Inventory Training Q&A 2017


Q:	When will our inventories be frozen...on or before 15 November? 
A:	Planned freeze date is 11/3/2016.

Q:	Why are the hand receipts not done at the end of the inventory once everything has been accounted 	or issues identified? 
A:	Many of the issues are resolved during the hand receipt verification and it allows more time for the actual physical count.

Q:	You might want to explain what BOR stands for.  A lot of new property contacts on here.  	
A:	BOR (Board of Review) is a panel that reviews missing, lost, stolen, damaged or destroyed property for employee liability.  

Q:	In an office setting where multiple people use a particular piece of equipment, is the PC still designated 	as User?  
A:	This is an internal organization decision, in some cases the equipment is assigned to operation or system manager.

Q:	What should be done if running the Inventory Assets (Global Information) there are assets that show 	up that were removed for recycling? 
A:	Submit your online CD-52 Final Event Request with support documentation attached.  BOR packages may be required if proper disposal procedure were not followed.

Q:	Should Contractors sign hand receipts as well or only Feds?  
A:	Yes. The DOC policy direct that hand receipts be issued to the Current User. 

Q:	Can Contractors be property custodians?  
A:	No.

Q:	What does a Custodian do when in 2016 annual inventory they were found liable for a missing IPhone, 	but learn today that the employee who was the end user found the phone?  How does this SBOR 	decision get cleared?  
A:	It is great that the property was found.  Contact your LOR to have the property reactivated in the property management system. If you were found financially liable, contact your admin and budget offices for reimbursement procedures. 

Q:	Are the PC's required to use the hand receipts, or can they just use the inventory sheet since it already 	has the person name and location listed on it?  
A:	Hand receipt is not required for properties maintained at the Property Custodian level, but the Property Custodian must be assigned as the Current User in Sunflower.

Q:	I may have missed this, but how does one acquire a scanner?  
A:	Contact the Sunflower Helpdesk.  



Q:	Can bargaining unit employees be current users? 
A:	The DOC policy directs that hand receipts must be issued to the current user.  However, please consult with your Line Office Management on the subject. 

Q:	Since there are a lot of areas that haven't changed for FY17, is it possible to indicate in the table of 	contents the sections that are changed; or possibly a summary of FY17 changes.  	 
A:	Changes are highlighted in the inventory guidance provided to the Property Managers and in the training slides. However we will take your suggestion in consideration for future updates.

Q:	If the property custodian must include the BOR package with their inventory package to the PAO, does 	that mean there will not be a consolidated BOR by PAO area for PAOs that have multiple PCs? 
A:	The PAO will consolidate the Property Custodian’s BOR and submit the PAO BOR. Below is the recommended steps:
1.  When the PAO receives an inventory package from the Property Custodian with Confirmed Unaccounted Resolution(s): 
		•	The PAO will not approve the inventory and hold the package at the PAO level.  
		•	When all the inventory packages with Confirmed Unaccounted Resolution(s) are received, the PAO will consolidate the Property Custodians BOR packages into one package for that PAO code
•	The Property Custodian’s BOR packages should provide a more accurate description of what happened to the asset(s).
		•	The PAO will attach the BOR to the last inventory he or she approves. 
		•	The PAO will indicate in the Comment block that the PAO’s BOR package is included. 
		•	The Line Office Property Manager will review the inventory and BOR package for accuracy. 
		•	The Line Office Property Manager will forward to PPMB.  
2.  The PAO will review and approve all completed inventory packages without Confirmed Unaccounted Resolutions.

Q:	I have a question regarding locations in Sunflower, How can we clean up our choices in our Location 	Field? 	How can we Add/Delete rooms or areas?  
A:	Click “CD 50 / 52 Transaction Menu”, click “to maintain asset”, enter the barcode and click query. Scroll down to Location, click the down arrow and update the room number. Click “save”

Q:	What do we do if we have users who refuse to sign hand receipts?  
[bookmark: _GoBack]A:	Recover the property or contact the user’s supervisor. 

Q:	How many years do we have to maintain the hand receipts in our files?  
A:	Maintain until the new hand receipt is signed.

Q:	I have one person that has a lot of property at home can they just take a picture of the item and send it 	to me by email? 
A:	The preference is to physically site the property and ensure the latest security patches are installed. Other methods of verification are acceptable.

Q:	What is the general rule of thumb for whom to assign assets to when it is used by many different persons on a daily basis?  
A:	There is no rule of thumb. This is an internal organization decision, in some cases the equipment is assigned to operation or system manager.

Q:	A location audit is good in theory, but if I do that I am going to have to do the whole inventory myself. 	Am I missing something here?  
A:	Your inventory records should be accurate year round, managing your hand receipts and movement of the property is considered part of auditing the assets’ locations. 

Q:	Will it show agreement assets and inventory assets in summary certification?  	 
A:	Combined.  If you have an open resolution, run your Review Campaign Base Assets again. Next to the barcode it will have “AGR” for agreement and “INV” for inventory.

Q:	Can only the custodian update the user?  
A:	The Property Custodian or the Property Contact can update the user. Click “CD 50 / 52 Transaction Menu”, click “to maintain asset”, enter the barcode and click query. Scroll down to Current User, click the down error and update the Current User. Click “save”

Q:	Will items that were approved on this year's BOR be removed from the Campaign Report once the 	freeze has taken place?  Currently, these retired items are showing as active if running the report this 	way.  
A:	Please contact your LOR ASAP. Barcode approved by the NOAA BOR should not be active on your inventory.

Q:	What is a tag? Regarding inventory stickers.  
A:	Barcode “CD” sticker/tag.

Q:	We had a group viewing this together, is it being tracked?  And if so should we send you a 		listing of who sat in on it?  
A:	Please contact your Line Office Property Manager.

Q:	I know the slides are saved on the web site, but how about the demos that are conducted?  	 
A:	Step by step procedure is available in the 2017 Inventory Procedures.
	FY 2017 Inventory Procedures

Q:	I have nothing in my custodial area.  Will all the procedures and reports you mentioned work for me?  	 
A:	No, please contact your Line Office Property Manager and request the account be closed. 

Q: 	If we are in the process of conducting a joint inventory due to changing property custodians, will the 	new property custodian conduct the annual inventory for 2017 via the FY2017 Inventory Procedures? A:	Yes. 

Q:	So the custodian should annotate the hand receipt not the inventory team?  	
A:	Hand Receipts are published and signed by the Property Custodians.

Q:	We have 5 items on an SBOR which has not been completed yet. If those items appear on the 	campaign how should they be handled?  
A:	Confirmed Unaccounted Resolution is required. For FY 2016 SBOR and BOR packages were required 30 days after the completion of the Annual Inventory. For FY 2017 SBOR and BOR packages are required as part of the Annual Inventory completion package.

Q:	Can a capitalized asset have no system owner?   If, so, who can and with what authority can these assets be assigned to an End User?  
A:	DOC policy direct that hand receipts be issued to the Current User. For additional information contact your Line Office LOR.

Q:	Can a NASA COR for a NOAA instrument asset be designated as the End User?  	
A:	Only NOAA employees can be assigned as Current Users for NOAA assets.

Q:	How do I account for an agreement asset that was returned to the owner (manufacturer) 2 years ago?  	It was simply NOT removed from inventory at that time.  
A:	A BOR package may be required.  Contact your LOR for assistance.

Q:	Should PAO's be contacting the field offices about an inventory team?  
A:	Yes, if the field offices have property under his/her PAO code.

 
