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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”. 

 

 

 

 

2. Select the “Inventory Assets (Global Information)” Screen. 
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3. Navigate to the “Responsibility and Accountability” Screen 
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4. Enter “Cust Area” 

 

5. Select “Display Options” 

 Select “Active” (default) 

 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)” 
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6.  Select Report Method 

 

 

7. Click “Submit 

8. Click “Execute” for PDF or Text File

 

 



NOAA  PPMB 

6 
 

 

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. 

 


