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100 – Personal Property Management Program

[bookmark: PPMP_100_4]100.4     PPM SharePoint Site

The Personal Property Management (PPM) SharePoint site has been established to allow inventory Program Coordinators to document, track and monitor the progress of each SF-120’s.  The Inventory Coordinator will complete and submit an automated Excess Property Request form from the PPM SharePoint site.  The Inventory Program Coordinator can then view the review dates, disposition, and sort requests by open, closed or type of equipment.

When the Inventory Program Coordinator is ready to process an SF-120 through the PPMO, the Inventory Program Coordinator will access the SharePoint site and create a new Excess Property Request form.  

The Excess Property Request form fields to be completed are:

Requestor name;
Contact phone number;
Description of issue; and
Type of equipment.

The SF-120 and any additional files or spreadsheets are to be attached to the request form.  Once all information is recorded on the form, the requestor will click the “Submit” button.  Once submitted, a unique request number is automatically generated and an automated notification is sent to the PPMO. 

[bookmark: PPMP_100_4_1]100.4.1    Access to PPM SharePoint Site.
This site is access restricted.  The PPMO will grant access to individuals who have been designated as an Inventory Program Coordinator.  
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