


                        PROPERTY CONTROL PROCEDURE FOR
                         GOVERNMENT FURNISHED PROPERTY
                                      AND
                CONTRACTOR ACQUIRED PROPERTY FOR THE GOVERNMENT


1.   PROPERTY MANAGEMENT 

     The Property Control Procedure is to be established as a guide for contractor management personnel to use for the control and management of Government furnished property and contractor acquired property for the Government.  The GP will be controlled in accordance with the FAR 45.5.

     Loss, Damage, or Destruction of Government Property. The Government property administrator shall be notified immediately of any L, D & D to Government property.  The L, D & D should be reported by letter on company stationary and signed by a company official who is authorized to contracts. The letter should include a list of Government property involved and the circumstances surrounding the discovery and/or cause of L, D, & D.


2.   ACQUISITION 

     Government property managed and controlled by the contractor is either furnished, acquired by the contractor for the government, and/or fabricated as authorized in the contract.                                                                      

     The procedure should address contractor's personnel reviewing the contract to insure the Government property received is contractually authorized to be furnished.  GP received without contractual coverage is to be reported to the Government property administrator for obtaining contractual coverage or disposition.

     Note: Purchase orders of property purchased by the contractor and titled by the Government are reviewed as part of the property system survey.  


3.   RECEIVING

     Contractor to address the following receiving steps in the procedure: notification to the receiving department of due-in-assets, physical delivery and initial inspection of property, reconciliation of assets received against due in records and preparation of receiving documents, release of assets from the receiving organization, quality or technical acceptance inspection as required, and distribution of assets and documentation.

     Note: Before any acceptance of the shipment, the carrier's signature to be obtained to acknowledge any discrepancies.

     The property administrator will be looking for an audit trail of property documented received and posted to record.







4.   IDENTIFICATION

     GP received or fabricated by the contractor to be identified; i.e. Material, Special Tooling, Special Test Equipment, Other Plant Equipment, Industrial Plant Equipment, and/or Agency Peculiar Property. 

     The GP is to be marked with a tag, etch mark or some other means as "Government Property."  Reference FAR 45.506.


5.   RECORDS 

     Reference FAR 45.505-1 through 45.505-14 for records.                      

     It is suggested when organizing property records that a property folder should be established for each contract.  The folder should be identified by contract number, project number or some other means for identification.   The folder should contain a copy the contract, correspondence, shipping documents, disposition forms, and other related information.

     Records of the GP should contain the minimum information: contract number, assigned identification number, national stock number, description of property, cost, location, amount received, amount shipped, and balance on hand. The records may be maintained on ledger,record card or computer print-outs depending on the contractor's record system.


6.   MOVEMENT

     Movement of GP must be controlled through some type of documentation so that records may be updated to show changes in quantities and location. 


7.   STORAGE

     Controls should be established to permit ready location and identification of GP.  Precautions should be taken to protect the GP from deterioration, weather, unauthorized removal, pilferage, loss, damage and improper usage. 

     Refer to FAR 45.507 for the commingling of GP.


8.   PHYSICAL INVENTORIES 

     Reference FAR 45.508-2 for reporting results of inventories.
     The contractor shall inventory all Government property and report the results on company stationary to the property administrator.  The physical inventory type, frequency and procedure to be approved by the property administrator.  The physical inventory shall consist of sighting, describing, recording and reconciling the property with the records.  The contractor shall require its subcontractor's to perform a physical inventory of GP in their possession and report the results in writing to the contractor. The results of the subcontractor inventory shall be included with the contractor's letter of inventory.




9.   REPORTS

     The contractor is responsible for preparing appropriate reports as prescribed in the FAR 45.505-14 and DFARS 245.505-14 for all DOD Contracts.  

     The contractor shall provide a report, by contract, of all DOD property in its possession.  The report shall be as of 30 Sep each year.  The property bearing contracts which are closed with a zero balance prior to September 30 shall be reported at the time the property balance becomes zero.  The reporting requirement shall flow down to include DOD property in the possession of subcontractors.  The contractor shall prepare the report (including property in possession of subcontractors) on DD Form 1662 and submit it to the Government Property Administrator by 20 October each year.


10.  CONSUMPTION 

     Material to be consumed into an end item only as required by the contract.  Material to be maintained in reasonable quantities for the work being performed.            


11.  UTILIZATION

     Reference FAR 45.509-2 for utilization.

     The GP to be used for authorized purposes only and a system should be in place to determine if property is excess to the contractor needs.  Note: There must be a contractual requirement for all GP in the possession of the contractor.

      Note: For facilities, the contractor's procedures shall include an acceptable method of accumulating utilization data in sufficient detail to provide visibility as to the extent and manner of use of all Government-owned facilities. All contractor utilization systems must provide written procedures for each type or group of property.

      Note: For reference,  FACILITIES means property used for production, maintenance, research, development or testing.  It includes PLANT EQUIPMENT and REAL PROPERTY.  It does not include material, special test equipment, special tooling or agency-peculiar property (FAR 45.301).   PLANT EQUIPMENT means property of a capital nature (equipment, machine tools, test equipment, furniture, vehicles, and accessory and auxiliary items).

                                  FACILITIES
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12.  MAINTENANCE

     Reference FAR 45.509 and 45.509.1 for maintenance.

     Applicable Government property clauses and special contract provisions require contractor's to establish and maintain a program for the maintenance, repair, protection, and preservation of GP (i.e., Facilities, ST, STE and APP) in accordance with sound industrial practice and the applicable provisions of FAR 45.5.

     The maintenance program should be tailored to efficiently initiate, control, perform, and document maintenance functions for Government property provided under the terms of the contact.  The plan should include procedure and maintenance instructions that communicate company standards and techniques to operational and maintenance personnel. The program should provide for preventive maintenance, corrective maintenance, and maintenance management.

     Preventive Maintenance.  The PM program should include the recurrent day- to-day scheduled systematic first level care of property, such as lubrication, adjustment, servicing, and inspection. 
     Corrective maintenance.  The CM should provide for the reporting, initiating, and performance of maintenance outside the scope of PM, but within the contractor's normal maintenance obligation.  Note! Any work outside of the normal maintenance obligation, such as capital rehabilitation, requires CO authorization.
     Maintenance Management.  The procedure should address all management control functions, lines of authority, and responsibility. 


13.  SUBCONTRACTOR CONTROL

     The contractor is responsible for the management controls, records and physical inventory of Government property located at subcontractor's plants to the extent outlined in the FAR 45.5.  

     The purchase order to the subcontractor shall include the following:     

          1. A statement that the property furnished is Government-owned.
          2. The contract number.
          3. A statement that the GFP is to be managed and controlled in              accordance with FAR 45.5.
          4. Description of the GFP being furnished by or acquired for the              Government and the contract requirements are flowed down.           
             Note! "The prime contract property clause will dictate the flow              down requirements and who is responsible for loss of GFP".


14.  DISPOSITION

     Government property to be reported by the contractor for disposition in accordance with FAR 45.6, other contractual requirements or direction from the contracting officer.






15.  CONTRACT PROPERTY CLOSE-OUT

     At the completion or termination of the contract, the following actions should be performed by the contractor and be included in the procedure:

          1. Conduct a physical inventory of GP remaining accountable to the              contract.
          2. Report to the property administrator the GP remaining and              accountable to the contract and for the purpose of getting disposition  instructions.
          3. Preparation of series SF 1400 Inventory schedules for disposition of GP. 
          4. Preparation of DD 1149 Shipping Documents for GP to returned to              the Government or to another contract.
          5. Submit a letter to the property administrator, written on company stationary, stating no Government property remains accountable to              the contract after all actions have been completed.    








        --------------------------         ----------------------------
        Contractor Representative          Property Administrator  
        Name


        -------------                      -----------
        Date                               Date 

