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CHAPTER 600 – MISSION SUPPORT

100 – Personal Property Management Program

[bookmark: PPMP_100_5]100.5     Acquisition of Personal Property
 
Personal Property can be acquired in multiple ways, as a purchase a lease a seizure (forfeiture) or as a transfer of property acquired through external agencies and government excess lists.  Regardless of acquisition method, if the property falls into the types listed in Subsection 100.3, it must be inventoried.

To ensure the Treasury Inspector General for Tax Administration (TIGTA) follows Treasury guidance, all purchase requests for personal property must be routed to the Personal Property Management Officer (PPMO).  Working with Treasury and General Services Administration (GSA) counterparts, the PPMO will facilitate interagency searches and review government excess lists.  The PPMO will review existing property before TIGTA procures personal property. 

The GSA Bulletin FMR B-25 requires that all purchase cardholders notify the PPMO when an order has been placed and when the agency has been charged for the property.  To accomplish this, all purchase cardholders will be required to send a copy of the TIGTA Purchase Request Form and invoice when personal property is purchase to the PPMO. 

Additionally, business units need to properly administer receipt and acceptance processes to ensure that all accountable personal property is inventoried in a timely and accurate manner.  Personal property information is to be captured and entered into PPM within five (5) working days of receipt and acceptance by the appropriate Inventory Program Coordinator.

To ensure that personal property is inventoried correctly, a copy of all documentation of completed procurements must be sent to the PPMO.

[bookmark: _GoBack]The PPMO, purchase card holder, and Inventory Program Coordinator may not be the same person.
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