3) All dispositions or retirenments when the
property | eaves the control or custody of the
Bur eau.

b. Keepi ng appropriate records of quantities and
| ocati on of Governnent-owned personal property.
These records will be designed to be of maxi mum
assi stance in the procurenment and use of such
property, including the identification of excess
property and its use, transfer, or disposal, in
accordance with statutory and regul atory
requi renments; and

cC. Maki ng periodic i ndependent checks on the accuracy
of the accounting records through physi cal
observati on, count, weight, or other nmeasurenent.

2. DEFI NI TI ONS OF PERSONAL PROPERTY

a. Expendabl e personal property is that which, by its
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nature or function, is consuned in use; used as
repair parts or conponents of an end product
consi dered nonexpendabl e; or has an expected service
life of less than one year
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Chapter 3 - Identification and Definitions of Personal
Property
(cont'd):
b. Nonexpendabl e personal property is that which is

conplete within itself, does not |ose identity or
become a conponent part of another article when put
into use, and is of durable nature with an expected
service |ife of one or nore years.

3. CAPI TALI ZED PERSONAL PROPERTY. Each item of capitalized
personal property (mpjor equipnent) will neet all of the
following criteria or conditions specified:

a. The itemw ||l have an acquisition cost or a donated
or appraised val ue of $5,000 or nore;

b. The itemw |l not be real property or permanently
affixed to real property;

C. The itemw Il not lose its identity by being
i ncorporated into another item of personal property;
and

d. The itemw ||l have a m ninum useful |ife of nore

t han one year.

4. NONCAPI TALI ZED PERSONAL PROPERTY is any single item of
nonexpendabl e personal property acquired at a val ue bel ow
$5,000. Certain itens of noncapitalized personal property
(m nor equipnment) which are determned to be a security
concern or highly susceptible to theft, will be controlled.

5. CONTROLLED PERSONAL PROPERTY is capitalized and al
noncapi tal i zed personal property that good managenent practice
dictates would be in the best interest of the Governnent to
assign and record accountability to assure the proper use,

mai nt enance, protection, and disposal. This includes, but is
not restricted to, property which is:

a. Leased by, in the custody of, or |oaned to/or from
t he Bureau; and

b. A security concern or is highly susceptible to
theft.



PS 4400. 04
8/ 13/ 2001
Chapter 3, Page 4

Chapter 3 - Identification and Definitions of Personal
Property
(cont'd):

The following itenms are generally considered to be
controll ed noncapitalized personal property:

VCRs Still Caneras

Fi rear ns? Tape Recorders

Cancorders Radi os, two-way

Key Cutters Facsi m | e Machi nes

Body Al arns Cel | ul ar/ Mobi | e Tel ephones
Di ct aphones Al'l Leased/Loaned Property

All lTtenms of Staff Quarters Furnishings

Per sonal Conput er sz2 (Central Processing Unit, monitor, and
keyboard are to be entered as aggregate)

! Each firearm nust have an individual FPS-ID nunber.

2 Shoul d be tagged but not etched.

3 Noncapitalized Personal Conputers acquired by Trust Fund are
not controll ed. *

6. ALL OTHER PERSONAL PROPERTY

a. Accountable Property is all controlled personal property
and certain itenms of expendabl e personal property for
whi ch records are maintained. Exanples would be:
equi pnment, institution stores (Warehouse, Food Servi ce,
Mechani cal Services, Buildings and Facilities, etc.), and
Trust Fund sales unit inventories.

b. Excess Property is all expendabl e or non-expendabl e
personal property not needed by the holding facility.

c. Surplus Property is all property excess to the needs of
t he Bureau and determ ned by the General Services
Adm ni stration to exceed the Government's needs. Such
property will be donated or disposed of in accordance
with FPMR 101-43.

d. Contractor-Held Property is Governnent-owned property
t hat has been:
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(1) Delivered or otherwi se made available to a
contractor, with the Government retaining the title;
or

(2) Procured or otherw se acquired by a contractor for
the performance of a contract; title to which,
therefore, is vested in the Governnent.

Chapter 3 - Identification and Definitions of Personal
Property
(cont'd):

e. Salvage is property that has a value excess to its basic

mat eri al content but which is in such condition that it
has no reasonabl e use for any purpose as a unit, either
by the hol ding agency or other Federal agency, and its
repair or rehabilitation is clearly inpractical. Repairs
or rehabilitation estimated to exceed 65 percent of the
original acquisition cost would be clearly inpractical.

f. Scrap is material that has no val ue except for its basic
mat eri al content.

g. Expensed Property includes all expendabl e property.

h. Leased Property is property conveyed on a contractual
agreenment which is rented for a specific period of tine.

i . Loaned Property is property borrowed for tenporary use by
t he Governnent.

j. Inmate Personal Property is all inmate personally owned
property, stored and/or shipped, for which the Governnent
has assumed responsibility.

k. Donated Property is property received from sources ot her
t han Federal Governnent agencies at no cost.
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Chapter 4 - Adm nistration of Personal Property

GENERAL. This chapter describes how personal property is
accounted for within the SENTRY Property Managenent System
(SPMS) and the Financial Managenent |Information System (FM S) .*

1. BASIS OF VALUATION. Controll ed personal property may be
obt ai ned t hrough various sources, including:

a. Purchase. Such property will be recorded at an anount
equal to the purchase price plus transportation and
installation charges, where applicable, |less trade-in
al | owmance or any discounts (trade, comrercial, or
volune). When a trade-in is involved, the book val ue
gain or loss realized on the traded asset will be
recogni zed and recorded in accordance with the Accounting
Managenent Manual .

b. Sources other than the Bureau, by donation or transfer at
no cost. Such property will be recorded at an anmount
established in accordance with Chapter 6 and the
correspondi ng Property Managenent TRM

c. Donation or transfer at no cost from sources other than
t he Bureau or another Federal Governnent agency. Such
property will be recorded at either the cost price to the
Bureau or appraised value in accordance with Chapter 6
and the correspondi ng TRM

d. AlIl Buildings and Facilities (B&F) purchased controlled
personal property will be recorded in the SPMS as a
Sal ari es and Expenses (S&E) acqui sition.

2. ACCOUNTI NG AND MANAGEMENT CONTROL OF CAPI TALI ZED PERSONAL
PROPERTY

a. The SPMS is the sole nechanismfor the accountability of
control |l ed personal property acquisition totals and
subsequent depreciation. The FM S direct expenses al
property. Therefore, the property values the PO enters
into the SPMs is the “official” and only property record
t hat exists.
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Chapter 4 - Adm nistration of Personal Property (cont'd):

b.

Property Managenent policy states Bureau-owned
property wll be managed and controlled to ensure: *

(1) Maximumutilization and use of such property for
of ficial purposes only;

(2) Effective assignnent and accountability for the use
and custody of such property, and the mai ntenance of
adequate inventory controls and accountability
records; and

(3) Proper care, including preservation, handling,
st orage, and preventive nmaintenance.

PROPERTY TAGS - FEDERAL PRI SON SYSTEM | DENTI FI CATI ON
(FPS-1D) NUMBERS

The property tag represents a uni que FPS-1D nunber.

Property tags will be put on each piece of controlled
personal property. The original FPS-ID nunber assigned
will remain the unique identifier throughout the |ife of

an item of controlled personal property, wherever |ocated
in the Bureau.

If controll ed personal property is transferred outside

t he Bureau, disposed of, or disposed of through sale or
exchange, the FPS-ID tag will be renoved and attached to
t he Report of Survey.

In addition to the property tag, the ten-digit FPS-1D

nunmber wll be permanently marked on the itemw th an
el ectric etcher. Due to the sensitivity of personal
conputers, central processing units will not be etched.
A log will be maintained, consecutively, of all FPS-1D

nunmbers which includes the date the nunber was issued,

t he Program Area (PA)/Program Area Location (PAL) to
which the item was issued, item description and the
Recei vi ng Report nunber used for receiving the personal
property. Responsibility for FPS-ID tags/log and
etching/affixing tags is found in the TRM *
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Chapter 4 - Adm nistration of Personal Property (cont'd):

4. CONTROLLED PROPERTY EQUI PMENT REPAIRS. Controlled

personal property requiring repairs will be conpleted as
foll ows:
a. If repairs require the personal property to be renoved
fromthe facility, a Stores Requisition will be prepared

by the APO and nunbered by Warehouse personnel. A copy
of the Stores Requisition will be signed by the APO as a
tenporary recei pt and retai ned by the warehouse.

Controll ed property will not be renoved fromthe facility
wi t hout proper authority and docunentati on.

b. The APO retains the original and two copies of the Stores
Requisition with the personal property to be repaired.
The APO wi ||l obtain the signature of the repair service
representative on at |least the original Stores
Requi sition when the personal property is renoved for
repair.

c. After the repair service representative receives the
personal property, all copies of the Stores Requisition
will be returned to the warehouse and the tenporary
recei pt returned to the APO. The Stores Requisition wl
then be distributed as follows:

Copies - Warehouse, APO, and Property Officer

5. ACCOUNTABI LI TY CODES. The CEO is responsible for

desi gnating APOCs (see Chapter 2). These designations are
normal ly at the Program Area Manager's |evel; however,

redel egati on may be authorized. The facility POw Il maintain
a current list of APOs and make it avail able for program

revi ew purposes. *
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CHAPTER 5 - Inventories —Controll ed Nonexpendabl e Property

GENERAL. The Bureau requires a conplete physical inventory
(wall-to-wall) of property on hand once a year. The inventory
wi |l be conducted during the nonth of April. This inventory
ensures the conputer-generated property registers agree with
the property on hand. The physical inventory also gives an

i ndi cati on of how security and mai ntenance systens are
functioni ng.

The annual inventory will be conpleted no |ater than April 30.
Procedures for conducting annual inventories are included in
t he Property Managenent TRM

1. SCHEDULI NG | NVENTORI ES. The facility PO, with the Board
of Survey’s approval, will schedule inventories. This
schedule will have the witten approval of the Regi onal
Director or the facility CEO, whichever is appropriate. At
the Central O fice, the Assistant Director for Adm nistration
wi || approve the schedule. Schedules will indicate each
Program Area (PA)/Program Area Location (PAL) being

i nventoried, the APO being inventoried, the APO conducting the
inventory, and the specific date on which the inventory is to
be conpleted. The POw Il maintain the schedule on file.

The Regi onal Board of Survey will ensure inventories at
Community Corrections O fices are schedul ed. The Central

O fice Board of Survey will ensure Central Office funded off-
site facilities are scheduled; e.g., training centers.

2. CONDUCTI NG THE | NVENTORY. The following is a listing of

restrictions which affect the conducting of the Annual
I nventory of controlled personal property:

a. APOs wi |l not conduct inventories of each other’s
PA/PAL , i.e. Electric Shop inventorying the Arnory
and the Arnory inventorying the Electric Shop;

b. An APO wi Il not conduct an inventory of another APO
within the sane PA; i.e. Pharmacy inventorying the
Dent al Lab;

cC. An APO wi Il not conduct an inventory of an APO who
is a direct-line supervisor, i.e. General Foreman
i nventorying the Facility Manager; and
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CHAPTER 5 - Inventories —Controll ed Nonexpendabl e Property

(cont'd):
d. Fi nanci al staff with General Ledger entry
responsibilities will not be designated as an APG;

i.e. Accounting Supervisor, Accountant, and
Accounting Technici an.

Finally, the APO accountable for the property being
inventoried will acconpany the individual perform ng the
inventory to assist in |ocating controlled property. *

3. RECONCI LI ATION. The reconciliation process is considered

"conpl ete"” when the PO has: received all conpleted

i nventories; approved Reports of Survey for m ssing or added
items; and updated the SENTRY Property Managenent System by
July 31 of the current year

Al'l Regi onal Supervisory Contract Specialists (SCS) will

report to the Chief, Property and Construction Branch the
status of each facility's annual inventory as of April 30 and
the status of each facility's reconciliation efforts as of
July 31 each year. The SCS will report through the CEO to the
Regi onal SCS who will consolidate reports.

Reports are due to the Chief, Property and Construction Branch
within 20 working days fromthe respective dates. 1In addition
to these reports, the Regional SCS will provide nonthly
updates reflecting the status of inconplete and unreconciled
inventories. Updates will be routed as above and submtted to
the Chief, Property and Construction Branch by the 20th
wor ki ng day of each nonth.

4. CONTROLLED PROPERTY TRANSACTI ON REGI STER. Anot her net hod
of assuring the accuracy of inventories is using transaction
registers. No later than the fifth working day of the nonth
follow ng the previous quarter, the facility POw Il produce
separate nmonthly transaction registers which reflect the
previous quarter's activity [acquisitions, dispositions,
transfers, or corrections to controlled property under the APO
control].

The PO will distribute the registers to the APO for
verification. All registers will be returned (signed and
dated) to the PO by the | ast working day of the nonth
following the previous quarter. Technical guidance for using
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nmont hly transaction registers is provided in the TRM *
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Chapter 6 - Acquisition, Transfer, and Di sposal of Excess
Personal Property

GENERAL. This chapter outlines Bureau requirenents and
responsibilities in the acquisition, transfer, and disposal of
excess property.

1. ACQUI SI TI ON OF EXCESS PERSONAL PROPERTY. The acquisition
of excess personal property will be made in accordance with

FPMR 101-43. Facilities will practice caution and only
acquire material s:

a. When there is a definite need determ ned in advance;

b. Not in excess of a 180-day supply when acquisition is for
| ocal use only; *

c. Wiich have i medi ate use if being acquired for
construction;

d. VWhich do not have Iimted use; and

e. Wiich has been acquired in accordance with the Health
Servi ces Manual for nmedical equipnent.

Addi ti onal guidelines for acquisition, redistribution, and
apprai sal of excess personal property are contained in the
Property Managenent TRM

2. | NSPECTI ON  AND TRANSFER OF EXCESS PERSONAL PROPERTY

a. Inspection. Prior to offering excess personal property
to any other facility, bureau, or agency, it is inportant
the property be inspected thoroughly and a determ nation
made by the facility Board of Survey as to whether the
property is worthy of declaring excess, see FPVR 101-43.

It is not in the Government's interest to declare
property as excess which has little or no value and could
be justifiably described as salvage or scrap. Detailed
procedures for the preparation and distribution of
screening listings are provided in the TRM
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6 - Acquisition, Transfer, and Di sposal of Excess

Personal Property (cont'd):

Requirements for Transfer of Excess Property

(1)

(2)

(3)

From Ot her Agencies. To the extent possible,
facilities will use excess personal property as the
first source of supply in fulfilling their

requi rements, consistent with good supply
managenent .

Wthin the Departnment of Justice (DQJ) and Bureau.
Based upon | ocal needs, facilities will transfer
personal property between facilities and other
conponents of the DQJ. Higher |evel approval is
required prior to transferring any of the foll ow ng
items: arms, ammunition, and arnory equi pnment.

In the case of arms, ammunition, and arnory

equi pnent, transfer of these itenms will only be made
after receiving witten approval fromthe Regi onal
Correctional Services Adm nistrator. Mtor vehicles

whi ch have been selected for replacenent sale wll
not be screened within the Bureau and/or DQJ.

Gui dance for the Transferring Qut (TRO) and
Transferring In (TRI) of controll ed personal

property within the Bureau will be obtained fromthe
TRM *
Excess personal property will be reported to the

appropriate General Services Adm nistration (GSA)
office after screening within the DQJ has been
acconpl i shed.

To GSA

(a) Automated Data Processing (ADP) equi pnent will
be excessed in accordance with the Conputer
Security Manual and FPMR 101-43.

(b) Weapons may be donated to state and | ocal |aw
enf orcenent agencies, after approval fromthe
Regi onal Correctional Services Adm nistrator.
The weapons will be screened within the DQJ,
and excessed to GSA, (if they are not
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6 - Acquisition, Transfer, and Di sposal of Excess

Personal Property (cont'd):

Form SF-120 is then conpl eted, noting which
state/l ocal agency the Bureau would like to
transfer the weapons. The transfer will be in
accordance with the FPMR 101-43.

(c) Facilities will follow the procedures prescribed
in FPMR 101-43 and 101-45 and submt a Report of
Excess Personal Property (SF-120) to GSA in an
original and three copies. See the TRM for
preparation instructions.

(d) Property pending disposal. Property which has
been decl ared excess to the facility will be
transferred to the control of the Warehouse via
Stores Requisition for care, handling, storage,
and security pending final disposition. *

To Non- Federal Recipients. FPVR 101-43 provides for
equi pnment) to non-Federal recipients. Executive
Order 12999, dated April 1996, authorizes the direct
donati on of ADP equi prent to educati onal
institutions w thout GSA approval after screening
within the Bureau and DOJ has been acconplished. A
facility commttee appointed by the CEOQ, conprised

of, but not limted to, an executive staff menber,
vol unt eer coordi nator, and nenbers of the conmmunity
relations board, will recommend the disposition of

donat ed ADP equi pnent.

Prior to donation, all ADP equi pnent hard drives

w |l be "degaussed" or w ped clean of any data and
software in accordance with the Program Statenent on
the Information Security Program The originally
purchased or "bundl ed" software may be included with
t he donated equi pnent if the software |icense
permits.

Finally, a Report of Survey will be prepared for
donati ons of conputer equi pnment with the appropriate
official's signature as proof of receipt.

Reporting requirenents for property furnished to
non- Federal recipients are in FPMR 101-43. Each
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report will provide the non-Federal recipient

furni shed property's Federal Supply Code two-digit
nunmber, acquisition cost, and recipient's
nanme/ | ocati on.
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Chapter 6 - Acquisition, Transfer, and Di sposal of Excess
Personal Property (cont'd):

Al'l ADP equi pment donated to educati onal
institutions and weapons donated to state/l ocal |aw
enforcement agencies will be included in the report.
To enable the preparation of a consolidated

subm ssion, each facility Property Oficer (PO wl
prepare a report for the past fiscal year. This
report will be mailed to the Regi onal PO who wl
review for accuracy all reports and forward to the
Chi ef, Property Managenent, no |later than October
10th of each year. Instructions for preparing these
reports are in FPVR 101-43. *

For further guidelines, see the TRM

3. DI SPOSAL ( SALE OR EXCHANGE) OF EXCESS PERSONAL PROPERTY

a. Salvage and Scrap. Salvage and scrap will be accunul at ed
and separated by nature of material (iron and steel,
brass, copper, stainless steel, batteries, etc.) to
obtain the highest return for the Governnent, and the
facility will develop a sal es nethod.

The scrap will be placed on the Federal Prison

| ndustries' scrap pile for sale if the facility Board of
Survey determ nes the sal vage and scrap does not warrant
accunul ati on and separate sale. The Regional PO w ||
monitor all scrap sales facilities conduct within the
region.

For condition codes and definitions for classifying
personal property itenms as sal vage and scrap, see FPMR
101-43 and for additional guidelines, see the TRM

b. Spent Brass Ammunition Casings. Wen a sufficient
guantity of spent brass anmunition casings has been
col l ected, separated, and stored in the Arnory by the
facility Security Oficer, the POw Il determ ne final
di sposition of the casings by exchange or sale as
fol | ows:

Spent ammunition casings will be exchanged for new or
factory rel oaded anmunition, or sold, with the proceeds
applied to the purchase of “like” anmmunition in
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GSA approval is not required prior to conducting an
exchange/ sal e of spent ammuniti on casi ngs.
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Chapter 6 - Acquisition, Transfer, and Di sposal of Excess
Personal Property (cont'd):

Not e: The Correctional Services Manual authorizes

the use of factory reloaded amunition for training
only.

c. Recovery of Precious Metals. It is DQJ policy that a
silver recovery program be inplenmented at each Bureau
facility generating precious netal bearing waste. Each
Bureau facility is required to conply with the ternms and
conditions of the DQJ Interservice Support Agreement with
the Defense Reutilization and Marketing Service (see the
TRM for instructional information).

d. Sale and Application of Proceeds

(1) Property to be sold with the intent to apply
proceeds will be processed on a SF-126 in accordance
with the instructions contained in FPVMR 101-45 and
forwarded to the appropriate GSA office, Utilization
and Di sposal Service. Instructions for handling the
proceeds from sal es and exchanges are found in the
Accounting Managenment Manual .

(2) Facilities may sell small |ots of personal property
with the proceeds fromthese sales deposited in the
m scel | aneous recei pts account.

e. Exchange or Trade-in of Sim |l ar Equi pnent

(1) Personal property will be exchanged or traded-in for
simlar itenms including, but not limted to, those
items appearing in FPMR 101-46. *

(2) Trade-ins are considered one of the better nmethods
of disposal. Invitations for purchasing new
equi prent will include itenms for trade-in. A
conpl ete description of the trade-in item including
the statenents "as is" and "where is,” will prevent

the possibility of any m sunderstandi ng.

(3) Motor vehicles, which the Central Ofice Fleet
Manager has approved for replacement, will be sold
by GSA or by a GSA contractor at the nearest GSA
contract auction facility. The location of the
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contacting the regional GSA office.
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6 - Acquisition, Transfer, and Di sposal of Excess

Personal Property (cont'd):

The nonies collected froma GSA sale or a GSA

auction will be returned to the Bureau for

pur chasi ng replacenent vehicles, in accordance with
t he Accounting Managenment Manual. Questions
regarding fleet replacenent authorization will be

directed to the Central O fice Fleet Mnager.

Weapons are not eligible for exchange or trade-in,
in accordance with the FPMR *

For application of trade-in values, see the
Accounting Managenent Manual .

f. Recycled Materials. Specified materials may be recycled

and proceeds used by a facility in accordance with the
Program St at ement on Recycling, Records, and Reports.



PS 4400. 04
8/ 13/ 2001
Chapter 7, Page 1

Chapter 7 - Gfts or Donations of Personal and Real Property

GENERAL. G fts, donations of noney, or property will be

accepted in accordance with the Program Statenent on
Accept ance of Donati ons.

1. PERSONAL PROPERTY. Personal property which has been
approved for acceptance as a gift or donation will be assessed
a value, issued a Federal Prison System ldentification Nunber
and entered into the SENTRY Property Management Systemin
accordance with Chapter 4.

2. REAL PROPERTY. Real property which has been approved for
acceptance as a gift or donation will be recorded on a SENTRY
Real Property Managenment System (SRPMS) Record in accordance
with the Property Managenment TRM

3. G FTS RECEI VED FROM FOREI GN GOVERNMENTS. The CEO wi |
report all tangible foreign gifts, including travel or travel
expenses for travel entirely outside the United States not
specifically authorized by the Bureau, via BOPNet G oupW se,
to the Chief, Property Managenment <<BOP1349>> by January 1st

of each year for gifts received during the precedi ng cal endar
year. All reports will be prepared as shown in the TRM *
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Chapter 8 - Real Property (Owmed or Leased)

GENERAL. This chapter outlines the Bureau's real property

(owned or |eased) requirements and responsibilities in
accordance with FPVR 101-47.

1.

REAL PROPERTY TRANSACTI ONS, PERM TS, AND EASEMENTS

Real Property Transactions. The acquisition, donation or
di sposal of real property (Land, Buil dings, or other
Structures/Facilities), will be coordinated with the

Regi onal Facilities Adm nistrator with the approval of
the Central O fice, Chief, Facilities Managenent.

Aut hority to acquire or dispose of real property is not
del egated below the Central Office |evel. The acceptance
of donated real property will be in accord with the
Accept ance of Donations Program Statenent. A copy of the
approval to dispose of Land, Buildings and
Structures/Facilities will be forwarded to the Central

O fice, Chief, Property Managenent.

Permits for Ingress and Egress. The Assistant Director
for Adm nistration has authority by virtue of 28 CFR
0.96 and 0.97 to grant/accept permts to/from states or
public agencies for right-of-way upon | and adm ni stered
by the Bureau or states or public agencies under the
authority of Title 43 U . S.C. 88 931c and 961. This type
of authorization generally covers entry permts of a
tenporary nature, such as cleaning of drainage ditches by
the county, tenporary use of Government |land for a public
pur pose, entering and exit rights for installing
utilities on or adjacent to Governnent-owned | and.

These entry permts are granted for the interim pending
the execution of a formal easenment. Permts will be
revoked at will by the Government and normally are not
recorded due to their tenporary nature.

The Assistant Director for Adm nistration will sign
permts, unless specific delegation is granted to the

| ocal level. Requests for permts will be transmtted

t hrough the Regional Ofice to the Central O fice, Chief,
Property and Construction Branch. Concurrence by the
facility's CEO and the respective Regional Director wll
be noted on the request for permt. *
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Chapter 8 - Real Property (Omed or Leased) (cont'd):

C.

Easenments. Right-of-way easements will be processed *
t hrough the Regional Facilities Adm nistrator and the
request forwarded to the Central Office, Chief, Property
and Construction Branch. All requests for easenment wll
be acconpani ed by a netes and bounds description, or the
equi val ent, prepared by a |licensed surveyor and three
copies of a plat map or sketch showi ng the netes and
bounds thereon. Concurrence by the facility's CEO and
the respective Regional Director will be noted on the
easenent request ed.

The Attorney General has reserved the authority to
execute easenents. After an easenent is granted, it wll
be forwarded to the originating facility with a request
to have it signed by the grantee and recorded. The
recording information will then be forwarded to the
Central O fice, Chief, Property and Construction Branch.

REAL PROPERTY RECOGNI TI ON, ACCOUNTABI LI TY, RECORDI NG, AND
| NVENTORY.

Real Property Recognition And Accountability. 1In accord
with the Federal Accounting Standards for Property,

Pl ant, and Equi pnrent and the Accounting Program
Statenent; real property [Land, Building(s),
Structure(s)/Facility(s), and related | nprovenent(s)]

whi ch nmeet established capitalization and other criteria
will be recognized and accounted for once a real property
Asset or Inprovenent is “Placed In Service.”

Each facility will recognize and account for the real
property using the instructions provided in the Property
Managenent TRM

Real Property Recording. 1In order to accurately record
t he recogni zed and accounted for real property each
facility will record all real property which neets the

establi shed capitalization and other criteria in the
SENTRY Real Property Managenent System ( SRPMS).

The Property O ficer (PO will provide the Accounting
Supervisor with the SRPMS Listing Depreciation (LID)
Report for Land, Building(s), Structure(s)/Facility(s),
and related I nprovenent(s) no later than the fifth
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wor ki ng day of the following nonth. The TRM provi des
instructions for recording real property in the SRPMS.



PS 4400. 04
8/ 13/ 2001
Chapter 8, Page 4

Chapter 8 - Real Property (Omed or Leased) (cont'd):

C.

Real Property Inventory. The Board of Survey

Chai r person/ Desi gnee, PO, and the Facility Manager
(FM/Facilities Adm nistrator (FA) will conplete and
reconcil e an Annual Real Property Inventory of a
Facility' s real property each August to ensure all Real
Property is recogni zed, accounted, and recorded.

These staff nmenmbers will walk the entire inside perineter
and drive the entire outside perinmeter while “witing
down” the nanme and/ or nunber of all observed Buil ding(s),
Structure(s)/Facility(s), and any obvi ous new

| mprovenent(s). The Inventory will be conducted w thout
the use of the SRPMS Records which could influence the

| nventory’s objectivity.

Upon conpleting the Inventory, the PO and FM FA w ||
conpare the conpleted listing to their respective records
and reconcile all “mssing”, “add”, and/or incorrectly
classified real property. The POis to maintain
reconciliation efforts; (e.g., Reports of Survey, project
files, etc.) and a signed copy of the menorandum by the
Board of Survey Chairperson detailing reconciliation
results on file for programrevi ew purposes. *

ANNUAL REPORT OF REAL PROPERTY ( OANED)

Real Property Owmed. To enable the preparation of a
consol i dated subm ssion, each facility PO (including
canps), will prepare a General Services Adm nistration
(GSA) Form 1166 (Annual Report of Real Property Omed by
or Leased to the United States) for the past fiscal year

The PO will prepare this report based on the SENTRY Rea
Property Managenent System as of Septenber 30 and mail ed
to the Regional PO who will thoroughly review it for
accuracy and provide a consolidated subm ssion of al
reports to the Chief, Property Managenent, no |l ater than
Decenber 1st of each year. Facilities are urged to
review preparation instructions thoroughly to avoid
returned reports.

Preparation guidelines are included in the Property
Managenment TRM  For new facilities not |isted, contact
the Central Office, Chief, Property and Construction
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b. Forms. Each facility will obtain GSA Form 1166 from
their appropriate GSA office.

Chapter 8 - Real Property (Owmed or Leased) (cont'd):

4. REVI EW OF REAL PROPERTY AND THE GENERAL SERVI CES
ADM NI STRATI ON SURVEYS. Facilities scheduled for a review of
real property will use the foll ow ng guidelines: *

a. Facility Real Property. Facilities will achieve the npst
effective and econom cal use of real property (Land,
Bui | di ngs, Structures/Facilities and rel ated
| nprovenents) to neet the needs of facility prograns.

b. Review of Real Property. FPMR 101-47 requires
identifying excess Federal real property and further
requires inplementing the policies set forth in the
FPMR. In this regard, a thorough review of an agency's
real property will be nmade every five years.

Accordi ngly, each year 20 percent of Bureau facilities

wi ||l conduct a review of their various property hol di ngs.
The appropriate Regional Ofice scheduled for the review
will be notified in witing by the Central Office, Chief,
Property and Construction Branch. Instructions and
guidelines will be provided at that tine.

An item zed witten record in the format outlined in the
instructions will be prepared. Facility POs will prepare
and send the original and a copy (original and the copy
wi Il have original photographs) of the report to the

Regi onal PO who will review it for accuracy and forward

it to the Chief, Property Managenent, no |ater than April
30th. The CEOw Il sign and date the report. Detailed
gui delines for conducting the review of real property are
contained in the TRM *

c. Excess Real Property. Upon recommendation to decl are
under utilized property as excess to the Bureau s needs,
the facility forwards such recommendation to the Regi onal
O fice. The Regional Director then forwards the
recommendation to the Central O fice, Chief, Property and
Construction Branch, with conmments.

d. GSA Surveys. The GSA conducts continual surveys of real
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property hol dings of all executive agencies. Upon
notification by the Department of Justice (DQJ), the
Central O fice, Property Managenent, will notify the
facility of a scheduled GSA survey.
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8 - Real Property (Owned or Leased) (cont'd):

Desi gnation of Representative. The CEO wi ||
designate a representative at the facility to assi st
in the survey and also to serve as a contact point.
The nanme, title, and phone nunber of the
representative will be forwarded to the Central

O fice, Property Managenent, for forwarding to the
DQOJ and the GSA. The GSA will contact the
facility's representative to make the necessary
arrangenents for the survey.

Fi ndi ngs of GSA Surveys of Real Property. The GSA
representative conducting the survey will be
instructed to have a close-out nmeeting with the CEO
or his/her designated representative, not bel ow the
Associ ate Warden | evel, and di scuss any findings
prior to leaving the facility and preparing the
survey report.

Buf fer Zone. Where feasible and existing land is
avai l able, all facilities, including canps and
detention centers, should have a buffer zone of
1,000 yards. Moreover, where maintenance cadre or
canp facilities are provided, the distance between
such facilities and the property lines will be
considered in establishing buffer zones.

M ssion and program changes will affect buffer zone
requi renments. In situations such as high-rise
correctional centers in urban areas, it is necessary
to establish "buffers" through architectural

techni ques. High-rise buildings with detention
gquarters far above the ground serve this purpose.
Adequat e buffer zones are critical to the effective
operation of the Bureau facilities.

The buffer zone serves to:
(a) O fer staff a relatively unobstructed
observation of inmate activity outside the

facility perineter fence;

(b) Mintain a psychological barrier to i nmates
pl anni ng escape or other prohibited activities;
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Provide staff a neasure of time, often of
critical inmportance, to react to escape attenpts
or ot her disturbances before the facility's
ultimte perinmeter is threatened,
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Chapter 8 - Real Property (Omed or Leased) (cont'd):

(d) Present an aesthetically positive appearance to
the community;

(e) Restrict the closeness of structures or
activities which are inconsistent with the
managenent and control of facility functions;

(f) Channel the interaction between inmtes and the
community into those areas designated by
facility managenent;

(g) Support the nechanical devices such as warning
systens or perinmeter fences, which provide part
of the facility's overall security; and

(h) Offer protection to the surrounding comunity
when staff nust use firearns or other dangerous
weapons to control innmate di sturbances or escape
attenpt s.

(4) Regional Ofice. The Regional Ofice will be kept
advi sed of surveys being conducted by the GSA, and
upon recei pt of GSA's report, the CEOw || prepare a
response to the Regional O fice for review,
commenting on the findings of the survey along with
reconmendat i ons.

The report will then be forwarded to the Chief,
Property Managenent.

ASSI GNMENT AND UTI LI ZATI ON OF SPACE *
Approval. The Assistant Director for Adm nistration is
del egated the authority to approve all requests for

| eased space. This authority will not del egated bel ow

the Central O fice |evel.

Request for Space. All |eased space requests, including
of fice, storage, parking, warehouse, special purpose,
etc., will be submtted through the Regional O fice for

the Regional Director’s approval to the Central Ofice,
Chi ef, Property and Construction Branch, for review on
t he Request for Space form (SF-81), in accordance with
FPMR 101-17.
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Chapter 8 - Real Property (Omed or Leased) (cont'd):

Upon final approval by the Assistant Director for

Adm ni stration, requests will be returned to the
requesting facility’'s Regional Director. Central Ofice
requests will be submtted through the appropriate

Di vi sion Assistant Director for approval, to the Chief,
Property and Construction Branch, for further processing.

c. Term nation of Leased Space. All |eased space
term nation requests will be submtted for the Regiona
Director’s approval to the Chief, Property and
Construction Branch for review at |east 120 days prior to
antici pated vacancy, when space or a portion thereof,
will no | onger be required.

The notification will be in witing, giving a description
of the area involved, the |location, and the estimted
date of vacancy. Central O fice term nations will be
subm tted for approval through the appropriate Division
Assistant Director to the Chief, Property and
Construction Branch. Upon final approval by the

Assi stant Director for Adm nistration, term nation
requests will be returned to the requesting facility’'s
Regi onal Director for further processing.
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Chapter 9 - Receiving Reports and Reports of Survey

GENERAL. This chapter provides direction on the preparation
and use of receiving reports. It also instructs on the
preparation and nunbering of the Reports of Survey.

1. RECEI VI NG REPORTS. The Trust Fund/ Warehouse/ Laundry
Managenment Manual provides instructions for preparing and
using the Receiving Reports. The receiving report is the
source docunent for all controlled personal property accounted
for in the SENTRY Property Managenent System including credit
card purchases. The Property Managenent TRM provi des
instructions to Property Oficers on using receiving
docunents.

2. REPORT OF SURVEY. When goods are damaged or becone

unsui table for further use while in the Warehouse, they nust
be surveyed. Equipnment inventory differences are to be
recorded by a Report of Equipnent Inventory Difference
(avai l abl e on BOPDOCS). A Report of Survey (BP-S111.044)
(avai |l abl e on BOPDOCS) nust be used to report differences
identified by Accountable Property Oficers and Program Area
Managers. The Report of Survey is to be used also by the
Board of Survey to report findings and recommend di sposition. *

a. Preparation. A copy of the Report of Survey (conplete
with explanation) is to be furnished to the Regi onal
Director if the book val ue exceeds $5,000 (per item of
personal property when such property has been stolen or
danmaged/ destroyed by unusual causes such as fire or
fl ood.

b. Nunbering. The PO nust nunmber Reports of Survey
consecutively at the beginning of each fiscal year
foll owed by the last digit of the current fiscal year
(e.g., 0001-5, 0002-5, 0003-5, etc.). Salaries and
Expenses, Buildings and Facilities, National Institute of
Corrections, and any other appropriations (except Trust
Fund) nust be in the sanme nunbering sequence. A separate
series of nunmbers nust be established for Trust Fund
(e.g. TF-0001-5, TF-0002-5, TF-0003-5, etc.). *

c. Adjusting Records. After the Board of Survey has
approved a Report of Survey, the Report of Survey nust be
the basis for adjusting entries to appropriate property
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and accounting records.
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CHAPTER 10 - Inmate Postage Stanps, Vehicle Titles, Meal
Ti cket s,
and Protective Clothing

GENERAL. This chapter defines the requirenents and
responsibilities of the Bureau for the accounting of postage
stanps, vehicle titles, neal tickets, and protective clothing.

1. POSTAGE STAMPS. Postage stanps purchased fromthe

Sal ari es and Expenditures (S&E) appropriation will be stored
in a secure safe. Receipt and/or issuance of stanmps will be
perfornmed under strict accountability. See the Property
Managenment TRM

2. VEHI CLE TITLES. Vehicle titles or certificates of origin
for all vehicles at a facility will be maintained on file in a
secure safe. Specific procedures for handling vehicle titles
can be found in the TRM

3. MEAL TI CKETS. Authority for the furnishing of nmeals to
enpl oyees is provided by Public Law 88-459 (5 U.S.C. § 5911
and 18 U.S.C. § 4011). Meals will be furnished to enpl oyees

t hrough the staff dining roomor other designated area of each
facility.

A Meal Ticket will be presented for each facility neal
consunmed. Upon the CEO s written approval, guest Meal Tickets
may be furnished without charge to persons whose service to
the facility is in the best interest of the Governnent.

Procedures for receipt, issuance, and accountability of Meal
Tickets are in the Property Managenment TRM

4. PROTECTI VE CLOTHING. The CEO is del egated the authority
to prescribe protective clothing for the protection of uniform
clothing and/or personal clothing. Protective clothing may be
i ssued to any enpl oyee required to work outside in inclenent
weat her, an enpl oyee assigned to tenporary duties where such
clothing is required, or for safety or environnental health
pur poses. Medical protective clothing nmay be made avail abl e,
on site, as prescribed by the Clinical Director. Protective
clothing will not to be issued to enployees permanently.

Safety shoes will be worn by all enployees whose work areas
are designated as foot hazard areas by an Institution
Suppl enent. \When safety shoes are required, they will be
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provi ded at Governnent expense to uniformed or non-unifornmed
enpl oyees alike. For uniformed enpl oyees, this will be in
addition to the uniform all owance.
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CHAPTER 10 - Inmate Postage Stanps, Vehicle Titles, Meal
Ti cket s,
and Protective Clothing (cont'd):

Each eligi ble enployee is entitled to two pairs of safety
shoes on initial issue and one pair every nine nonths.
Exceptions will be made for |oss or damage associated with
official duty.

Cust om nade or other special type shoes will not be provided
at Governnment expense. Safety shoes will be obtained
according to required acquisition procedures. Detailed
procedures regardi ng protective clothing are provided in the
Property Managenent TRM *
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Chapter 11 - Uncl ai med Property

GENERAL. For this policy’s purpose, unclainmed property is
divided into two classifications (i.e., "abandoned"” and
"voluntarily abandoned"”) as defined bel ow.

1. ABANDONED PROPERTY. Abandoned property is any persona
property neeting the criteria in FPMR 101-48. A nore detail ed
definition and di sposal procedures are located in Justice
Property Managenent Regul ations (JPMR) 128. These regul ations
define the efforts required to | ocate the owner, establish
dol | ar threshol ds, and set tine periods for appropriate steps
to be foll owed before title is vested in the U S. Governnent.

2. VOLUNTARI LY ABANDONED PROPERTY. This refers to persona
property neeting the criteria in FPVMR 101-48. For property so
classified, the title imediately vests in the U S. Governnent
and the property will be used or disposed of w thout efforts
to locate the owner.

JPMR i ndi cates personal property, regardl ess of value, |left
behind by an i nmate who has departed a facility by parole,

rel ease, escape, or any other manner, except approved for

furl ough, will be considered voluntarily abandoned. *

It is Bureau policy to retain voluntarily abandoned property,
wi t hout regard to value, for a period of 30 cal endar days
after the inmate's departure. |If after this period of tine
the property has not been clained, it will be used by the
Government, destroyed, or donated/sold through the General
Services Adm nistration at the CEO s discretion. Proceeds
fromthese sales will be deposited in accordance with the
Accounti ng Managenent Manual (m scell aneous receipts account)
and FPMR 101-48.

Confiscated i nmate personal property will be considered
voluntarily abandoned. Confiscated currency will be deposited
in the m scell aneous recei pts account. Confiscated stanps

wi |l be destroyed and can not be transferred to indigent
inmates. They will be disposed of in accordance with the

| nmat e Personal Property and Inmate Discipline and Speci al
Housing Units Program Statenents. *

Negoti abl e instrunents will also be considered voluntarily
abandoned and di sposed of in accordance with Treasury
Depart nent Regul ati ons.

The provisions of this chapter are cross referenced to the
Correctional Services Mnual
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Chapter 12 - Seasonal Decorations

GENERAL. This chapter prescribes the circunmstances under
whi ch seasonal decorations nmay be purchased.

1. USE OF APPROPRI ATED FUNDS. Appropriated funds may be
used

to purchase seasonal decorations where the purchase is

consistent with work-rel ated objectives and neets the Bureau’s

m ssion. In accordance with 60 CG 580 (1981); such

decorations are restricted to public areas where they would

contribute to a pleasant atnosphere.

2. APPROVAL OF THE CEO. The Bureau facilities are to
exerci se

care when purchasi ng seasonal decorations to ensure they are:

wor k-rel ated; not for personal conveni ence nor satisfaction of

an enpl oyee; and not for private office areas. The CEO nust

approve purchase of seasonal decorations.

3. ESTABLI SHMENT CLAUSE. The CEO is to be sensitive in
determ ning the type of seasonal decorations that may be

i nappropriate. This includes seasonal decorations which are
religious in character and could be viewed as:

. an endorsenent of religion,
. | acking any clearly secul ar purpose, and
. nm ght be chal |l enged as Governnent conduct prohibited

by the Establishment Clause of the First Amendnent,
of the United States Constitution.
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Chapter 13 - Staff Housing (Quarters)

GENERAL. Public Law 88-459 (5 U . S.C. 8§ 5911) authorizes
Gover nment agencies to provide housing to civilian enployees.
Housing on the facility reservation has been established to
provi de tenporary living accommodations for a small nunber of
per sonnel .

The Bureau does not require occupancy of governnment housing by
any enpl oyee as a condition of enmploynent. Rental rates for

t he housing are established in accordance with O fice of
Managenment and Budget (OVB) Circul ar No. A-45.

1. ASSI GNMENT PROCEDURES. The CEO, at facilities with
housing, will establish a Housing Committee consisting of at
| east four nmenbers. The Committee will include at | east one
Associ ate Warden (Chairperson) and other enployees with

know edge of the facility, such as the Supervisory Contract
Specialist, Facilities Manager, Human Resource Manager, etc.
Uni on representation on the Commttee is encouraged. This
Comm ttee s responsibility is to provide occupancy and

term nation recomendations to the CEQ, for fina

determ nations. The facility's POw |l serve as the recorder
for the commttee.

The commttee will establish procedures for determ ning
housi ng occupancy. Facilities will issue an Institution
Suppl enent regardi ng housi ng assi gnnent and term nation
procedures. The Institution Supplenment will include at |east
the follow ng: *
a. Use of a formal notice of filling housing vacanci es,
housi ng assignnment, as well as, formal notice of
term nation. The termnation letter will allow enpl oyees

at least 90 days to vacate the unit, except for
probati onary term nation, term nations for cause, and
voluntary resignations and for each of these three
situations, 14 days notice is required.

b. Assignnments and term nation of occupancy will be made as
the facility needs dictate. Assignnent notices w ||
include a statenent that whenever the need arises to
term nate occupancy, for just cause, noving costs will be
solely at the enpl oyee's expense. The forms Assi gnnent
of Staff Housing (BP-S126.023), Assignnent of Transient
Quarters (BP-S128.023), and Term nation of Staff Housing

(BP-S127.023) are avail abl e on BOPDCCS. *

2. RENTAL RATES. Rental rates will be established in
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accordance with OVMB Circul ar No. A-45 using the Quarters
Managenent | nventory System the Departnent of the Interior
(DA), Bureau of Reclamation devel oped.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

As stated in OMB Circular No. A-45, it is Governnment policy
that rental rates and charges for Governnent-owned housing
wi |l be based upon reasonable value to the enployee in

ci rcunst ances under which the housing is provided, occupied,
or made avail able. Reasonable value to the enpl oyee is
determ ned by the rule of equival ence, nanely, that charges
for rent will be set at levels equal to those prevailing for
conpar abl e private housing | ocated in the geographical

regi onal area.

As required by OMB Circular No. A-45, housing rental rates are
adj usted annual ly based on changes in the Consuner Price

| ndex. OMB guidelines also provide for reconfirmation of the
mar ket - based rental rates at | east once every five years, or
sooner, if conditions warrant.

Rent for incom ng and outgoi ng enpl oyees, who are occupants
for partial pay periods, will be pro-rated for the nunber of
days actually in such status within a 14-day period. For
exanpl e, two days occupancy wi |l be conputed as 2/14ths of the
bi -weekly rate. Increases/decreases in rental rates wll be

i npl emented in accordance with a witten menorandum from the
Central O fice.

3. SERVI CES | NCLUDED. The rental rates cover furnished and
unfurni shed dwellings, utilities, garbage/trash service, |awn
care (if applicable), maintenance and repair of buildings and
Gover nment - owned equi pnment. Rental rates do not include

mai nt enance and service supplies, such as, light bulbs, tools,
cl eaning supplies, cleaning equipnment, floor wax, furniture
polish, laundry service, etc. The occupant nmust furnish these
items at the occupant's personal expense. Firewood is not to
be purchased for or provided to staff residences by the

Gover nnment . *

4. FURNI SHI NGS. Resi dential appliances/furnishings provided
by the Governnent for staff housing, will be limted to the
following itens:

a. Carpeting. Carpeting is approved for all housing and may
be installed at the CEO s discretion. Any carpet
install ed nmust neet applicable fire safety standards.

Al'l carpet nust be acquired in accordance with the
Federal Acquisition Regulation and will not be repl aced
sinply because of color, style, grade, etc. It is
recommended that only neutral col or carpet be install ed.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

b.

W ndow Coverings (Drapes or Blinds). Wndow coverings
may be provided for housing with oversized or irregular
wi ndows on a case-by-case basis with the Assistant

Director for Adm nistration’s witten approval. An

oversi zed or irregular wi ndow nmay have either drapes or
bl i nds as wi ndow coverings, not both. *
Resi denti al Appliances. The follow ng appliances wll be

provi ded for each residence:

v Refrigerator white, with top or bottom freezer, ice
maker, size 12 to 18 cubic foot (Federal Supply
Schedul e) . *

v Free standi ng range, white, 24" to 36" w dth,
wi t hout m crowave (Federal Supply Schedul e).

v Di shwasher, white (Federal Supply Schedul e).

The occupant is to furnish all other appliances not
i sted above at the occupant's personal expense.

Appl i ances/furnishings will not be replaced nerely
because of the change of decor. However

appl i ances/ furni shings may be replaced when the Board of
Survey has determ ned that the itemis beyond reasonabl e
repair or has outlived its useful purpose.

Suppl enment al Furni shings. Bedroons and/or common areas
in transient quarters nmay be furnished with [imted

suppl enmental furnishing; i.e., tables, chairs, night
stands, dressers, and beds. *

Initial acquisitions of free-standing ranges, w ndow air
conditioners, dishwashers, refrigerators, humdifiers/
dehum difiers, carpet, w ndow coverings, and suppl ement al
furnishings require the Assistant Director for

Adm nistration’s approval, and will be forwarded through
the Regional Director to the Central Office, prior to
acquisition, for special approval in accordance with the
BOP Acqui sition Policy. *

Al l appliances/furnishings (e.g., appliances, carpeting,
dr apes, supplenental furnishings, etc.) nust be procured
from mandatory sources (UNI COR, General Services

Adm ni stration and/ or Federal Supply Schedul e).
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Chapter 13 - Staff Housing (Quarters) (cont'd):

e.

Air Conditioning. |If warranted, and at the CEO s

di scretion, window air conditioning units my be
installed. The cost of purchase, installation, and

mai nt enance of air conditioning equipnent in Governnent-
owned housing, as well as the cost of utilities
associated with its operation, will be recovered through
increases in basic rental rates using the fornula the DO
provi ded.

Rental Rate Adjustnments. Rental rates for furnished
housing will be adjusted to take into account appliances/
furni shings supplied. The Central Ofice nust be advised
when any changes occur. The Governnment Quarters

| nventory (GQ) form avail able on BOPDOCS, must be
prepared and forwarded to the Chief, Property Managenent,
with a menorandum noti ng the change(s) within 10 cal endar
days. General instructions for conpleting the GQ form
are provided in the Property Managenent TRM

Accountability of Furnishings. All residential
appl i ances/ furnishings provided by the Governnent,

except for carpeting and wi ndow coverings, wll be
recorded in the SENTRY Property Managenent System as
account abl e property, regardl ess of cost or val ue. *

| nventories of housing will be conducted/ updated upon
change of appliances/furnishings and/ or occupants.

| nventories will be conpleted by the occupant and the PO
upon occupancy and prior to vacating the housing. A
separate inventory for each residence will be naintained
on file and signed by the current occupant . Occupants
are responsible for notifying the PO whenever assigned
appl i ances/ furnishings are added or renoved from
quarters.

An i ndividual other than the occupant, will be assigned
Account abl e Property Oficer responsibilities, as
described in Chapter 2, for all residences.

Facilities will schedule an annual inventory of
appl i ances/ furnishings and wal k-t hrough i nspection of
residences in conjunction with the annual property
inventory in April. A formal inspection is also required
upon occupancy and prior to a residence being vacated.

Transfer of Governnment-owned quarters appliances/
furnishings fromone institution to another requires
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approval of both the gaining and |osing CEGCs and the
Regi onal Directors.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

When ordering new or replacing existing appliances or
furnishings, a copy of the procurenment docunent nust be
mai ntained on file with the Staff Quarters records.

h. Staff Housing Review. The Program Review Division wll

review procedures for staff quarters furnishings and
rental rates.

5. PUBLI C HEALTH SERVI CE (PHS) OFFI CERS. Any PHS
Comm ssi oned OFficer who accepts and occupi es quarters nust
forfeit their quarters allowance (E. O 10204 and 41 CG 32).
"Quarters" wll include fuel, water, electricity or gas, and
ot her necessary utilities. \Wenever a change occurs in the
occupancy by a PHS Comm ssioned Officer, the Chief, Personnel
Managenment Branch, Health Services Division, Central Ofice,
will be notified. *

6. TRANSI ENT QUARTERS

a. |If available, suitable roons may be provided to transient
enpl oyees and others visiting the institution on
busi ness, at the daily rate set forth by the DO. The
roonms and conmon areas may be furnished with limted
suppl enmental furnishings; i.e., tables, chairs, night
st ands, dressers, and beds. *

b. So that proper accountability is established when
transient quarters are used, a record of the assignnment
quarters will be made pronptly. BP form Assi gnnent of
Transi ent Quarters, available on BOPDOCS, will be
prepared in duplicate, imedi ately upon assignnment of
transient quarters by the CEOQ

c. Electrical Consunption. Electrical charges wll be
recovered by increases in the basic rental rates for
heating and smal |l appliances per the fornula provided in
the survey provided by the DO .

See the TRM for the rental conputation chart.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

7. RESTRI CTED OR PROHI BI TED ACTI VITIES. Each facility’'s

orderly operation requires various controls over the
activities conducted at reservation housing. Each facility

with staff housing will issue an Institution Supplenent. The
Institutional Supplenment will provide staff housing
requi renments, guidelines, and instructions and will cover such

subj ects as: annual inspections; inventory of Governnent-
provi ded appliances/ furnishings; Governnent Quarters

I nventory forms; contraband; installation of

appl i ances/ furni shi ngs; mai ntenance work; pets; use of
utilities; and reasonable care of property, etc.

A copy of the Institution Supplenment will be furnished to all
occupants and the Chief, Property Managenent. The Institution
Suppl enent will provide the following mnimumrestrictions and

prohi bitions:

a. Private Enterprise on Government Reservation. No
busi ness or private enterprise will be conducted from a
staff residence, or property, without the Director's
witten consent. This authority will not be re-
del egat ed.

No enterprise will be approved which nmay interfere with
nei ghbor hood conpatibility, instigate uncontrolled
traffic on and off the reservation, or in any nmanner
bring disrepute upon the Governnment. An enterprise nust
not constitute or give the appearance of a conflict of
interest with official duties, nor can a business operate
in any manner which consumes Governnent utilities, other
than for office space and office machi nes.

Signs will not be displayed which invite the general
public to an enpl oyee’s house. Whenever an enpl oyee, or
menber of the enployee's household who is residing in a
staff residence, desires to conduct a private enterprise
or business venture of any nature whatsoever, the

enpl oyee will submit a witten request to the institution
CEO. The request will include, at a m ninum

(1) nanme and relationship of the person(s) involved,;
(2) identification of the business venture;

(3) equipnment and utilities necessary;

(4) amount of space required;

(5) recipients of the services and/or products;

(6) patrons visiting the staff residence; and

(7) identified services and/or products delivered.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

The CEO will evaluate the nerits of the request and
forward coments along with the request to the Regiona
Director. After review by the Regional Director, the
request along with the CEO s eval uation and the Regi onal
Director's coments, will be forwarded to the Director
for final approval/di sapproval.

An enpl oyee's failure to report and obtain prior approval
to conduct a private enterprise, is subject to
appropriate disciplinary action.

b. Firearms. No personal firearnms and/or weapons w || be
kept in reservation housing. This includes firearns of
all types, and other types of weapons such as, but not
limted to, crossbows, bows, arrows, expl osive devices,
ammuni tion, or pellet guns.

Personal firearnms (not to include other types of weapons)

will be placed in the facility's Arnory for safekeeping.
For accountability purposes, a log will be established
and mai ntained for all personal firearns stored in the
Arnory.

c. Sunbathing. Local regulations governing sunbathing and
summer attire such as bathing suits, shorts, and halters

will be developed for the times when i nmates and/ or
visitors may be expected to be in the vicinity of staff
housi ng.

d. Laundry. To limt inmate access to civilian clothing,
| aundry will not be hung outdoors to dry during tines
when inmates are in the vicinity of staff housing.

e. Social Functions. All alcoholic beverages will be
stored, used, and disposed of in a manner that precludes
access by inmates.

f. Subleasing. No portion of any Government-furni shed
housing will be subl eased, rented, or otherw se shared
with anyone other than the occupant's imediate famly,
or anot her Bureau enployee officially designated as an
occupant of the residence. This restriction does not
apply to tenporary visitors.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

8. REQUEST FOR RECONSI DERATI ON/ APPEALS. Enpl oyees/tenants

have the right to contest any aspect of the rental rate
establi shment process. The two nmechani sns for doing so are:

# request for reconsideration, and
# appeal s.

a. A request for reconsideration is the first step of the
appeal process whenever the enployee/tenant believes the
housi ng has been inproperly classified, rates have not
been established properly, or the rates do not refl ect
reasonabl e value of the staff quarters.

The request for reconsideration will be made in witing
fromthe enployee, outlining in detail the basis for the
request. The request will be filed with the Chief,

Property Managenent, within 20 days follow ng receipt of
the notice of change in rate.

The filing of a request for reconsideration will not
del ay i nplenmenting the revised rental rates. However,
should the rental rate be lowered, the facility wll
refund to the enpl oyee any overpaynent which resulted
during the period fromthe date the rental increase
becane effective, to the date the rate is nodified.

The Chief, Property Managenent, will issue a decision by
certified mail, (return receipt requested) within 30 days
of receipt. Wthin 20 days of receipt of decision an
enpl oyee (not other occupants) may appeal the decision to
the Assistant Director for Adm nistration.

The appellant will have the burden of proof on a request
for reconsideration.

b. An appeal is a witten request by the enployee to the:

Assi stant Director for Adnm nistration
Bureau of Prisons

320 First Street NW- 5009

Washi ngton DC 20534

The appeal will include a request to exam ne the issues
raised in the request for reconsideration. The filing of
a request for reconsideration and a decision thereon as
descri bed above are prerequisites to an appeal.
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Chapter 13 - Staff Housing (Quarters) (cont'd):

The Assistant Director for Admnistration will refer the
appeal to an ad hoc board consisting of one or nore
persons. The decision of the ad hoc board will be final.
The appeal to the Assistant Director for Adm nistration
wi Il be the sole procedure for appeal of the review ng
official's decision on reconsideration. Appeals will be
subject to the follow ng conditions:

(1) Appeals undertaken as to either existing or
proposed rates will be adjudicated as of the
date the rate increases were inplenented.

(2) The filing of an appeal will not result in
post poni ng i npl ementati on of a proposed rate
pendi ng adj udi cati on of the appeal.

(3) \When an appeal results in a revision of the
rental rate, the enployee will be refunded by
the facility for any overpaynment which resulted
during the period fromthe date the rental
increases were inplenented to the date of the

appeal deci sion. *
(4) An appeal nust list all alleged errors with
specifications. No alleged errors will be

consi dered that have not been |i sted.

(5) |If an enployee is on official |eave or in travel
status at the tine rates are issued, the tine
period for filing a request for reconsideration
or appeal will be extended accordingly.

9. DI SPOSAL OR STRUCTURAL MODI FI CATI ON/ EXPANSI ON.  Any

di sposal

or structural nodifications/expansion of housing will be in
accordance with the Facilities Operation Mnual.

10. CONVERSI ON OF STAFF RESI DENCES FOR OTHER USES. Requests
to

convert staff houses to uses other than staff residences
(command centers, additional office space, etc.) will be
forwarded to the Chief, Property Managenment, for approval by
t he Assistant Director for Adm nistration.
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CHAPTER 14 - Report Cal endar

Periodic reports are to be prepared and submtted in
connection with Property Managenent operations as |isted
bel ow

ANNUAL DUE DATE SUBJECT MATTER REFERENCE

Cct ober 1 Report of Excess Property Chapter 2
Needs

Oct ober 10 Report of Excess Property Chapter 6

Transferred to Non- Feder al
Reci pi ent s*

Decenber 1 Report of Real Property Chapter 8
Omed by or Leased to the
Uni ted States*

January 1 Report of G fts Received Chapter 7
from Forei gn Governnents

April 30 Real Property Survey* Chapter 8

Reports are due in Central O fice by these dates. See
referenced chapter for subm ssion due dates to Regi ona
O fices and other specific requirenents.

The report will be mailed by the facility Property O ficer
(PO to the Regional PO who will review for accuracy and
forward all reports to the Chief, Property Managenment, no
| ater than the due date specified.



