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100.3    Personal Property Inventory and Tracking. 

The following accountable  property assets will be inventoried, tracked and managed within PPM:  

· Firearms, intermediate weapons, body armor, special agent safety equipment,  ammunition (assigned and unassigned)(see Chapter (400)-130   

· Vehicles (see Chapter (400)-110)

· Seized monies and property

· Property deemed sensitive in nature (e.g., blackberries, cell phones, digital recorders and other IT equipment with memory) 
· Investigative equipment with an acquisition cost and/or value of $500 or more 

· Radios and communication equipment, and assorted items used in conducting undercover investigations (e.g., props, costumes and related items)

· Forensic Science Lab equipment

· Office equipment (e.g., copiers, facsimile machines, TV’s, VCR’s, projectors)

· Laptop computers, desktop computers, servers, monitors, printers, and hubs (Note:  keyboards, mouse, docking stations and related items issued with a computer are considered accessories.  These items will be inventoried, tracked, and captured separately as accessory kits and associated to a computer when issued for use)

· All server computing devices including but not limited to file servers, domain controllers, print appliance servers, etc.  Any items included in a lease agreement that must be returned to the lesser, will be included as accessory items 

· Telecom equipment with an acquisition cost and/or value of $1,000 or more (excludes equipment for use in telecommuting which will be inventoried and tracked separately)

· Non-computing information technology infrastructure equipment (uninterruptible power supplies, power distribution units, etc.) with an acquisition cost and/or value of $1,000 or more

· ADP software 

· Personal property with an acquisition cost and/or value of $5,000 or more (includes telephone equipment, e.g., PBX equipment, acquired by TIGTA)

· Personal property that has been designated as a capitalized asset (see TIGTA Operations Manual, Chapter (600)-50 for information on capitalized acquisitions)  

· Personal property with a high risk of loss, misuse or theft due to its inherent attractiveness and/or portability (e.g., cellular telephones, Blackberry’s and pagers)

· Leased property that falls into any of the categories listed above

· Loaned property that falls into any of the categories listed above (e.g., personal property loaned to TIGTA by another agency or other organization or from TIGTA to another agency or other organization regardless of the duration of the loan period)

· Accessory items, Officer Safety Kits (See TIGTA Operational Manual Chapter 400-130.5 for information on Officer Safety Kits) , and software licenses(Note: each accessory will be associated with the particular item, e.g., firearm, computer, software, when issued for use)
· Definitions
Accountable Property: All personal property considered nonexpendable whose expected useful life is two years or longer and whose acquisition value, as determined by the agency policy, warrants tracking in the agency’s property records, including capitalized and sensitive property.
Sensitive Property: All property, regardless of value, that requires special control and accountability due to unusual rates of loss, theft or misuse, or due to national security or export control considerations. Such property includes: weapons, ammunition, explosives, information technology equipment with memory capability, cameras, and communications equipment. These classifications do not preclude agencies from specifying additional personal property classifications to effectively manage their programs. See 41 CFR Part 102-35.20.
Capitalized Personal Property: includes property that is entered on the agency’s general ledger records as a major investment or asset. An agency must determine its capitalization thresholds as discussed in Financial Accounting Standard Advisory Board (FASAB) Statement of Federal Financial Accounting Standards No. 6 Accounting for Property, Plant and Equipment, Chapter 1, paragraph 13.

Personal property; means any property, except real property. For purposes of this part, the term excludes records of the Federal Government, and naval vessels of the following categories: battleships, cruisers, aircraft carriers, destroyers, and submarines

100.3.1   Access to PPM.  

To fulfill program requirements, certain employees will be granted access to the PPM system dependent upon the type of personal property-related duties the employee has been assigned.   

To gain or delete access, or to change or add a profile, an employee and his/her manager must submit a properly completed Form 5081, TIGTA Information Systems User Registration/Change Request.  The form should clearly define the level of access necessary for the employee, specifying job function(s) to be performed (e.g., TIGTA Firearms Coordinator, Technical Support Officer(TSO),  Vehicle Operator, Computer Inventory Program Coordinator, etc.). In the “Special Instructions Block (Block 20)” the new user must specify whether an existing user is or is not being replaced.  DO NOT INCLUDE  (THE) USERS’ SSN on the Form 5081.  Forms that are not properly completed will be returned to the requestor without action for clarification.
Access to the PPM system will not be granted without receipt of a Form 5081 (found in Word under the “More” tab in the Management Services folder).  The completed form will be submitted to the PPMO.  Upon approval, the PPMO will create the appropriate profile.  

100.3.2   Request for programming changes to PPM.
Any request to make a programming change or to add/alter or delete a report in PPM must be routed through the PPMO.  The PPMO will review the request, determining the validity, feasibility and impact the request will have on PPM.  The PPMO may request additional information from the requestor.  

Once the review has been completed, the PPMO will forward the change request to the Applications and Development Support team for evaluation.  Upon completion of evaluation, the Applications and Development team will develop a plan to make the requested changes, additions, or deletions, and test before implementation.  Once the changes, additions, or deletions, have been instituted in PPM, the Applications and Development team will notify the PPMO and the requestor.  
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