Personal Property Management Handbook

Introduction

Proper management of U. S. Government property ensures that needed assets are
available, usable, and functioning appropriately throughout their life span to allow PC
Staff and Volunteers to perform their duties in the most effective manner possible.

Peace Corps staff relies on Peace Corps assets every day as they support the

PCVs. They need IT equipment, furniture, medical equipment, and many other assets
to complete their jobs successfully. The goal of property management is to make sure
that the needed assets are there when staff needs them.

Good property management saves time and money, both of which are often in short
supply. It saves time because staff can get and use needed equipment quickly, because
the locations and quantities of assets are included in the inventory management
system. It saves money because when staff knows exactly what assets they have on
hand, they will not unintentionally repurchase assets. It also saves money when staff
disposes of unnecessary or obsolete property. The funds from the sale can be utilized
to purchase new, similar items to those sold under the Exchange/Sales program.

In short, good property management is very important for an effectively operating
Post, Regional Recruiting Office (RRO), and for Headquarters. Manual Section 511
gives the overall policy regarding personal property management. This Handbook will
give more detailed information about the operations and procedures of property
management.

This handbook defines standards for handling personal property assets at Peace Corps. For other
types of property, please see the following Peace Corps Manual Sections:

e Vehicles MS 527

o Real Estate MS 733

o Medical Supplies and Pharmaceuticals MS 734
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Definitions

What is an Asset? Any item owned by Peace Corps, which has some value, is an
asset.

What is Personal Property? Personal property is the term for property that is not real
estate or a four-wheeled vehicle.

Personal Property Assets are the items owned by Peace Corps that are not real estate
and are not four-wheeled vehicles.

What are the Types of Personal Property Assets at Peace Corps? All assets
belong to one of the following categories (see Appendix A for help with categorizing
assets):

« Nonexpendable Assets

0 Nonexpendable assets have a life expectancy of over one year and an
initial acquisition cost of $500 or more.

o Examples include the following: generators, trailers, executive desks (if
cost over $500)

« Sensitive Assets



Any electronic asset, regardless of price, capable of containing
Personally Identifiable Information

Assets easily converted for personal use (vulnerable to theft) that cost
over $100

Assets easily converted to cash and/or in high demand locally
(vulnerable to theft) that cost over $100

Examples include the following: GPS, televisions, laptops, flash drives

See Appendix A for a list of assets that must be categorized as “Sensitive” in the property
management software system. The Property Officer can add other items to the list of assets
categorized as “Sensitive”, if applicable at Post. Almost all IT equipment is “Sensitive”.

« Residential Assets

o

o

Residential assets have a life expectancy of over one year and an initial
acquisition cost of $100 or more

Examples include the following: kitchen tables, couches, beds

o Other Assets

o

o

Assets that do not fit into the three categories above are “Other Assets”
and do not need to be entered into the Property Management Software
System

Examples include the following: office supplies, dishes, folding chairs

What is the difference between furniture and equipment?

Equipment is an asset with moving and/or electronic parts. It typically (but not
always) uses a power supply or batteries to fulfill its function. Examples include
refrigerators, laptops, and power tools.

Furniture is an asset with few or no moving parts and no need for a power supply or
batteries in order to fulfill its function. Examples include desks, chairs, or tables.

What is a Capital Asset?

Capital Assets are defined in Manual Section 711. Both Nonexpendable Assets and
Sensitive Assets can be Capital Assets, but not all Nonexpendable and Sensitive



Assets are Capital Assets. There is a checkbox in BarTracks to note whether an asset
is Capitalized or not. The CFO pulls data on Capitalized Assets from BarTracks
quarterly. Posts will be reminded to update and synch their data before the end of the
quarter so that the CFO can pull accurate reports.

What is a portable asset with PI11?

Please note the difference between a cell phone and a smart phone. A smart phone can receive
and send email. A cell phone does not have this capability. A cell phone can only contain names
and telephone numbers for P1I. A smart phone, because it can receive email, can contain many
types of PII. A smart phone is a portable asset with PII. A cell phone is not.

Any asset which can contain Personally Identifiable Information (PI1) and which can
be easily and regularly carried by one person is a portable asset with PII. It does not
matter whether or not an asset contains P1I. If it is capable of containing it, it falls
into this category. Examples include but are not limited to the following: laptops,
blackberries, smart phones, flash drives, small external hard drives, etc.

These assets present significant risk to Peace Corps if they are lost or stolen, due to
the P1I they may contain. Also, because of their small size and portability, they are
more easily lost or stolen. These assets are inventoried twice a year and their theft or
loss must be reported to the Inventory Management Specialist (Marjorie Lawrence) in
M/AS/FMD in a Property Loss report and to OCIO in a Cyber Incident Response
Report.

Portable assets with PII are not assigned to room locations in BarTracks. They are
assigned directly to people. If a portable asset with P1I is in storage, it is assigned to
the IT Specialist, who will be responsible for it. Before a staff member ends their
service with Peace Corps, a property report of all property assigned to them should be
printed out and all property assigned to them must be checked back in.

Other definitions

Inherently Governmental Function is a function that is so intimately related to the
public interest as to mandate performance by Government employees, ie, USDH or
FSCs. Inherently governmental functions include monetary transactions and
therefore, many aspects of property management. This does not mean that PSCs
cannot assist in these areas.

Property Management Software System (PMSS) is BarTracks, the software utilized
by Peace Corps to track and record assets.

Personal Property Management Handbook (PPMH) is this guide, which
supplements MS 511 with the procedures and processes necessary to carry out Peace
Corps policy on personal property management.



Personally Identifiable Information, as defined by OMB, is information which can
be used to distinguish or trace an individual’s identity, such as their name, social
security number, biometric records, etc. alone, or when combined with other personal
or identifying information which is linked or linkable to a specific individual, such as
date and place of birth, mother’s maiden name, etc.

Responsibilities and Separation of Duties

Peace Corps Headquarters:

Chief of Administrative Services will:

Provide guidance to the network of Peace Corps Property Account Holders and
Property Officers, ensuring that changes in regulations and procedures are
clearly and effectively communicated;

Ensure that Property Account Holders and Property Officers are trained and
aware of their duties and responsibilities;

Support Property Account Holders and Property Officers in their duties, clarify
difficult or unprecedented situations,

Inventory Management Specialist will:

Provide day to day support to Posts and RROs in property management

Train AO’s during OST and develop appropriate training materials for AOs to
use at Posts and RROs

Maintain the central BarTracks database at HQ
Maintain the Personal Property Management Handbook and update as needed
Supply barcode labels to Posts and RROs upon request

Work to improve overall property management at Peace Corps

Posts and Regional Recruiting Offices (assigned positions)

Property Account Holder (PAH)

Country Director or Regional Manager, unless otherwise assigned

Ultimately responsible for all property at Post/RRO



May be held financially liable for neglecting to safeguard and control U. S.
government property.

With two exceptions, generally not involved in day-to-day property
management, except in unusual or extremely difficult situations. Exceptions:

o PAH signs off on memo confirming the annual inventory and the annual
loss report every year.

o PAH confirms the return of AO property when an AO leaves a
Post/RRO

Property Officer (PO)

Administrative Officer, unless otherwise assigned

Responsible for carrying out functions to safeguard and control all U. S.
government property assigned to his or her office.

Ensures that property duties are assigned appropriately and that staff are well-
trained in how to carry out their duties

Oversees maintenance and utilization of property
Oversees the annual and semi-annual inventory and loss reports

Ensures BarTracks is updated as appropriate when assets are purchased or
disposed

Approves disposal when an asset is excess

May be held financially liable for neglecting to safeguard and control U. S.
government property.

All Staff and PCVs

Each employee , PSC, trainee, and VVolunteer is responsible for the proper care,
security, and effective utilization of U. S. government property issued for his/her use,
and may be held financially liable for the property if it is stolen, damaged, lost, or
destroyed as a result of negligence, improper usage, or willful action.

Other Duties at Posts and Regional Recruiting Offices (to be assigned by
Property Officer)



These duties are assigned by the Property Officer to the staff member deemed by the
PO to be the most appropriate. This Handbook will suggest who may be the most
appropriate staff member for the duties, but they are not required to be assigned in this
way. The Property Officer should assign the duties in whatever way leads to the most
efficient functioning Post or RRO.

The one requirement is that these duties must be assigned to separate people, in order
to ensure separation of duties and appropriate internal controls. If the same person is
purchasing an item, entering it into the database, and inventorying it, there are
increased chances of both mistakes and actual fraud. Having multiple people involved
in the life of the asset reduce the opportunities for mistakes or fraud.

BarTracks Database Maintenance Duties—One person should be assigned the task
of updating the database as new property is received and excess property is disposed
of. We suggest an Administrative or Financial Assistant. This person should not be
involved in purchasing or disposing of assets, other than recording the transaction in
the database. This person should not conduct inventories.

Conducting Inventories—The Administrative Officer must oversee inventory, but
generally is not the person who conducts the entire inventory. The AO will most
likely delegate the task of conducting the annual and semi-annual inventories to
someone. Larger posts will want to detail more support to this person, particularly for
the overall annual inventory in the fall, but we suggest that one person be selected as
the primary lead for these tasks. We suggest the General Services Officer/General
Services Manager. This person should not be the person

who maintains the database. The inventory is conducted with the BarTracks scanner,
which can then upload the updated information into the database. This also should not
be a person who is primarily responsible for or directly involved in purchasing or
disposing of property.

Purchasing and Receiving

An item purchased in a store is purchased and received at the same time—that is, the purchaser
pays the money and acquires the asset simultaneously.

An item ordered by phone or online is first purchased when money is sent to the vendor. The
vendor then ships the asset to the office and it is received by the office at a later date.

Purchasing/Receiving and Disposal—Ideally, the people who make the purchases
would be different from the people who receive property, and both of these would be
separate from the people who arrange for the disposal of excess property. This is not
always possible, and with some purchases, the act of purchase and the act of receiving
are essentially simultaneous. This is the ideal, and may not always be possible at
smaller offices.



At some smaller Posts/RROs, it may be difficult to completely segregate all of these
duties effectively, depending on the staff available. If you are having difficulties,
please contact the Inventory Management Specialist (Marjorie Lawrence) at HQ for
advice.

Acquisition and Receiving

The first step in acquisition is the determination of need. The Post/RRO realizes that
there is a need for an asset to successfully support the mission of Peace Corps. First,
the office should review the assets already on hand, to see if the asset is already
available and/or in storage. If the asset is not already owned by Post/RRO, then the
office should move forward with the correct acquisition procedures, as defined by the
OACM and the Overseas Contracting Handbook.

Once an asset has been ordered, a preliminary record can begin in BarTracks, the
inventory management software system. The preliminary record includes the Asset
Type, Category, Vendor, Manufacturer, Model, PO Number, and Unit Cost.

When the asset arrives at the Post/RRO, the following steps for Receiving should be
followed:

« Examine the asset to ensure that it arrived unbroken and in good condition

« Confirm that the Asset Type and quantity are consistent with what was ordered
from the vendor

« Locate the shipping documentation and confirm that it accurately describes the
shipped assets

« Ifany of the three conditions above are not accurate, the office should review
the contract for the purchase, if there is one, or consider contacting the vendor
and/or refusing the shipment.

Recording Acquisition Value of Property

Property Purchased by Post/RRO—Post/RRO should enter the acquisition cost of
the asset into the BarTracks system within two weeks of receiving the asset. The
acquisition cost is the cost of the asset, plus any delivery or installation costs. If
multiple assets arrive in one shipment, the delivery costs should be divided among the
delivered assets.

Property Purchased by HQ and Sent to Post/RRO—Post/RRO should contact
Headquarters for the acquisition cost information. In some situations, HQ may enter



the acquisition costs into the central database at HQ and synchronize the data to the
Posts/RROs.

Donated or Transferred Property—Donated/transferred property shall be recorded
in BarTracks at fair market value plus transportation charges or other costs connected
with placing the property in use.

Authority to accept certain types of donations is delegated by the Director of the
Peace Corps to the Director of the Office of Private Sector Initiatives, the Associate
Director for Management, and to Country Directors. For more information, see MS
114, “Delegation of Authority” and MS 721, “Gifts and Contributions to the Peace
Corps.”

BarTracks Records and Bar Codes

BarTracks Record--Once it is confirmed that the correct assets were shipped, arrived
in good condition, and are correctly documented, the Post/RRO can complete the
preliminary record in BarTracks. At this point, the asset should be tagged with a Peace
Corps property tag and the Peace Corps Property ID Number from the tag can be
entered into BarTracks. The Invoice Number, In-Service Date, Serial Number (if
applicable), and the Location of the asset can also be entered into BarTracks.

Bar Codes—the bar code tag should be placed in an easily accessible location on the
property. Post/RROs should attempt to be consistent with placement of labels and
placement on the front, lower right hand area of the asset is recommended. It should
be located where it will not interfere with any processing or action of the asset. If an
asset will lose value as a result of having a bar code tag attached to it (i.e., a piece of
art or tapestry), contact the Inventory Management Specialist at HQ for an
exemption.

The asset should be tagged and completely entered into BarTracks within two weeks
of its arrival at the Post/RRO. Bar code labels can be acquired by contacting the
Inventory Management Specialist (Marjorie Lawrence) at Headquarters.

Life of an Asset

During the life span of an asset, there are three main processes that need to be
followed:

Maintenance of the asset



Effective utilization of the asset
Control of the asset (detailed in following section)

Maintenance

Proper maintenance of the asset should be determined by the Post/RRO, based on the
asset type and manufacturer recommendations. If the asset has a warranty, the
warranty should be kept on file in case it is needed. At a minimum, assets should be
examined at the time of the yearly inventory to ensure that they are in proper working
order. If recommended by the manufacturer, assets should be examined more
frequently.

Assets in need of maintenance or repair should be evaluated for cost effectiveness. An
asset that will cost more to repair or maintain than it is worth should be disposed of in
accordance with Peace Corps regulations, as detailed later in this Handbook. If it is
less expensive to repair the asset than to replace it, the asset should be repaired as
soon as possible. Extended storage of assets that are not functional is wasteful of
space and money. It can also be dangerous, if a user assumes the asset is functioning
properly and injures themselves or others while attempting to utilize the
nonfunctioning asset.

Utilization

An asset should be in regular use while it is owned by Peace Corps. If an asset is
placed in long term storage, the Post/RRO should evaluate the costs of storage and the
likelihood of the asset being utilized in the near future. If the cost of storing the asset
over time is greater than the value of it, the asset should be properly disposed of, in
accordance with Peace Corps regulations.

Property Control

Owning an asset is useless if the Post/RRO cannot locate the asset when it is
needed. The risk of loss or theft of an asset and of waste, fraud, and abuse is greatly
minimized by appropriate property controls. However, property controls require
extensive staff efforts and funding. Therefore the property controls listed in this
section are designed to balance between:



« the value of the asset and the risks of its loss
and

« the time, effort, and costs of enacting the property controls.

Assets Subject to Standard Levels of Property Control

The following types of assets are subject to standard property controls: all
nonexpendable assets, all sensitive assets, and all residential assets. Peace Corps
requires the following types of property controls for these assets:

« Records maintained in BarTracks, the inventory management software system
« Check in/Check out of property via BarTracks

« Inventories

« Quarterly and annual reports to HQ and to other agencies when required

« Bar code tags/labels

Assets Subject to Higher Levels of Property Control

Nonexpendable and Sensitive Assets that are Capitalized are subject to all standard
levels of control and also to a higher level of control because these are

usually high cost assets. The CFO pulls reports on these assets quarterly and
Posts/RROs will be reminded to update and synch their BarTracks databases before
the end of the quarter.

Portable Assets capable of containing Personal Identifiable Information are
subject to all standard levels of control and also a higher level of control because they
are high risk assets. If lost or stolen, the information on them could be used by thieves
to steal people’s identities or otherwise compromise them. There is great potential for
damage to Peace Corps if private information is made public in this

way. Furthermore, the fact that these assets are small and portable makes them much
more likely to be lost or stolen.

Therefore, due to the high damage potential and the likelihood of theft or loss,
portable assets capable of containing PIl must be physically inventoried twice a



year. They are included in the annual inventory in September. They also must be
inventoried in March.

BarTracks: Property Management Software System

BarTracks is the property management software system. BarTracks is the tool utilized
to conduct inventories, to supply required reports, to update locations and to Check
In/Check Out assets to PC staff and PCVs. It must be updated regularly. Required
reports are drawn from BarTracks; therefore it is crucial that the information in the
system is accurate. All new nonexpendable, sensitive, and residential assets must be
entered into BarTracks within two weeks of receipt. Transactions in BarTracks are
recorded by user name and the system is fully auditable.

BarTracks contains the location of the assets and the Check In/Check Out
transactions. All residential furniture, all portable PII items (i.e., laptops, smart
phones, etc), and PCV-loaned equipment are assigned to people, not necessarily to
locations. When an asset is assigned to a person, that person’s name should be listed
as the Responsible Party for the asset in BarTracks.

Before a staff member leaves PC or before a PCV COS’s, a report of all property
assigned to that person should be generated and the Administrative Officer must sign
off on the return of all property and/or document its theft or loss. When the
Administrative Officer leaves Peace Corps, the Country Director/Regional Manager
must sign off on the return of all AO property.

Inventories

A full physical inventory is required annually. Physical inventory means that the item
was seen by the person conducting the inventory and the property tag was scanned
into BarTracks with the BarTracks scanner. The following property must be
inventoried annually: nonexpendable assets, sensitive assets, and residential assets.

The annual inventory is intended to produce the following results:
« Areport of all required personal property and its current location and value

« A report of any missing assets that could not be located; this is Post’s “Loss
Report”. Posts/RROs with excessive loss reports may be subject to evaluation
by PC Headquarters.

« An updated and more accurate BarTracks database as information gained in the
inventory is used to update the records in BarTracks



« Increased accountability among PC staff and VVolunteers leading to decreased
waste, fraud, and abuse of PC property

How to conduct the annual inventory:

Step 1—Decide who will be conducting the inventory. The person who maintains
the BarTracks database cannot also be the person who conducts the inventory. Also, a
person cannot be responsible for the inventory of property assigned to them. (The
PTO cannot take a scanner to their house and scan all the residential assets assigned to
the PTO). Generally, the person conducting the inventory is the General Services
Officer/General Services Manager, but the Property Officer can assign this duty
differently if this would be more effective for the Post/RRO. Depending on the size of
the post and the number of assets, there may need to be more than one person
assigned to conducting the inventory, but the PO should assign the primary
responsibility for coordinating the inventory to one person. The Property Account
Holder will give the final approval of the inventory.

Step 2—Make a plan. Make a list of all the locations that need to be inventoried (all
USDH residences, regional offices, PST sites, warehouses, etc). If Post has a large
Main Office, break it down by room or by floor.

Set a date for inventorying the property at each location. If the Post is extremely large,
space the inventory out over a few weeks. Conducting a physical inventory is
repetitious and time-consuming—trying to do too much at once leads to mistakes
from fatigue.

For the inventory of the IT equipment, the person conducting the inventory should ask
for assistance from the IT Specialist. However, the IT Specialist should not be the
person scanning the items into the BarTracks scanner.

For the inventory of the medical equipment, the person conducting the inventory
should ask for assistance from the PCMO/PCMC. However, the PCMO/PCMC
should not be the person scanning the items into the BarTracks scanner.

Make a list of all people who have property assigned directly to them. For portable
electronic items (laptops, smart phones, etc), set up appointments with them to bring
in the asset to be scanned into BarTracks. For USDH’s who have been loaned
furniture or equipment for their homes, set up an appointment to go to their house and
scan all the furniture and equipment into the scanner. You should not give the
occupant of the residence the scanner and ask them to scan their furniture. The
scanning of the residential furniture must be conducted by a person who does not live
in the residence.



Include time at the end of the plan for inventory reconciliation (locating assets that are
not where they are supposed to be). Reconciliation is time-consuming—make sure to
leave plenty of time for this—we suggest one week for every 1,000 assets owned.

Step 3—Update the information in the scanner. Go to the person who maintains the
BarTracks database. Connect the scanner to their computer and ask them to download
the database into the scanner.

Step 4—Inventory the first room/location. Using the BarTracks scanner, scan every
labeled asset in the room. Confirm that the location for the asset in BarTracks is
accurate to the actual location of the asset. Evaluate each asset for condition—is it
fully functioning? Does it need any repairs or maintenance? If it needs repairs or
maintenance, make a note in BarTracks.

If an asset that is in the room is listed with a different location in BarTracks, evaluate
the situation. Does this asset belong in this room? If so, update BarTracks with the
new location information. If the asset does not belong in the room, return it to the
room that is listed in BarTracks.

Step 5—Inventory all remaining rooms/locations—Continue as in Step 4 until all
locations and all property assigned to people has been scanned into BarTracks.

Step 6—Reconciliation—Upload the data from the scanner into the

database. Request a “Missing Assets” report in BarTracks. This will generate a list of
all assets that were not scanned in the most recent inventory. These assets must be
located and scanned. If an asset is assigned to a location in an office, the person
conducting the inventory must attempt to locate the missing asset. Assets that are
assigned to people must be located by the person to whom the asset was assigned.

Step 7—Prepare the “Loss Report”. This is the report documenting all Missing
Assets that could not be located. The Loss Report should include complete detail on
all missing assets, an explanation of efforts made by the Post/RRO to locate assets,
and, if the report shows excessive losses, a plan from the Post/RRO documenting how
they will improve their property controls and reduce losses in the following

year. Posts with excessive Loss Reports may be subject to evaluation from HQ to help
them develop procedures to tighten property controls. Repeated excessive Lo0sS
Reports may lead to investigation for suspected waste, fraud, or abuse at the
Post/RRO.

Semi-Annual Portable Assets with PII Inventory



Portable items capable of containing Personal Identifiable Information are high risk
assets. If lost or stolen, the information on them could be used by thieves to steal
people’s identities or otherwise compromise them. There is great potential for damage
to Peace Corps if private information is made public in this way. Furthermore, the fact
that these assets are small and portable makes them much more likely to be lost or
stolen.

Therefore, due to the potential high damage potential and the likelihood of theft or
loss, these assets must be inventoried twice a year. They are included in the annual
inventory in September. They also must be inventoried in March. Please follow these
steps for the March Portable PII Inventory:

Step 1—Property Officer selects someone to conduct the Portable PII Inventory. This
person should not be the same person who maintains the BarTracks inventory
database. It can be the same person who conducts the annual inventory. The Property
Officer or the Property Account Holder can give the final approval of the March
inventory.

Step 2—The selected person requests a BarTracks report of all the portable PII assets
assigned to people at Post/RRO.

Step 3—Schedule a time during the month of March with each person who has a
portable PIl asset assigned to them. Each person must bring in their assets to be
scanned. Scanning the assets is a very quick procedure; it should take only a few
minutes per person.

Step 4—If the person conducting the inventory has portable PIl devices assigned to
themselves, someone else must scan and inventory those devices.

Step 5—If there are portable PII assets that are in storage, they should be assigned to
the IT Specialist. The person conducting the inventory should schedule a meeting with
the IT Specialist to scan and inventory the assets in storage.

Step 6—Upload the data from the scanner into the database. Request a “Missing
Assets” report of portable assets with PII. This will generate a list of all Portable PII
assets that were not scanned in the inventory. These assets must be located and
scanned. Assets that are assigned to people must be located by the person to whom the
asset was assigned and then brought to the person conducting the inventory.

Step 7—Prepare the “Loss Report”. This is the report documenting all Missing Assets
that could not be located. The Loss Report should include complete detail on all
missing assets, an explanation of efforts made by the Post/RRO to locate assets, and,
if the report shows excessive losses, a plan from the Post/RRO documenting how they
will improve their property controls and reduce losses in the following year.



It should also include the best possible information on what type of PlI, if any, was in
the asset, what negative consequences may result from that information becoming
public, the number of people whose information was compromised, and whether those
people are staff or PCVs.

Quarterly and annual reports to HQ and to other agencies when required

With BarTracks, the reporting requirements for Posts and RROs are greatly
decreased. As long as BarTracks is kept up to date, the reports can be pulled by the
requesting office directly at Headquarters. The main property reports that Posts/RROs
are still responsible for are the Loss Reports detailed in the Annual Inventory and the
Semi-Annual Portable P1l Asset Inventory sections above.

The other property reports, including the quarterly Capital Asset reports, annual
disposal reports, and the Semi-Annual Capital Assets reports will be pulled from
BarTracks at HQ. Posts will receive reminder emails two weeks before the reports are
due, instructing them to make sure that their BarTracks inventories are fully up to date
and synchronized with HQ.

Bar Code Tags

Bar code tags can only be obtained from the Inventory Management Specialist at the
PC HQ (Marjorie Lawrence). It is very expensive to ship the tags by DHL. When
possible, the Post/RRO should request the tags well in advance of an IT refresh or
other large purchases so that the tags can be sent by pouch. Tags should be placed on
the asset within two weeks of its arrival. Further information on property tags is
included above, under the “Receiving” section of this Handbook.

Lost,Theft, Damaged and Destroyed Assets
(LTDD)

Lost vs Stolen Assets

Often, particularly with small assets, it is unclear whether the item was lost or stolen, or both. If a
staff member is pick-pocketed of her Blackberry, she may not be aware of whether it was stolen,
or if she has misplaced it.

For the purposes of property management, the only difference is that reporting a theft should
include a police report when needed.



If a nonexpendable or sensitive asset is lost, stolen, damaged or destroyed, the event must be
fully documented. In case of loss or theft, the Post/RRO must update BarTracks with
“Lost/Stolen” put in the disposal method. In cases of Lost/Stolen or irreparably damaged assets,
the Post/RRO must first notify the Inventory Management Specialist at HQ of the Lost, Theft,
Damage or Destruction, who will issue the Post/RRO with a Document Control Number.
Following the issuance of a Document Control Number, the “Personal Property Loss Report”
must be completed and a copy sent to the Inventory Management Specialist at HQ.

If there is an aggregate loss in a single incident of over $500 of residential assets or if over $500
of residential assets assigned to one person are Lost/Stolen within one year, the “Personal
Property Loss Report” must be completed and a copy sent to the Inventory Management
Specialist at HQ.

The “Comments” section of BarTracks on the lost/stolen asset should include notes on what
happened, who was responsible for the property, and what steps were taken to try to locate the
property. If a police report is filed, this must be kept on file at the reporting office.

If an item capable of containing P11 is lost or stolen, consult with the IT Specialist to determine if
a Cyber Security Incident Report needs to be filed and sent to HQ.

Excess Property and Property Disposal

Note on the Disposal of IT Equipment: Hard drives must be wiped/degaussed by the IT
Specialist before any property is transferred, sold, donated, or otherwise disposed of. This must
be documented in the IT disposal form by the IT Specialist.

It is the responsibility of the Property Officer to ensure that property which is no
longer needed by Post/RRO or which is no longer capable of fulfilling its function be
disposed of in a timely fashion. The practice of storing and accounting for property in
excess of requirements is uneconomical and an unnecessary administrative

burden. Accordingly, the Property Officer shall inspect property on a routine basis. If
property is not used or is under-used, immediate action should be taken to dispose of
such property either through transfer, sale, donation, or destruction.

All disposal of property must be undertaken in keeping with US Government
regulations and the requirements of the Peace Corps so as to be in the best possible
interest of the Peace Corps and the federal government. The Post/RRO must first
notify the Inventory Management Specialist at HQ of the disposal, who will issue the
Post/RRO with a Document Control Number. The following are the options for
disposal. The most preferred option is transfer to another Peace Corps office. You



may only move to the next option on the list if the previous option is not in the
financial best interests of the Peace Corps or is not currently physically possible:

Transfer to another Peace Corps office

Transfer to another federal agency

Sale by auction conducted by the local US embassy/GSA office

Sale by auction conducted by independent, commercial auction house
Sale by auction conducted by Peace Corps (requires permission from
Headquarters)

Donation to local charity or NGO

7. Destruction/abandonment
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Please note: Direct sales or donations of government property to Peace Corps
Employees, PSCs, Trainees, Volunteers, contractors or their employees, or any
other employee of the U. S. government are prohibited.

Transfer

The most preferred method of disposal is transfer to another Peace Corps office or to
another US government agency. While this is not always an option for Posts, it should
be explored when possible. RROs should work with their local GSA office on best
methods of transfer and/or disposal.

Documenting the transfer—Property that is transferred to another federal agency or
to another Peace Corps office must have its BarTracks record updated by two weeks
after the transfer date.

The method of disposal selected should be “Transfer” and the “Recipient” should be
listed as whatever agency or Peace Corps office took possession of the asset.

The office must also complete the SF-120 “Report of Excess Personal Property” and
the SF-122 “Transfer Order Excess Personal Property”.

Sale by auction conducted by local US embassy

Where possible, this is the most preferred option after transferring the property. Many
US embassies offer this as part of their ICASS packages. Please consult the Overseas
Financial Management Handbook for information on how to handle the money
received for the assets.



Documenting the Sale—When updating BarTracks, the method of disposal for assets
sold at an embassy auction should be “Sale”. The winning bidder should be listed in
“Recipient”, the Disposal Date is the date of the auction, and the Receipt Number
generated by the embassy should all be added to the database.

Proceeds of Sale can be complicated, as assets are sometimes auctioned in lots. If an
asset is sold on its own, list the proceeds of the sale in BarTracks. If an asset is sold as
part of a group of assets, estimate the percentage of the overall value that the asset
contributed to the sale.

Auction conducted by third party independent commercial auction house

This is an option when auction by the US embassy is not possible. Peace Corps may
engage a commercial auction house to auction off the excess property, if there is a
reasonable belief that the proceeds of the sales will be greater than the cost of paying
the auction house to dispose of the property. This type of sale is documented in
BarTracks in the same way as auction by the US Embassy would be.

Auction conducted by Peace Corps

This is only allowable in situations where there is no option to have the excess
property disposed of by either the US embassy or a third party commercial auction
house. The Post/RRO must get permission from M/AS/FMD at Headquarters to
conduct their own auction. The procedures must be documented in BarTracks and
elsewhere to ensure transparency.

Most importantly, please note that, just as with commercial auction houses, Peace Corps
Employees, Trainees, Volunteers, contractors or their employees are prohibited from purchasing,
bidding on, receiving as a donation, or otherwise acquiring Peace Corps property through direct
sale by Peace Corps, through an auction conducted by Peace Corps, or by any other process
conducted by Peace Corps.

The only appropriate method for Peace Corps Employees, Trainees, VVolunteers, contractors or
their employees to acquire Peace Corps property is through an auction, sale, or other process
conducted by an independent government agency other than Peace Corps (i.e., an auction
conducted by the US embassy or through purchase from GSA).



For further information on personal property management or to receive guidance on
situations not covered in this Handbook, please contact the Inventory Management
Specialist in the Facilities Management Division within the Office of Management:

Marjorie Lawrence

Certified Professional Property Specialist, NPMA
Inventory Management Specialist

Phone: 202-692-1139

Room 2303, Peace Corps HQ

RPCV Armenia 2002-2004

Appendix A—How to Categorize an Asset:



Appendix B—Sensitive Assets

Sensitive Assets always include, but are not limited to, the following:

Desktop (CPU)

External hard drives

Flash drive (thumb drive/USB drive/memory stick)

Laptop

Smart phone (Blackberries, or any other phone capable of receiving/sending email)

Any other electronic device capable of storing Personally Identifiable Information

If the following assets individually cost over $100, they are considered Sensitive
Assets:

Audio-Visual Equipment
CD player

Cell phone

DVD player

GPS

Microphone

Monitor

Printer

Satellite phone
STE/STU

Scanner



Television

VCR

Appendix C—Disposal Forms

SF-120 Report of Excess Personal Property

This report is filled out any time a Post or RRO declares assets are unneeded and will
be excessed, regardless of the method of disposal. It is located
here: http://www.gsa.gov/portal/forms/download/115706

SF-122 Transfer Order Excess Personal Property

This report is filled out when Peace Corps assets are transferred to another federal
agency (ie, a US embassy or GSA). It is located
here: http://www.gsa.gov/portal/forms/download/115722

SF-126 Report of Personal Property for Sale

This report is filled out when a Post or RRO opts to sell excess property. It is located
here: http://www.gsa.gov/portal/forms/download/115734

Lost or Stolen Property

Peace Corps also has a form to fill out when property is lost or stolen. It is available in
the Agency All folder here: S:\@Agency AINM\FMD\Property Management

If the asset that was lost/stolen is an IT asset, or if it contained PII, you may also need
to fill out the Cyber Incident Report Form, located
here: http://inside.peacecorps.gov/index.cfm?viewDocument&document id=5866&fil

etype=pdf
Please consult with the OCIO if you are uncertain as to whether this form is required.




