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Digest:  6404.4 and 6414.1  Updates Property Management Officer and Accountable Property Officer. 6414.33 Updates accountable Property listing.  Adds individual Property Inventory Form.

6404.4 - Property Management Officer.
1.
The Lead Purchasing Agent (GS-9) for the Northern New Mexico Procurement and Property Service Center is designated Property Management Officer  (PMO)  for the Cibola National Forest, ID No. CK-11-35-0303-00.  The PMO will designate Accountable Property Officers (APO's) to assist in property accountability and control.

6414.1 - Accountable Property Officer.
1.
The Accountable Property Officer (APO) designated by the Property Management Officer (PMO) to assist in accounting and control of Property in their respective units. Their duties and responsibilities are outlined in FSM 6414.1. The following positions are designated Accountable Property Officers.

	UNIT
	ACCOUNTABLE OFFICER
	ID NUMBER

	MT. Taylor Ranger District
	District Ranger
	CK1135030300CB

	Magdalena Ranger District
	District Ranger
	CK1135030300CC

	Mountainair Ranger District
	District Ranger
	CK1135030300CD

	Sandia Ranger District
	District Ranger
	CK1135030300CE

	Black Kettle National Grassland
	District Ranger
	CK1135030300CF

	Kiowa/Rita Blanca

 National Grassland
	District Ranger
	K1135030300CG

	SUPERVISOR'S OFFICE:

Budget & Finance/

Resources/Personnel/

Procurement/Recreation/

Lands/Survey/Archaeology/

Range/Wildlife/Timber/

Soil/Air/ Water/Fire
	Administrative Officer
	CK1135030300CI

	Engineering/Fleet &

Equipment
	Forest Engineer
	CK1135030300CJ

	Telecommunication
	Communication Section Head
	CK1135030300CK

	Information
	Public Affairs Officer
	CK1135030300CL

	Computer
	Computer Section Head
	CK1135030300CM

	Law Enforcement
	Law Enforcement Officer
	CK1135030300CA


Accountable Property Officers may designate property custodians at the District and So functional levels.  Property custodians are responsible to the APO for insuring proper use, care and protection of property assigned to them, including the maintenance of the units property records, preparing the appropriate property forms and assisting in the physical inventory.

6414.3 - Property Accounting Clerk.
1.
The Contract Specialist in the Property & Procurement Section is designated as the Property Accounting Clerk (PAC).  The PAC is responsible for the data entry of accountable personal property into the Property Management Information System (PMIS).  Following the procedures outlined in NFC Procedures: Title VI, Chapter 9, Section 2.

6414.31 - Property Record Forms
Numbering and Filing.  As of January 1 of each year, Districts will set up and maintain separate document numerical files for Forms AD-107, AD-109, and AD-112. Documents should be numbered beginning with No. 1 each calendar year.

6414.33 - Accountability for Property Denoting Official Authority, Negotiable Property of a Personal Character.
In addition to accounting for all property valued at $5,000 or more, the following items are of Sensitive Nature and will be accounted for in the Property Management Information System.

	
	Acquisition Cost

	  Firearms
	Any amount

	  Livestock  (horses, mules, llamas)
	$500 and above

	  Riding Saddles
	$500 and above

	  Communications ( includes; mobile 

  radios, portable radios, base stations                     repeater stations)
	Any amount

	  Information Technology

  Personal, Multimedia, and network   computers (desktop, laptop, and       notebook, high resolution monitors)
	$500 and above

	  Radiological Equipment

(i.e. , soil moisture gages) 
	$500 and above

	 Federal Excess Personal Property
	Any dollar amount


The following items will not be entered into PMIS, however they are of a personal nature and will be accounted for.  Maintain accountability using form AD-107 or the attached Individual Property Inventory Form.

Keys, Forest Service

Keys, Office

Badge, Forest Service

Identification Card, Forest Service

Telephone Credit Card

                                       NAME:                                           

INDIVIDUAL PROPERTY INVENTORY

INDICATE THE QUANTITY, DATE, AND SERIAL NUMBER (IF APPLICABLE), OF EACH ITEM SIGNED OUT.  ALL ITEMS SHALL BE RETURNED BEFORE SIGNING OFF ON FINAL SALARY OF

EMPLOYEES SEPARATION.  THE PARENTHESIS SHOWS ITEMS THAT ARE ACCOUNTABLE SENSITIVE PROPERTY AND THEIR DOLLAR LIMITATIONS.

	ITEM   
	QUANTITY 
	SERIAL # 
	DATE ISSUED
	DATE
RETURNED

	Key, FS 
	
	
	
	

	Key, Office 
	
	
	
	

	Key, Other
	
	
	
	

	Telephone Credit Card
	
	
	
	

	Motor Pool Credit Card
	
	
	
	

	Badge, FS
	
	
	
	

	Forest Service ID Card
	
	
	
	

	Fire Arms (All)
	
	
	
	

	Furniture (over $500)
	
	
	
	

	Audio/Visual (over $500)
	
	
	
	

	VCR's Projectors
	
	
	
	

	Cameras/Access, (over $ 500)
	
	
	
	

	Radios/Comm. (over $5oo)
	
	
	
	

	Calculator
	
	
	
	

	Chain Saw
	
	
	
	

	Personal Computer
	
	
	
	

	Sleeping Bag
	
	
	
	

	Tent
	
	
	
	

	Binoculars
	
	
	
	

	Miscellaneous Other
	
	
	
	


EMPLOYEE SIGNATURE                                                 DATE         
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