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Joint Inventories

Objective

This guidance provides procedures, performance objectives, and reporting requirements for
maintaining accurate records of the physical inventory, conducting physical inventory counts,
and reconciling record variance for personal property within a custodial area.

Chain of Custody

A chain of custody provides records that illustrate the location of accountable property and the
individuals responsible for its care and safekeeping. This accounting must be continuous, from
the time of ordering and acquisition, until the ultimate consumption or disposal of the personal
property assets. The chain of custody process is initiated when the Property Accountable Officer
(PAO) and Property Custodian (PC) certifies the annual 100% physical inventory. PCs then
finalize this process by issuing hand receipts for the equipment down to the current-user (the
person who actually uses the piece of property).

Transfer of Responsibilities

Joint Inventory is conducted to transfer responsibility from the outgoing PC to the incoming PC.
The PAO or Supervisor will conduct the Joint Inventory with outgoing PC if an incoming PC has
not been designated. Once the incoming PC is assigned another Joint Inventory will be
conducted. The outgoing PC will submit a Board of Review package to PAO within 10 days for
all missing assets discovered during Joint Inventory. The PAO must sign the Total Page of the
inventory to certify the Joint Inventory was completed. Once the inventory is certified the
transfer of responsibility is complete. (PDF or Text can be used). Joint inventory should be
completed within 30 days prior to the outgoing PC departure if applicable.

The PAO will ensure the new PC has completed all required Property Official training and sign
the Property Custodian Appointment Letter. The PAO will retain a copy of the signed joint
inventory, training certification, Appointment Letter and Board of Review package for future
audits. The PAO will forward a copy of this package to the Line/Staff office Property Manager
(PM). A link to Personal Property Officials required training is located on Personal Property
Management Branch (PPMB) website under Training and Education Commerce Learning Center
(CLC).

The PM will retain a copy of the new PC appointment package for future audits. PM will submit
the BOR package to PPMB. In order to request an update to the new PC in the Personal Property
Management System the PM will need to submit the person’s full name and the Custodial Area
assigned to PPMB. The PM will request that Custodial Area in the Personal Property
Management System be updated to reflect the new PC.
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The new PC continues the chain of custody by issuing new hand receipts to the current users.
The outgoing PC can use the signed joint inventory as proof of relief during the checkout
process.

Annual Inventory

Joint inventories can be held in conjunction with the Annual Inventory, but cannot replace the
Annual Inventory.

Procedures for Conducting a Joint Inventory
The purpose of this document is to outline the steps for creating a Joint Inventory Base report

1. In the Sunflower Property Reports Menu, select “Management Reports”.

* En‘terp ﬂse Sunflower Enterprise - Production 5.0.0.0

ASUTB000 Reports Main Menu

To access a report menu, click one of the links below.

Agreement Reports Inactive Reports
Contract Report: Excess Reports
Management Reports Review Reports
Seniry Reports IT Component Reports
Finance Reports Barcode Reports

User Defined Reports

Previously Run Report

2. Select the “Inventory Assets (Global Information)” Screen.
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#SunflowerEnte rp nse Sunflower Enterprise - Production 5.0.0.0

ASMN6000 Management Reports.

To run a report, click one of the links below.

Inventory Assets (Global Information) ’ Inventory Asset Utilization

Asset Search Inventory Assets Pending Acceptance by Age
Asset Structure Inventory Assets Pending Release by Age
Asset Structure by Configured Totals Inventory Assets with Recently Denied Requests i
Inventory Asset Activity Summal Asset Fl Inventory Assets with Requests
Inventory Asset Activity Summar Assef Ty Material On-Hand
Inventory Asset Initial Events Material On-Loan
Inventory Asset Ongoing Events Material Transactions
Inventory Asset Final Events Material Usage Statistics
Inventory Asset History Material Receipt Ticket
Inventory Asset Interface Processing Results Material Interface Processing Results
Inventory Asset Summar Asset Fl Purchase Order Aging Report m

Inventory Asset Summal Asset Ty High Volume Shipping Interface Processing Results

Inventory Asset Timeline

3. Navigate to the “Responsibility and Accountability” Screen

|@eﬁ Enterprise Sunflower Enferprise - Production 5.0.0.0

Inventory Assets (Global Information) anagement Reports Menu | Submit | | Clear

Identiers and Attributes | Catalog | Location | Responsibity and Accountability | User Fields

4 Display Options

Bureau or Region \ \ 4
& Sorting and Grouping Property Accountabity Office | |4,
© File Output Cust Area 14

[ Include the Cust Area's Child Organizations

A
A

Property Contact |

Curent User |
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4. Enter “Cust Area”

Su n\f |@We[r Enterprise Sunflower Enterprise - Production 5.0.0.0

Inventory Assets (Global Information) Management Reports Menu | Submit | (Clear |

Identifiers and Attibutes | Catalog | Location | Responsibility and Accountability User Fields

& Display Options

Bureau or Region ‘ ‘ 4

# Sorting and Grouping Property Accountabilty Ofice | 4,

o File Output CustAvea  S40IN2OL 4, -

[ Include the Cust Area's Child Organizations

Property Contact \ ‘ {\

Curent User | 14,

- Sunflower Systems (c) 2013 All rights reserved _

5. Select “Display Options”

e Select “Active” (default)

e Select “Asset Details (Unique Name, Cust. Area, Property Accountability Office,
Bureau or Region, Property Contact, Current User, Location, Expected Return
Date, Stock Number, Utilization Code, Acquisition Date, Responsibility Date,
Fed. Supply Group, Model Name and Asset Condition)”

ES:UI ni fil@:wlerr Enterprise Sunflower Enterprise - Production 5.0.0.0

Inventory Assets (Global Information) Management Reports Menu [ Submit | l Clear |

i Parameters

Select the information you would like displayed on the report:
% Sorting and Gri
% File Output Active/Retired/Both W Show Only the last retirement (for Retired or Both)

_Asset Details (Unigue Nal @8t Area, Property Accountability Office, Bureau or Region, Property Contact,

{¥ iCurrent User, Location, Expected Return Date, Stock Number, Utilization Code, Acquisition Date,
“""Responsibility Date, Fed. Supply Group, Model Name and Asset Condition)

~ I™ Document Details

I™ Inventory Asset Comments

[™ Inventory Asset Initial Event Details

I™ Inventory Asset Ongoing Event Details

[™ Inventory Asset Final Event Details

I™ Inventory Asset User Fields|™ Show in Separate Lines
I™ Barcode # of Related Interest Assets

[~ Asset Value Components

[~ Agreement Details
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6. Select Report Method

Sunilower,

» erprise Enterprise - Production 5.0.0.0

B

Inventory Assets (Global Information)

Wianagement Reports Mend ( Submit )

 Parameters

geinizEey Optrs Choose an format
% Sorting and Grouping

© poF
Paesma | o

C Textfile export (CSV/Excel)

Sunflower Systems (c) 2013 Al rights reserved

7. Click “Submit

8. Click “Execute” for PDF or Text File

gjlﬂ[mﬁ erprise Sunflower Enterprise - Production 5.0.0.0

Inventory Assets (Global Information) Management Reports Menu Run in Background
Format: PDF
Selection Criteria: 1844807
Selected by
Cust Area 5401VN200
Include
Active/Retired/Both ACTIVE
Asset Details Y
Sorted by
Sort Order 1 BARCODE #
Sort Order 2 BARCODE #
Sort Order 3 BARCODE #
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@ﬂm I@Wer Enterprise Sunflower Enterprise - Production 5.0.0.0

Inventory Assets (Global Information) Management Reports Menu | Execute Run in Background
Format: Text file export (CSV/Excel)
Selection Criteria: 1864997

Include

Active/Retired/Both ACTIVE
Sorted by

Sort Order 1 BARCODE #
Sort Order 2 BARCODE #
Sort Order 3 BARCODE #

9. The outgoing PC (old) and Incoming PC (new) initial each sighted asset and sign and date the
Report Total Page.
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10. The old PC will submit a BOR package to PAO within 10 days of the sign date for all
unsighted assets.



