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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4500.2B

Subj:  PROPERTY CUSTODIAN GUIDANCE AND PROCEDURES

Ref:
(a) Property Management Manual, COMDTINST 4500.5A

(b) Physical Security Program Manual, COMDTINST M5530.1 series

1.
PURPOSE.  Establish policy and procedure for maintaining Coast Guard Personal Property at Integrated Support Command (ISC) Portsmouth.


2.
ACTION.


a.
The Comptroller Division, Logistics Branch Chief is designated as the Property Officer and shall ensure property is managed on board ISC Portsmouth per reference (a) and this instruction.

b. ISC Portsmouth Division Officers shall ensure that their Division/Branch Property Custodians are aware of and comply with the provisions of this instruction.

c. The ISC Portsmouth Security Officer will take action to investigate reports of lost or missing property in accordance with the direction in this instruction and references (a) and (b).

d. ISC Portsmouth Property Custodians shall ensure property within their custodial area is managed in accordance with the directions contained in this instruction and reference (a).


3.
DIRECTIVES AFFECTED.  CG ISC PORTSVA INST 4500.2A is cancelled.

4.
DISCUSSION.  Property Custodians are assigned by Division Officers and designated in writing by the Property Officer.  Property Custodians will be designated until the Division Officer assigns another individual.  Each custodian is assigned a custodial area that is normally a branch area of a division.  In some cases a single custodian may be assigned responsibility for an entire division.  The custodian is responsible for safeguarding and maintaining positive control of all Coast Guard Personal Property in his/her custodial area.  In accordance with reference (a), regardless of the property management exercised by the various command levels, good property management practices are the responsibility of the 

custodians.  Custodians meet these requirement by following published instructions and guides, applying good judgment and common sense, and by being cost-conscious.

5.
PROCEDURE. 

a.
The Property Custodian is responsible for:


(1)
Maintaining current custodial records for all in-use personal property within their custodial area.

(2) Initiating documents affecting the accountability or custody of property.   

(3) Maintaining oversight to assure the property is used for official purposes, as well as given proper care and protection.


(4) Identifying and reporting any property that is in excess of the needs of the custodial area.

(5) Requiring members within the custodian area to report to and coordinate through the custodian before transferring property from the custodial area, and report immediately when property is found damaged or missing. 

(6) Ensuring that lost/stolen, damaged, or destroyed property is reported immediately to the ISC Security Office, Property Manager and Property Officer.


(7)
Conducting required annual physical inventories, or more frequent as directed by the Property Officer.  The Property Custodian must have written documentation on hand to account for the location of property that is not available during an inventory, e.g., DD-1149, Request for Survey Worksheet (enclosure (2)).  The custodian must sign the completed annual inventory and return to the property officer.  When the Property Custodian signs the annual inventory they are verifying that they have positive control of all property on that inventory list.  Custodians signing an inventory list that they have not verified in accordance with paragraph 5.c below could be guilty of falsifying a government document.  If this occurs appropriate disciplinary action will be taken.  If property is found missing during the annual inventory, the ISC Security Officer will be notified and will conduct an investigation to determine the cause.  The Security Officer will make a determination on cause and within 72 hours provide information to the Property Officer to complete missing property reporting requirements to Commander, Atlantic Area.  If the custodian is found to be at fault for missing property, disciplinary action will be taken.


b.
A joint inventory must be taken by the custodian and the new custodian when a relief is required.  An independent person with no direct interest in the outcome must participate in all relief inventories.  The independent party will also sign the inventory.  In addition, a relief letter, as in enclosure (2), must be completed by the new custodian and forwarded to the Commanding Officer via the Property Officer.

c.
When completing an inventory, custodians must ensure that all property listed on the property record is present by verifying serial numbers or, in the absence of a serial number, by the assigned number used to identify the item.  These inventories must include any furniture in storage.  Custodians must add any items in their custodial area not previously reported but that meet the accountable/reportable criteria listed in paragraph 5.d below to their property records.

d.
The following are mandatory property items that will be placed on inventory at all times:

(1)
Leased or borrowed property,

(2)
Silver service, silverware,

(3)
Artwork, models and artifacts,

(4)
Foreign gifts and decorations,

(5)
All automation (computer) related equipment to include software,

(6)
Items valued at $2,500 or more,

(7)
And sensitive items with a value between $500 to $2,500 that include:  

(a)
Audiovisual equipment, 

(b)
Ecclesiastical equipment,

(c)
Measuring tools, 

(d)
Office machines, 

(e)
Powered hand tools, 

(f)
Recreational and athletic equipment, 

(g)
Testing instruments, and 

(h)
Inert or dummy weapons.

e.
All physical inventories for audit/relief purposes must be conducted from property reports generated with data obtained from the Oracle database by the Property Office.

f.
The Property Custodian will normally be assigned as the liaison for screening excess property at DRMO.  Custodian duties and responsibilities during the screening process will be outlined in the screening designation letter.

g.
The Property Custodian will be the liaison for processing excess property for delivery to DRMO through the Property Office.  Property Custodians must submit the Request for Survey Worksheet, enclosure (1), as a transmittal document to the Property Office listing the excess property to be disposed of through interagency transfer, DRMO or survey.  Property custodians must keep a receipt copy of the Request for Survey Worksheet in their property files to document initiation of the excess property disposal process.  This Worksheet passes the accountability for the property and the responsibility for update of the property inventory from the Custodian to the Property Office. 


h.
A property pass will be issued by the Property Officer for items that need to be temporarily issued to employees for official government business off site.


i.
Property Custodians must attend all scheduled training provided by the ISC Property Officer. 

j. As soon as a custodian discovers property missing under their span of control they must immediately notify the ISC Security Officer via email and copy the ISC Property Officer.  The Security Officer will conduct an investigation to determine the cause, and provide recommended disciplinary or corrective action to the ISC Executive Officer.  The Security Officer will also provide the information required for reporting in Section 9.d of reference (b) to the ISC Property Officer within 72 hours of the report to allow the ISC to meet the reporting deadline for missing property.  The Property Officer will draft the missing property report message and forward to the Executive Officer for review and release.  The Property Officer will take action to update the Property Account after the investigation has been completed.

k.
The ISC Property Officer will conduct random audits of ISC Portsmouth property accounts.  These audits will be unannounced and conducted by the Property Officer who will be accompanied by the Property Custodian.  The Property Custodian will be made available for these audits.  If discrepancies are noted during these audits, that custodian will be required to complete quarterly audits in accordance with the direction in paragraphs 5.a.6 and 5.c above. The Property Officer will report all audit results to the ISC Portsmouth Comptroller and Executive Officer for review and action.

6.
CONCLUSION.  

a. Law and regulation require property accountability.  Although being a Property Custodian is a collateral duty for most Property Custodians, it is imperative each Custodian takes these duties seriously.  Property custodians will be held accountable for maintaining positive control of the property under his or her span of control.  If it is found that a property custodian has been negligent in their duties, disciplinary action will be taken.  

b. The Property Custodian function is inherent to the successful completion of Coast Guard missions and plays a large part in the ISC’s successful support of the Commandant’s Direction to be good stewards, and the ISC Balance Score Card/Strategic Plan to “make good use of resources.”  This instruction provides a process that will protect the public interest by safeguarding government property, reduce the potential for fraud, waste and abuse, and provide a basis for validating our financial records to meet Chief Financial Officer Act requirements.

c. If custodians are unsure or unable to meet the responsibilities and requirements outlined in this instruction, they should inform their chain of command and discuss with the ISC Property Officer.





  //S//

                                                                R. D. GIBSON

Enclosure:
(1) Request for Survey Worksheet 


(2) Property Custodian Relief Letter

Enclosure (1) to CG ISC PORTSVA INST 4500.2B

                                                                                                  3 May 2004

                        ************REQUEST FOR SURVEY WORKSHEET**************

ORIGINATOR: _______________________________________________________________

                                              (NAME AND ORGANIZATION)

DESCRIPTION: _____________________________________________________________

MODEL NUMBER: __________________________________________________________

SERIAL NUMBER: ___________________________________________________________

MANUFACTURER: ___________________________________________________________

YEAR ACQUIRED: ____________________________________________________________

FSC GROUP: __________________________________________________________________

CONDITION CODE: ____________________________________________________________

                                                           (A, B, C, D, E, F)

QUANTITY: ___________________________________________________________________

UNIT PRICE: ___________________________________________________________________

REASON FOR SURVEY: _________________________________________________________

---------------------------------------------------------------------------------------------------------------------------------


         **************************COMPTROLLERS USE ONLY***************************

---------------------------------------------------------------------------------------------------------------------------------



DATE RECEIVED: ____________ RECEIVED BY:____________________________  INIT:_________

TYPE OF SURVEY: ________________________________________

PREPARE THE FOLLOWING DOCUMENT(S):


           ______CG FORM 5269

           ______SF 120 REPORT OF EXCESS

           ______DD 1149

           ______DD-1348-1A

Enclosure (2) to CG ISC PORTSVA INST 4500.2
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MEMORANDUM

	From:
	New Custodian
	Reply to
Attn of:
	New Custodian


	To:
	Commanding Officer, Integrated Support Command Portsmouth

	Thru:
	Property Officer

	Subj:
	RELIEF OF PROPERTY CUSTODIAN


	Ref:
	(a) Property Management Manual, COMDTINST 4500.5A

(b) Physical Security Program Manual, COMDTINST M5530.1 series

(c) Property Custodian Guidance and Procedures, ISC PORTSVA INST 4500.2A



1. Per references (a) and (c), a joint inventory was conducted with an independent observer on inventory date. All property listed on the property record is present and has been verified by serial numbers or, in the absence of a serial number, by the assigned number used to identify the item.  Any items not located have been documented in accordance with references.  All new items have been/will be added to the property listing.
2. As of current date, PO John Smith has relieved PO Jane Brown as the Property Custodian for the Comptroller Division, Logistics Branch.   

#
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