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CHAPTER 600 – MISSION SUPPORT

100 – Personal Property Management Program

[bookmark: PPMP_100_6]100.6     Inventory Responsibilities and Processes

The Personal Property Management (PPM) system was designed to provide the Treasury Inspector General for Tax Administration (TIGTA) with a centralized inventory of all accountable personal property assets.  The system permits the capture of data that is generally common for all property types (e.g., acquisition cost (or value), serial number, manufacturer, employee to which assigned, etc.).  This data forms a core set of information needed to fulfill personal property program requirements and to facilitate effective integration of property into the financial planning process.  

Since accountable personal property assets are varied and serve a variety of agency needs, PPM has also been designed to meet program specific requirements.  As each property classification is unique, so is the data that must be captured and maintained for that property.  For example, the vehicle program requires data such as the vehicle’s drive train and type (e.g., 4x4, sedan) for appropriate reporting and data analysis.  Similarly, all other property classifications may have unique data requirements.

[bookmark: PPMP_100_6_1]100.6.1   Inventory Program Coordinators.
To ensure that all program specific requirements are defined and acted upon, Inventory Program Coordinators will be established for each personal property classification.  Inventory Coordinators will work with TIGTA management and others to ensure that property receipt and custody documentation accurately reflects data maintained in PPM.  Inventory Program Coordinators will facilitate nationwide inventory activities and will provide basic user support on the use of the PPM in support of those activities.  Inventory Program Coordinators will also serve as change control points for the system.  As program requirements change or new requirements are identified, Inventory Program Coordinators will coordinate with the Personal Property Management Officer (PPMO) to prepare a valid and complete change request.   

[bookmark: PPMP_100_6_2]100.6.2   Property Receipt and Custody.  
As outlined in TIGTA Operations Manual, Chapter (600)-70.3, managers are responsible for ensuring that personal property (including any accessories) is returned during the employee clearance process.  This requires that managers remain aware of government owned personal property issued to their employees.

While each property program has varied requirements for reporting on receipt and custody of government property within PPM, Form 1930, Receipt and Custody, is used to maintain and track custody of individual property items that have been issued to employees.  Managers are responsible for validating information on completed Forms 1930 and obtaining employee signature to acknowledge receipt and custody by the employee.  The manager will maintain the completed/signed Form 1930 in the employee drop file.  

Managers should refer to Forms 1930 when conducting mid-year reviews of equipment assigned to employees.  Forms 1930 should also be reviewed when employees return equipment for whatever reason.  Discrepancies should be reported to the appropriate Inventory Program Coordinator so that electronic records maintained in PPM can also be validated and corrected.  

When equipment is returned, the manager should retrieve the Form(s) 1930, validate the information and then notate the return on the form in the presence of the employee.  The employee may request a copy of the Form 1930, annotated to reflect return.  If equipment is not returned directly to an Inventory Program Coordinator, the manager should notify the appropriate coordinator(s) of equipment return so that PPM can be updated properly.  

An electronic version of Form 1930 can be found in the Word templates under the Investigative Forms tab.

[bookmark: PPMP_100_6_3]100.6.3   Firearms Inventory.  
The Office of Investigations (OI) will designate a National Firearms Coordinator (NFC) and others as necessary (e.g., Divisional Firearms Coordinator, Defensive Tactical Coordinator), to be responsible for administering TIGTA’s firearms program and for defining firearms-specific requirements for PPM.  Furthermore, the NFC is responsible for the capture and maintenance of information pertaining to the TIGTA firearms inventory and program.  The NFC will also ensure that OI employees adhere to program policies and procedures. 

No firearms can be excessed or surplused without approval.  All firearms excess or surplus requests must be routed to the NFC in the form of a completed SF-120.  The NFC will approve or disapprove the action based on agency-wide needs.

When a firearm is approved for excess or surplus, the NFC will create and submit an Excess Property Request form from the PPM SharePoint site and attach the approved SF-120 to the form.    

Firearms may be either approved for local destruction or transferred to other Federal, State or local agencies that meet the General Services Administration (GSA) criteria (as referenced in the GSA Property Desk reference) for receipt of firearms.  The PPMO will coordinate disposal by working with the NFC and GSA.  All excess or surplus inventory is to remain in its current location until approval and coordination are completed.  Excess and surplus inventory may generate a removal cost.  In the event that there is a removal cost, the Office of Investigations will bear the cost. 

To finalize items in PPM a completed SF-122 for items transferred to other government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint site.

The PPMO and the NFC will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  

Chapter (400)-130 of the TIGTA Operations Manual provides specific information on the firearms program and its requirements for receipt, custody and reporting.  

[bookmark: PPMP_100_6_4]100.6.4   Vehicles Inventory.
[bookmark: _GoBack]OI will designate a National Motor Vehicle Coordinator (NMVC) and others as necessary (e.g., National Technical Services Officer (NTSO), National Investigative Operations Coordinator (NIOC), and Division Technical Agent (DTA)) to be responsible for administering TIGTA’s vehicle program and for defining vehicle-specific requirements for PPM.  Furthermore, the NMVC is responsible for the capture and maintenance of information pertaining to the TIGTA vehicle inventory and program.  The Special Agent in Charge (SAC), Technical and Firearms Support Division (TFSD) will ensure that OI employees adhere to program policies and procedures.  The NMVC will provide OI assistance and input on program requirements and inventory discrepancies, as well as submitting required reports to the Department of the Treasury and GSA.  See TIGTA Operations Manual Chapter (400)-110 for additional guidance on the Office of Investigations vehicle policy.  

No vehicles can be sold, excessed or surplused without approval.  All vehicle excess or surplus requests must be routed to the NMVC.  The NMVC will work with the SAC, TFSD, for approval.  The NMVC will work with GSA to coordinate the sale of vehicles, and forward the appropriate paperwork to the PPMO upon completion of the sale.  To scrap or transfer vehicles, the NMVC will submit an Excess Property Request form via the PPM SharePoint site and attach the completed and approved SF-120.  All excess or surplus vehicles are to remain in their current location until approval and coordination are completed.  Excess and surplus vehicles may entail a removal cost.  In the event that there is a removal cost, the OI will bear the cost.  

The PPMO and the NMVC will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  The NMVC will ensure that the Office of Mission Support (OMS) Staff Accountant is provided with the necessary documentation to meet TIGTA financial requirements.

Chapter (400)-110 and Chapter (600)-50.12 of the TIGTA Operations Manual provide specific information on the vehicle program and its reporting requirements.

[bookmark: PPMP_100_6_5]100.6.5   Investigative Equipment Inventory.  
The SAC TSFD is responsible for designating an (NTSO), and others as necessary, e.g., (DTA), Equipment Specialist, Technical Services Officer (TSO)), to be responsible for administering TIGTA’s investigative equipment program and for defining investigative equipment-specific requirements for PPM.  Furthermore, the NTSO is responsible for the capture and maintenance of information pertaining to the TIGTA investigative equipment inventory and program.  The NTSO will also ensure that OI employees adhere to program policies and procedures.  

No investigative equipment can be excessed or surplused without approval.  All investigative equipment excess or surplus requests must be routed to the NTSO in the form of a completed SF-120, Report of Excess Personal Property.  The NTSO will approve or disapprove the action based on agency-wide needs.  If approved, the NTSO will submit an Excess Property Request form via the PPM SharePoint site and attach the approved SF-120.   

Investigative equipment may be either approved for local destruction or transferred to other Federal, State or local agencies that meet the GSA criteria.  The PPMO will coordinate disposal by working with the NTSO and GSA.  All excess or surplused inventory is to remain in its current location until approval and coordination are completed.  Excess and surplus inventory may entail a removal cost.  In the event that there is a removal cost, the Office of Investigations will bear the cost.

To finalize items in PPM a completed SF-122 for items transferred to other government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint Site.

The PPMO and the NTSO will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  

Chapter (400)-160 of the TIGTA Operations Manual provides specific information on the investigative equipment program and its requirements for receipt, custody and reporting.  

[bookmark: PPMP_100_6_6]100.6.6   Undercover Personal Property.   
The SAC Operations Division, is responsible for designating an National Investigative Operations Coordinator (NIOC) to be responsible for administering that property used in undercover operations (props, costumes, etc.), and for defining undercover-specific requirements for PPM.  The NIOC will ensure that OI employees adhere to program policies and procedures.

Undercover personal property may be disposed of in a number of ways.  Depending on the type of prop or costume, a SF-120 for excess or surplus may not be needed.  The NIOC will coordinate with the PPMO to make this determination and to ensure compliance with regulations or to resolve inventory issues or discrepancies.  

Chapter (400)-180 of the TIGTA Operations Manual provides specific information on related program operations.  

[bookmark: PPMP_100_6_7]100.6.7   Forensic Science Lab Inventory. 
The Director, Forensic Science Lab, will designate a lab employee to be responsible for the capture and maintenance of information pertaining to the Forensic Science Lab inventory.  The Director, Forensic Science Lab, and designated staff member will also ensure that OI employees adhere to the policies and procedures for the use of Forensic Science Lab equipment.

No science lab equipment can be excessed or surplused without approval.  To receive approval, an Excess Property Request form will be submitted via the PPM SharePoint site and the completed SF-120 will be attached.   All excess and surplus science lab equipment is to remain in its current location until approval and coordination are completed.  Excess and surplus equipment may entail a removal cost.  In the event that there is a removal cost, the Office of Investigations will bear the cost. 

To finalize items in PPM a completed SF-122 for items transferred to other government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint Site.

The PPMO, the Director, Forensic Science Lab, and designated staff will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  

Chapter (400)-200 of the TIGTA Operations Manual provides specific information on the Forensic Science Lab and its requirements for receipt, custody, and reporting of personal property and evidence.

[bookmark: PPMP_100_6_8]100.6.8   Radio and Communication Equipment (RCOM).  
The SAC, TFSD, is responsible for designating a Radio and Communication Specialist/Coordinator, and others as necessary, to be responsible for administering TIGTA’s RCOM program and for defining RCOM-specific requirements for PPM.  Furthermore, the RCOM Specialist/Coordinator is responsible for the capture and maintenance of information pertaining to the TIGTA RCOM inventory and program.  The RCOM Specialist/Coordinator will also ensure that OI employees adhere to program policies and procedures.

No radio or communication equipment can be excessed or surplused without approval.  All RCOM excess or surplus requests must be routed to the RCOM Specialist Coordinator in the form of a completed SF-120.  The RCOM Specialist/Coordinator will approve or disapprove the action based on agency-wide needs.  If the SF-120 is approved, the RCOM Specialist/Coordinator will submit an Excess Property Request form via the PPM SharePoint site and attach the SF-120.  

The RCOM equipment may be either approved for local destruction or transferred to other Federal, State or local agencies that meet the GSA criteria for receipt of RCOM equipment.  The PPMO will coordinate disposal by working with the RCOM Specialist/Coordinator and GSA.  All excess and surplus RCOM equipment is to remain in its current location until approval and coordination are completed.  Excess and surplus radio and communication equipment may generate a removal cost.  In the event that there is a removal cost, OI will bear the cost. 

To finalize items in PPM a completed SF-122 for items transferred to other government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint Site.

The PPMO and the RCOM Specialist/Coordinator will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  

Chapter (400)-160 of the TIGTA Operations Manual provides for specific information on the RCOM program and its requirements for receipt, custody and reporting.  

[bookmark: PPMP_100_6_9]100.6.9   Seized Assets.  
Seized Assets are pieces of property or money in the custody of TIGTA as part of ongoing investigations.  Regulations require that this type of property be tracked and accounted for while the investigation is in process or until the court system makes judgment.  The OMS is responsible for designating a National Seized Assets PPM Coordinator (Seized Assets Coordinator) and others as necessary, to be responsible for the capture and maintenance of information pertaining to seized assets, as well as providing required reports on the inventory and status of seized assets.

Seized assets are in the custody of, not the property of, TIGTA.  Therefore they cannot be disposed of without proper authority.  

Chapter (400)-190 and Chapter (600)-50 of the TIGTA Operations Manual provide specific information on seized assets.  

[bookmark: PPMP_100_6_10]100.6.10   Computers, Computing Devices, Software and Other ADP Equipment.  
The Office of Information Technology (OIT) is responsible for administering TIGTA’s computer operations and for defining computer-specific requirements for PPM.  Furthermore, OIT Directors and Assistant Directors are responsible for the capture and maintenance of information pertaining to the TIGTA computer inventory and program.  The OIT Directors and Assistant Directors will designate OIT Inventory Program Coordinators, as needed, to fulfill and execute program requirements.  The OIT Directors, Assistant Directors, and the OIT Inventory Program Coordinators will ensure that all TIGTA employees adhere to program policies and procedures.

No computers, computing devices, software or other ADP equipment can be excessed or surplused without approval.  All requests for excess or surplus must be listed on a completed SF-120.  An Excess Property Request form should then be submitted via the PPM SharePoint site using the SF-120.  All excess and surplus computers, computing devices, software or other ADP equipment are to remain in their current location(s) until approval and coordination are completed.  Excess and surplus inventory may generate a removal cost.  In the event that there is a removal cost, OIT will bear the cost.

Computers, computer devices and other ADP equipment should be disposed of first by transfer to other Federal, State, or local agencies or by transfer through the Computers for Learning Program (established under Executive Order 12999).  If this is not possible, the PPMO shall forward the SF-120 to GSA.  The PPMO will coordinate disposal by working with the OIT Inventory Program Coordinators, the Department of the Treasury, and GSA.

To finalize items in PPM a completed SF-122 for items transferred to other government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint site.

The PPMO and OIT Inventory Program Coordinators will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  Section 100.6.10.1 below, provides additional requirements for receipt and custody record keeping.

[bookmark: PPMP_100_6_10_1]100.6.10.1   Custody and Receipt for Computer Equipment.  The OIT personnel will partially complete the Form 1930, Receipt and Custody when issuing computer equipment to TIGTA employees.  The form will reflect the name of the employee being issued property and a description of the property (to include the make, model, TIGTA barcode number and serial number).  

The OIT personnel will capture this information for inclusion in the computer inventory module in PPM.  The Form 1930 will be provided to the employee’s first-line manager.  The first-line manager and the employee will validate the information and the employee will sign the form to indicate receipt of the equipment.  The signed Form 1930 will be maintained by the manager in the employee’s drop file.

When equipment is returned, the manager will retrieve the appropriate Form 1930, validate the information with the employee and notate the return.  The employee may request a copy of the Form 1930 annotating the return.  When returned to OIT personnel, the appropriate OIT Inventory Program Coordinators will ensure that the computer inventory is updated accordingly.  

[bookmark: PPMP_100_6_10_2]100.6.10.2   Custody and Receipt for Blackberries.  Functional Blackberry Coordinator will partially complete the Form 1930, Receipt and Custody when issuing computer equipment to TIGTA employees.  The form will reflect the name of the employee being issued property and a description of the property (to include the make, model, TIGTA barcode number and serial number).  

Functional Blackberry Coordinator will capture this information for inclusion in the computer inventory module in PPM.  The Form 1930 will be provided to the employee’s first-line manager.  The first-line manager and the employee will validate the information and the employee will sign the form to indicate receipt of the equipment.  The signed Form 1930 will be maintained by the manager in the employee’s drop file.

When equipment is returned, the manager will retrieve the appropriate Form 1930, validate the information with the employee and notate the return.  The employee may request a copy of the Form 1930 annotating the return.  When returned to the Functional Blackberry Coordinator, the appropriate Inventory Program Coordinators will ensure that the computer inventory is updated accordingly.  

[bookmark: PPMP_100_6_11]100.6.11   Office Equipment, Cell Phones and Other Miscellaneous Property.
TIGTA possesses a variety of equipment that is not classified as either ADP equipment or investigative equipment.  This includes items such as televisions, video cassette recorders/players, projectors, and related personal property.  Each Deputy Inspector General handles the Inspector General (IG) and IG staff inventory.  The Office of Chief Counsel will designate an Inventory Program Coordinator as necessary, to be responsible for the capture and maintenance of the personnel property inventory for their respective functions within PPM.  The Deputy Inspector General for Mission Support is responsible for handling the IG and IG staff inventory.  Specifically, the Inventory Program Coordinators are responsible for the capture and accuracy of cost data, fixed asset profiles, parts and accessories, and inventory records.  Section 100.6.11.1 below outlines additional requirements for receipt and custody record keeping.  

The TIGTA Space Coordinator or designee will provide the PPMO with the latest space project inventory report in an effort to coordinate, with the office contact, the placement or removal of property within each office.  This is to ensure proper accounting of new property or the removal, disposal or excess of equipment currently located in TIGTA space.

No personal property of this type can be excessed or surplused without approval.  All excess or surplus requests must be listed on a completed SF-120.  The functional Inventory Coordinator will approve or disapprove the request based on functional needs.  If approved, the functional coordinator will submit an Excess Property Request form via the PPM SharePoint site and attach the SF-120 for processing.  All excess or surplus personal property items are to remain in their current locations until approval and coordination are completed.  Excess and surplus personal property may entail a removal cost.  In the event that there is a removal cost, the cost will be borne by the function in possession of the property.

To finalize items in PPM a completed SF-122 for items transferred to other government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint site.

The PPMO and the functional Inventory Program Coordinators will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies.  

[bookmark: PPMP_100_6_11_1]100.6.11.1   Custody and Receipt for Office Equipment other Miscellaneous Personal Property.  Generally, property such as television, fax machine, VCR, and projectors are not specifically issued to an individual employee.  However, if authorized by management and so issued, a Form 1930 will need to be completed.  

The partially completed form will reflect the name of the employee being issued property and a description of the property (to include the make, model, and serial number).  The Inventory Program Coordinators will capture this information for inclusion in the PPM Inventory.  

The Form 1930 will be provided to the employee’s first-line manager.  The first-line manager and the employee will validate the information and the employee will sign to indicate receipt.  The signed Form 1930 will be maintained by the manager in the employee’s drop file.

When equipment is returned, the manager will retrieve the appropriate Form 1930, validate the information with the employee and notate the return in the presence of the employee.  The employee may request a copy of the Form 1930 annotating the return. When returned, managers will notify the functional Inventory Program Coordinator who will ensure that the PPM inventory is updated accordingly.  

[bookmark: PPMP_100_6_12]100.6.12   Copy Machines.  
The Assistant Director, Finance and Accountability in OMS is responsible for designating a Copier Program Coordinator (CPC) to be responsible for the capture and maintenance of information pertaining to TIGTA copiers within PPM.  Specifically, the CPC is responsible for the capture and accuracy of cost data, fixed asset profiles and inventory records.  The CPC is also responsible for ensuring that TIGTA employees adhere to the program policies and procedures.

No copy machines can be excessed or surplused without approval.  All requests for excess or surplus copiers must be routed to the CPC in the form of a completed SF-120.  The CPC will approve or disapprove the request based on agency-wide needs.  If approved, the CPC will submit an Excess Property Request form via the PPM SharePoint site and attach the SF-120 for processing. All excess or surplus copiers are to remain in their current location until approval and coordination have been completed.  Excess copiers may generate a removal cost.  In the event that there is a removal cost, the cost will be borne by the Office of Mission Support. 

To finalize items in PPM a completed SF-122 for items transferred to other Government agencies or a copy of the SF-120 signed by the person disposing the items and the date the items were removed for inventory should be added to the PPM SharePoint site.
The PPMO and the CPC will work in partnership to ensure compliance with regulations or to resolve inventory issues or discrepancies. 
  
[bookmark: PPMP_100_6_13]100.6.13   Furniture.  
Although not captured as inventory in PPM, excess and surplus furniture is personal property and, as such, must be excessed or surplused in accordance with regulation.  The Assistant Director, Finance and Accountability will designate a Furniture Coordinator to be responsible for coordinating the excess or surplus of furniture associated with an office relocation or space project TIGTA-wide.  The Furniture Coordinator will complete a SF-120.  The SF-120 will be attached to an Excess Property Request form and submitted to the PPMO via the PPM SharePoint site.  The PPMO will process and coordinate with GSA and others.  For excess/surplus furniture not associated with an office relocation or space project, the office with custody of the items will complete a SF-120.  The SF-120 will be attached to an Excess Property Request form and submitted via the PPM SharePoint site. 

The excess process requires a minimum of forty (40) working days and may require additional days due to mandated coordination requirements.  Therefore, the PPMO must receive the completed SF-120 no later than forty (40) working days prior to the desired date of excess.  All furniture must remain in its current location until the processing and coordination have been completed.  Excess and surplus furniture may involve a removal cost.  In the event that there is a removal cost, the office that will surplus the furniture will bear the cost.

[bookmark: PPMP_100_6_14]100.6.14   Telecommuting Equipment.  
Telecommuting equipment generally falls into another property category.  For example, the OIT inventories all ADP equipment used for telecommuting (e.g., printers, routers) as part of the computer inventory within PPM.  However, some telecommuting assets, such as file cabinets, are not tracked within PPM.

TIGTA managers are responsible for tracking furniture and other equipment assigned to employees for use at a telecommuting location by use of a completed and signed Form 1930.  The manager will maintain the completed/signed Form 1930 in the employee drop file.  Generally, other than ADP equipment, the only authorized telecommuting equipment is file cabinetry acquired in accordance with telecommuting guidelines.  Managers and employees are responsible for safeguarding this equipment and adhering to excess and surplus regulations.  Employees are responsible for returning furniture and other equipment assigned to them for telecommuting purposes to a TIGTA office at their expense.  TIGTA will not collect or pay for the collection of personal property from an employee’s residence.  When non ADP telecommuting property is returned, the manager should retrieve the Form 1930, validate the information with the employee and annotate the return.  The employee may request a copy of the annotated Form 1930.  

When non-ADP telecommuting equipment is determined to be excess or surplus, the office with custody must complete a SF-120.  The completed SF-120 will be attached and submitted via an Excess Property Request form located on the PPM SharePoint site.  The equipment must remain in TIGTA space until approval and coordination have been completed.  In some cases, the removal of this type of property may generate a cost.  In the event that there is a removal cost, the cost will be borne by the office with custody.  See Section 100.6.10 regarding the disposition of ADP telecommuting equipment.
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