TREASURY INSPECTOR GENERAL 

FOR TAX ADMINISTRATION

Date:  October 1, 2010


(600)-100
Personal Property Management Program

100.9   Inventory Reconciliation.  

Managers should routinely survey their offices to ensure that any items no longer functional or needed are identified as excess/surplus and that the appropriate functional Inventory Program Coordinator is notified.  

In addition to working with the various Inventory Property Coordinators in the completion of the annual inventory reconciliation, the PPMO will also perform ad hoc audits of the various inventory databases to check for completion of data, conformity to naming conventions and issuance records.  Discrepancies or issues will be resolved between the PPMO and the appropriate Inventory Program Coordinator.

100.9.1   Annual Reconciliation.  

All TIGTA Inventory Property Coordinators, regardless of the type of inventory they are responsible for, will certify that the inventory is accurate by conducting a physical inventory on an annual basis.  Physical inventory may be completed by the Inventory Coordinator or through other parties, such as the actual custodian of the property.  This certification is due to the PPMO on February 15 of each year.  The PPMO will maintain this certification.  

The PPMO will compare the results of the physical inventory and the certification with the data in PPM.  Should the results of this comparison show discrepancies, a further review will be made to determine if the problem is systemic or failure to adhere to policies and procedures.  Reports of discrepancies resulting from failure to adhere to policies and procedures will be sent to the appropriate Principal Deputy, Deputy Inspector General for Mission Support (DIGMS), Chief Counsel and the TIGTA Staff Accountant as necessary.

Coinciding with the certification, the PPMO will prepare an annual report for the DIGMS on the status of the Personal Property Program as represented by the state of the property inventories.  This report will be submitted annually to the DIGMS by March 10th.

100.9.2   Fiscal Year Purging of PPM Inventory Records
With the closing of each fiscal year, a purge of records with a final disposition in the PPM databases will be performed according to current applicable general records schedules.  Once this process is completed, no additional records marked final will be removed from the system until the close of the next fiscal year.

100.9   Reports.

The PPM system provides a variety of reports to support inventory-tracking efforts.  Additionally, the PPMO and Inventory Program Coordinators may export data for ad hoc data analysis as needed to meet special needs.  Managers may request inventory reports at any time by contacting the appropriate Inventory Program Coordinator or the PPMO.  The PPMO will run management requested reports as well as ad hoc reports to check and validate inventory data.  As appropriate, reports and analysis may be shared with management and Coordinators to ensure that program policies and regulations are being adhered to. 
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