Development through Deployment: (2) Establish Property Administration Records
Task 2 of 10 for the Development through Deployment stage. Other Tasks: (1) Review & Accept Assignments, (3) Report Contract Deficiencies, (4) Construct a Risk Analysis, (5) Establish Property Audit Objectives (6) Plan a PMSA, (7) Conduct PMSA, (8) Respond to Reports of Property Loss, (9) Monitor unscheduled processes, (10) Dispose of property that is no longer required for performance–Refer to Sustainment/Disposal, Task (7) Administer FAR 45.6.  
DEFINITION: The CO may request administrative support from the Industrial Property Management Specialist (IPMS) according to FAR 42.302 (a) (3) Post-award orientation, (27) Property Administration (FAR Part 45) and (28) …disposal of contractor inventory (45.6); as well as to support (30) Requests for Government property and (65) Close-out [Ref. 4.804-5 (a)(5) Plant clearance report/(6) Property clearance,] and only when authorized 42.302 (b)(11) Support the preparation of evaluations of contractor performance (FAR 42.15). The IPMS must display the specialized knowledge, skill and ability described in this section for the administration of the contractor’s property management system.
	Purpose and Outcomes (Terminal Learning Objectives)

	 

	1. Establish a standardized working Contract Property File
2. Maintain information management tools to support data calls
3. Establish scheduled events to prepare for target dates, and prepare file to document follow-up actions



GENERAL INFORMATION/NARRATIVE:

Standardization pertains to all tasks of the Industrial Property Management Specialist (IPMS). Due to the continuous need to communicate in an auditable manner, accountability is best supported by structuring files in a standard format. A sample will be provided once consensus is reached on the CoP. The working file kept by an IPMS should make the following items available: Contractor information, including alternate locations; Stakeholder & Team Member Information, Contract Excerpts, Acceptance, CDRs & Notes (completion date, physical inventory plan, disposal plan); Pertinent History, Property List, Procedures (request letter, review summary), PMSA Documents, Loss Report List, Disposal Plan/Actions, Correspondence

Files must be maintained to eliminate outdated procedures, and organized to support communications up to the completion of a contract assignment. Unofficial correspondence, such the IPMS individual TDY hotel preference may support transfer of an assignment; however, such information belongs in a separate unofficial folder.

The following instruction is provided from the DCMA Guidebook Sections 4 and 5:
4.  Establish Electronic Files.  The PA shall establish the following electronic files within EDW.  Hard copy files are permissible to the extent EDW is not appropriate (classified contracts) or unavailable (overseas or remote locations).
    4.1. Contractor property Master File.  This is a “CAGE-level” or “Contractor-level” file, separate from contracts awarded under the CAGE code.  See Contract Receipt and Review Instruction, paragraph 1.4.2. The following documentation, at a minimum, is required for each assigned contractor:

· Risk assessments, including reviews of past risk assessments
· Documentation as to the appropriate level of oversight assigned to each contractor, as determined through an annual risk assessment
· Determinations as to why processes or elements were waived or determined to be not applicable (also include within  the Property Management System Analysis (PMSA) summary)
· Physical inventory report letters and documentation of adjustments/relief of responsibility
· Records of site visits
· Support property administration delegations and acceptances, PMSA summary reports or memoranda of record from the supporting PA
· Copies of audits and inspections performed by other activities, e.g., Defense Contract Audit Agency, Defense Security Service (DSS)
· Copies of contractor’s current property management system procedures (if practical)
· Copies of pertinent contractor internal audits
· Results of investigations and/or special reviews
· General correspondence
· Other documentation common to all contracts
    4.2. Contract File. The following documentation, at a minimum, is required for each assigned/accepted contract:
· All correspondence related to the contract
· Other contract specific documentation such as outside audits, etc.
    4.3. Property Management System Analysis File.  This is a “CAGE-level” or “Contractor-level” file, separate from contracts awarded under the CAGE code. See Contract Receipt and Review Instruction, paragraph 1.4.2.  The following documentation, at a minimum, is required for each PMSA:
· Documentation as to appropriate level of oversight as determined by the risk assessment
· All correspondence
· PMSA summary report, including memoranda of record for results of Limited PMSAs
· Support documentation such as work papers, sampling plan and narratives relating to any deficiencies and other support documentation to the extent practicable
· Sampling plan to support PMSA findings and conclusions
· Current Defense Property Administration Data System (DPADS) Function B (Property Control System Data) report for the CAGE/Contractor; or System for Integrated Contract Management (SICM) screen shots
· Current DPADS Function C (Government Property in the Custody of Contractors) report for the CAGE/Contractor or SICM screen shots
· Internal memoranda, e.g., to Contracting Officers, functional specialists
· List of attendees attending conferences such as entrance/exit conferences
5.  Assign New Contractors.  Within 30 days of contract assignment, the PA shall: 
    5.1. Send new contractors a letter of introduction advising them of their contractual responsibilities. The letter shall request a copy of their property management procedures and the names of appropriate points of contact.
            
    5.2. Submit a post award orientation recommendation (if warranted) to the ACO, including the rationale and recommended type of orientation.  See Contract Receipt and Review Instruction, paragraph 3.

    5.3. Review the contractor’s policies and procedures within 45 days of receipt.  If the procedures are initially inadequate, the PA may allow new contractors a reasonable amount of time, not greater than 45 days from the initial receipt of the procedures, to provide new procedures adequate to meet contractual requirements.  See paragraph 10, Conduct PMSA.

    5.4. If after 45 days the procedures remain inadequate, the PA shall:

        5.4.1. Inform the contractor of the deficiency.

        5.4.2. Follow the steps outlined in paragraph 13.  

        5.4.3. Schedule PMSA in accordance with paragraph 8.
        5.4.4. Update “Function B – Property Control System Data” (see http://mocasbb.dcma.mil).       
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