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A SF-120 must be properly completed to excess or surplus government owned personal property.  The SF-120 must be completed and signed prior to transferring or destroying government property.  

An electronic version of SF-120 is available to TIGTA laptop users.  From Microsoft Word, select File – New.  From the General tab, double-click on the SF-120 template.

The SF-120 should be completed as follows:  

Block 1.  Report No. – Leave blank, will be completed by the PPMO
Block 2.  Date Mailed – Actual date SF-120 submitted to Inventory Program Coordinator
Block 3.  Total Cost – Total aggregate cost of all property listed on SF-120
Block 4.  Type of Report – Check a. Original
Block 5.  To – Address of the office the SF-120 will be sent to
Block 6.  Approp or Fund to be – Leave blank, will be completed by the PPMO
Block 7.  From – Address of the office reporting excess or surplus property
Block 8.  Report Approved – Inventory Program Coordinator signature and date
Block 9.  For Further Information – Type in the name and address of the person submitting the SF-120
Block 10.  Agency Approval – Leave blank, will be completed by the PPMO
Block 11.  Send Purchase – Leave blank, will be completed by the PPMO 
Block 12.  GSA Control – Leave blank, will be completed by the PPMO or GSA
Block 13.  FSC Code – Type in 203200
Block 14.  Location of – Type in the complete address of where the excess/surplus property is physically located
Block 15.  Reim. Reqd. – Leave blank
Block 16.  Agency Control – Leave blank, will be completed by the PPMO
Block 17.  Surplus Release – Type in the date that the property is available for release
Block 18(a).  Item No. – Type in as a line item number.  First item would be 001A and each line item following would be 002A, etc.
Block 18(b).  Description – Type in a full description of the property including serial numbers, make, model, etc.
Block 18(c).  Cond. – This is a code that describes the condition of the property, as follows:
	1...Property that is in new or unused condition and needs no repair
	4...Property that shows some wear but can be used without significant repair
	7…Property that is unusable in current condition but can be economically repaired
	X…Property that has value in excess of basic material content, but repair is impractical or uneconomical
	S…Property that has no value except for basic content (scrap)
Block 18(d).  Unit – How is the property issued, each, by the box, by the foot, etc.  If each, show Ea.
Block 18(e).  Number of Units – Type a numerical value showing quantity
Block 18(f).  Per Unit – Type in the acquisition cost per unit
Block 18(g).  Total – Type in the total cost for all units on the line item
Block 18(h).  Fair Market Value – Leave blank

Most portions of the SF-120 must be completed as described above.  An attachment to the SF-120 is permitted only for the full description of the property.  When completing a SF-120, scrap and usable equipment must be separate requests.  This will facilitate quicker processing of the SF-120 and simplify subsequent record keeping.  

For equipment that has inherent value and may be of particular interest to other agencies, the GSA has instituted its GSAXcess system to advertise availability of equipment to other federal, state and local agencies, and some charitable organizations.  The GSAXcess system supports the inclusion of digital photographs to better represent equipment type and condition.  Digital pictures must accompany the SF-120 when 1) property has a unit acquisition cost of $5,000 or more, 2) property is in traditional high demand and low supply, and 3) furniture is being excessed.

GSA requires that pictures be digital photos (scanned photos will not be accepted).  File format must be .jpg and resolution must be 400 x 400 pixels.  Variation from the 400 x 400 pixel requirement will not be permitted.  Lastly, GSA will not accept more than twelve (12) pictures per item.  
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