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         COMDTINST M4500.5C 

         23 MAR 12 

COMMANDANT INSTRUCTION M4500.5C    

 

Subj: U.S. COAST GUARD PERSONAL PROPERTY MANAGEMENT MANUAL 

 

Ref: (a) Personal Property Management Directive, DHS Management Directive, MD 0565 

(b) Capitalization and Inventory of Personal Property, DHS Management Directive, 

MD 1120 

(c) Financial Resource Management Manual (FRMM), COMDTINST M7100.3 

(series) 

(d) Supply Policies and Procedures Manual (SPMM), COMDTNST M4400.19 

(series) 

(e) Coast Guard Internal Controls Program, CONDTINST 5700.10 (series) 

(f) U.S. Coast Guard Competency Management System Manual, COMDTINST 

M5300.2 (series) 

(g) Federal Logistics Information System (FLIS) Procedures Manual, DoD  

4100.39-M 

(h) Military Standard Transaction Reporting and Accounting Procedures, DoD 

4000.25-2-M 

(i) Information and Life Cycle Management Manual, COMDTINST M5212.12 

(series) 

(j) National Environmental Policy Act Implementing Procedures and Policy For 

Considering Environmental Impacts, COMDTINST M16475.1 (series) 

(k) Qualified Recycling Program (QRP), COMDTINST 16477.5 

(l) Coast Guard Medical Manual, COMDTINST M6000.1E 

 

1. PURPOSE.  This Manual prescribes policy applicable for the effective management of Coast 

Guard personal property.  This Manual also: 

a. Integrates the broad requirements of Title 40 of the U. S. Code, and the Chief Financial 

Officer‘s (CFO) Act of 1990 as amended, and other applicable legislative acts into an 

overarching personal property accountability policy. 
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b. Outlines the requirements that reflect both the accounting perspective, which supports the  

documentation of life-cycle events and transactions, and the logistical accountability 

perspective, which supports the life-cycle management of assets. 

c. Provides a framework for subordinate personal property accountability policies and 

procedures. 

d. Assigns roles and responsibilities to Coast Guard Directorates, Program Offices and other 

Coast Guard Property Managers. 

e. Provides information on requirements for small arms ammunition, COMDTINST 

m8000.2 (series).  (To obtain a copy of this Manual, contact Commandant (CG-65) at 

202-475-3637). 

2. ACTION.  All Coast Guard unit commanders, commanding officers, officers-in-charge, 

deputy/assistant commandants, and chiefs of headquarters staff elements shall comply with 

the provisions of this Manual.  Internet release is authorized. 

3. DIRECTIVES AFFECTED.  U.S. Coast Guard Personal Property Management Manual, 

COMDTINST M4500.5B is hereby cancelled. 

4. MAJOR CHANGES.  Chapter 5 has been deleted with a reserved place for new material.  

The Defense Reutilization & Marketing Office (DRMO) and its worldwide field sites have 

taken on a new single name – DLA Disposition Services (Site).  When it is necessary to 

distinguish one site from another, they can be referred to as ―DLA Disposition Services at (a 

designated place name)‖ to specify locations. 

5. REQUEST FOR CHANGES.  Units and individuals may recommend changes by writing 

via the chain of command to: 

 

COMMANDANT (CG-844) 

ATTN PROPERTY ACCOUNTABILITY DIVISION 

US COAST GUARD 

2100 2ND ST SW, STOP 7245 

WASHINGTON DC 20593-7245 

6. DISCUSSION.  Government Personal Property accountability cannot be over emphasized 

and is prescribed by law as well as Departmental regulation.  The objectives of personal 

property management within the Coast Guard are to provide a means to protect the interests 

of the public by effective and efficient management of those assets entrusted to the Coast 

Guard.  By eliminating instances of fraud, waste, and abuse, asset managers will ensure the 

validity of related financial records and accounts.  To ensure continued good stewardship of 

the public trust, personnel tasked with personal property responsibilities must effectively 

maintain accountability and control systems that: 

a. Records all personal property and its acquisition or appraisal costs for which maintenance 

and accountable control are required. 

b. Assigns responsibility for safeguarding its control, use, care, and protection. 
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c. Monitors items from date of receipt to final disposal, obtaining and retaining audit trail 

documentation such as the Manufacturer's invoice, Requisition & Invoice Shipping 

Document, (DD-1149), or the Release Receipt Document, (DD-1348-1A), and any other 

type of receipt that identifies the unit of issue, quantity received and original acquisition 

cost, such as the contract, the Statement of Work, the receiving report and the proof of 

payment.  Assists and supports the maintenance of personal property financial records 

and accounts in accordance with CFO requirements and requirements. 

7. RECORDS MANAGEMENT CONSIDERATIONS.  This Directive has been thoroughly 

reviewed during the directives clearance process, and it has been determined there are no 

further records scheduling requirements in accordance with Federal Records Act, 44 U.S.C. 

3101 et seq., National Archives and Records Administration (NARA) requirements, and 

Information and Life Cycle Management Manual, COMDTINST M5212.12 (series).  This 

policy does not have any significant or substantial change to existing records management 

requirements. 

8. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  Environmental 

considerations were examined in the development of this Manual.  Under Sections B and C 

of Enclosure 7 to the Coast Guard Directives System, COMDTINST M5215.6 (series) 

environmental considerations are applicable to this Manual.  New or revised policy, such as 

this Manual, triggers the requirements of the National Environmental Policy Act (NEPA) per 

NEPA Regulations at 40 CFR Part 1508.18.  This Manual delineates organizational and 

environmental responsibilities with regard to personal property operations, and management 

and disposal of the equipment at each facility, including compliance with environmental 

laws.  Organizational responsibilities, policies, and procedures for environmental compliance 

have been established in such a way as to minimize the negative impact upon the 

environment.  Every effort shall be made to specify or design new or upgraded assets in ways 

that, during their construction/manufacturing phase and over their operational life, minimize 

the use of hazardous materials and/or generation of hazardous wastes.  Shelf-life programs 

should reduce waste by utilizing the First-In, First-Out (FIFO) techniques and by way of 

shelf-life extension programs.  Furthermore, property that is, or was, potentially 

contaminated due to past construction techniques or inadvertent introduction by day-to-day 

usage requires personnel to comply with all applicable environmental laws, regulations and 

DHS and Coast Guard environmental policies.  All Coast Guard acquisition and disposition 

of personal property requires some level of Coast Guard compliance with the National 

Historic Preservation Act (NHPA) and COMDTINST M16475.1 (series).  Actions that may 

have the potential to impact historic Coast Guard personal property may trigger NEPA and 

also trigger the requirements of the National Historic Preservation Act (NHPA) for guidance 

when contemplating acquisition or disposition actions.  Because this Manual assigns 

environmental responsibilities to ensure environmental compliance and is otherwise 

administrative in content, this Manual is categorically excluded under Coast Guard 

categorical exclusions #1 and #27, as found in Figure 2-1 of Coast Guard NEPA, 

COMDTINST M16475.1 (series) from the requirement to prepare an Environmental 

Assessment or Environmental Impact Statement under NEPA. 
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9. FORMS/REPORTS.  The forms referenced in this Manual are available in USCG Electronic 

Forms on the Standard Workstation or on the Internet: http://www.uscg.mil/forms/;CGPortal 

at https://cgportal.uscg.mil/delivery/Satellite/uscg/References; and Intranet at 

http://cgweb.comdt.uscg.mil/CGForms.  To obtain a copy of Form SF-97, Government 

Certification of Release of a Motor Vehicle, contact Commandant (CG-84) at 202-372-3635. 

 

  

 

 

 

S. P . METRUCK /s/ 

Rear Admiral, U. S. Coast Guard  

Assistant Commandant for Resources 

 

http://www.uscg.mil/forms/;CGPortal
https://cgportal.uscg.mil/delivery/Satellite/uscg/References
http://cgweb.comdt.uscg.mil/CGForms
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CHAPTER 1. INTRODUCTION TO PERSONAL PROPERTY 
MANAGEMENT 

1.1 Policy 

 

All persons entrusted with the management of government property shall comply with the 

policies and procedures identified in the listed references and shall also: 

 

a. Possess and continually demonstrate an appropriate level of competence and proficiency in 

property management and accountability, with a working knowledge of related fields such as 

financial accounting, supply, physical inventory management, physical security, logistics, 

property law, safety, environmental protection, demilitarization (DEMIL), administration, 

and business management in accordance with current laws and regulations; 

 

b. Be held to the highest ethical standards; and 

 

c. Be responsible and accountable for the proper use, care, and physical protection of all 

Government-owned, borrowed, loaned, or leased property.  This tasking includes: 

 

(1) Using any Government property for official use only.  (Per 5 CFR, ―No 

employee or member of the [Coast Guard] may use or authorize the use of 

Government property for other than Official Purposes.‖) 

 

(2) Complying with all applicable regulations; 

 

(3) Contacting and reporting to the appropriate authority if Government 

property is subjected to undue risk of loss, damage, destruction, theft, 

fraud, waste, abuse, and/or mismanagement; and, 

 

(4) Recognizing that failure to comply will result in disciplinary action under 

the Uniform Code of Military Justice (UCMJ) or civil penalties. 

1.1.1 Accountability Control 

 

Each Coast Guard unit shall maintain an effective property accountability and control system by 

following the requirements outlined in this Manual. 

1.2 Definitions and Responsibilities 

1.2.1 Property Management  

 

Property management is defined as ―a monitoring and control function, charged with assuring 

that organizational processes related to the lifecycle management of property support the 

organization‘s objectives, represent sound business practices, and are compliant with applicable 
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standards, policies, regulations, and contractual requirements.‖  Responsible property 

management is the effective control of the acquisition, use, safeguarding, and disposal of any 

type of property (real or personal).  The goal is to account for the asset while preventing 

deterioration through proper maintenance and storage techniques.  This includes, but is not 

limited to: 

 

a. Procuring the most economical property to fulfill requirements; 

 

b. Ensuring proper use to prevent abnormal deterioration and damage; 

 

c. Conducting regular inspection and maintenance; 

 

d. Retaining only property required for the unit‘s routine operation; 

 

e. Ensuring that required property is on hand to fulfill unit missions; 

 

f. Establishing accountability and control to protect, preserve, and maximize the use of existing 

assets; 

 

g. Scheduling rotation or replacement programs to extend property lifecycles; 

 

h. Providing proper security and storage; 

 

i. Referring excess property to other field activities to promote continued use of existing 

property; 

 

j. Promoting investment recovery through the proper disposal of excess property in accordance 

with applicable policies, procedures, related laws and regulations; 

 

k. Exercising environmental stewardship in personal property management by 

ensuring compliance with the National Environmental Policy Act (NEPA) and other 

applicable environmental laws and regulations before making final decisions on, or 

implementing, any personal property management actions; 

 

l. Exercising stewardship of historic personal property eligible for inclusion on, or included on 

the National Register of Historic Places, and consider the effects of Coast Guard personal 

property management actions on such property in consultation with the public and interested 

parties before making final decisions on or implementing any personal property management 

actions as required by NEPA and the National Historic Preservation Act (NHPA) and related 

laws and regulations; and 

 

m. Disposing of property in accordance with applicable policies, procedures, related laws and 

regulations. 
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1.2.2 Personal Property 

 

In broad terms, personal property means any property, except real property.  Specifically, 

personal property is all expendable and non-expendable, tangible assets including vessels, boats, 

vehicles (including  trailers), major electronics systems, stand-alone electronics, electronic test 

equipment, general purpose equipment, small arms, weapons systems, computers, Aids to 

Navigation (ATON) equipment, buoys, personal protective equipment, artwork, models, and 

artifacts.  It also includes intangible intellectual assets such as patents or internal-use software.  

Personal property also includes items used to produce goods or services in support of the Coast 

Guard‘s mission (i.e. property, plant, and equipment used by the Coast Guard Yard in the 

shipbuilding and repair process). 

 

Under 41 CFR 102-36.40, integral related personal property is any federal property, except real 

property (buildings, land, structures), records of the federal government, and naval vessels of the 

following categories:  battleships, cruisers, aircraft carriers, destroyers, and submarines.  The 

Federal Accounting Standards Advisory Board (FASAB) states that personal property has an 

estimated useful life of more than two years, is not intended for sale in the ordinary course of 

operations, and has been acquired or constructed with the intent of being used or available for 

use.  Personal property also includes capital leases, and property owned by the Coast Guard in 

the hands of another agency (e.g. government-furnished equipment in the hands of a contractor, 

or items the Coast Guard has loaned to another entity).   

 

Capitalized Personal Property is personal property which has an acquisition value of $25,000 and 

greater if acquired prior to 30 September 2003 or $50,000 if acquired 1 October 2003 and later.  

Once classified as capitalized property, it is always considered capitalized while owned by the 

Coast Guard. 

 

Personal Property does not include property that is affixed to real property or is an integral part 

of real property (see the Federal Management Regulation [FMR] Section 102-71.20, pursuant to 

the Federal Property Act at 40 USC Section 101 et seq. 

1.2.3 Non-expendable Personal Property 

Personal property which has a normal life expectancy of more than two years, has continuing use 

as a self-contained unit, is not consumed in use, does not lose its identity when put to use. 

1.2.4 Accounting for Mandatory, Sensitive, and Optional Personal Property 

 

Mandatory accountable personal property is any item that must be accounted for in a Coast 

Guard system (e.g. any item above $2,500 in historical cost and/or are sensitive and highly-

pilferable, etc.).  Optional personal property is any item that may be accounted for in a Coast 

Guard system (e.g. items that are below $2,500 in historical cost and are not highly pilferable, 

etc.) at the discretion of the Accountable Property Officer and/or command cadre. 
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1.2.5 Operating Materials and Supplies (OM&S) 

Operating materials and supplies consist of tangible personal property to be consumed in normal 

operations.  Excluded are: goods that have been acquired for use in constructing real property or 

in assembling equipment to be used by the entity; stockpile materials; goods held under price 

stabilization programs; foreclosed property; seized and fortified property; and, inventory per 

SFFAS (Accounting for Inventory and Related Property) No. 3, October, 1993. 

These items are tracked in a Coast Guard Inventory system(s) at the unit level.  Physical 

inventory procedures can be found in the Supply Policy and Procedures Manual (SPPM) 

COMDTINST M4400.19 (series).  

1.2.6 Inventory 

Inventory is tangible personal property that is (1) held for sale, (2) in the process of production 

for sale, or (3) to be consumed in the production of goods for sale or in the provision of services 

for a fee per SFFAS (Accounting for Inventory and Related Property) No. 3, October, 1993).   

1.2.7 In-Use Property 

An item assigned for use and which is performing or serving its intended operational 

function.  In-use property does not include items in stock or accounted for in other 

property records (e.g., work-in-progress, supply system, or property pending disposal). 

1.2.8 Idle Property 

Items not in active use or items pending disposal.  Such items remain on the unit‘s record until 

final disposal has taken place. 

1.2.9 Impairment of Assets 

The asset is impaired due to damage, deterioration, or engineering/construction issues that 

preclude it from performing its mission.  Once the unit has determined that an asset is impaired, 

contact Commandant (CG-844).  Categories of assets which experience impairment typically 

include (but are not limited to): 

a. Aircraft 

b. Cutters 

c. Barges 

d. Boats 
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1.3 Objectives of Personal Property Management 

 

Personal property accountability is required by law, regulation, policy and accounting standards.  

The objective of personal property management is to provide a means to protect the interests of 

the public by safeguarding government property and eliminating fraud, waste and abuse; to 

provide the basis for achieving effective and efficient management of assets and to assure the  

validity of related financial records and accounts.  Personal property managers shall 

maintain an effective accountability and control system that: 

 

a. Assigns responsibility for its control, use, care, and protection; 

b. Monitors internal controls by ensuring each mandatory item is properly identified in the 

―official‖ CG tracking system from the date of receipt to final disposition, and that auditable 

documentation is on hand to support each item/transaction. 

c. Maximizes usage of assets on hand and reutilizes assets when the originator no longer 

requires it; 

 

d. Limits procurement to reasonable standards based on mission needs and equipment on 

hand; 

 

e. Maintains stewardship responsibility; and 

 

f. Maximizes the return on the Government‘s investment in the asset. 

1.4 Management Controls and Tools 

 

Property managers rely on the following tools and controls to effectively control and 

account for the material they are responsible for: 

 

a. Oracle Fixed Asset Module (Oracle FAM).  Oracle FAM is one module in a suite of Oracle 

products which are stored and managed at the Coast Guard Finance Center (FINCEN).  This 

suite is called the Core Accounting System (CAS).  Oracle FAM is the system of record for 

all capitalized personal property in the Coast Guard (with the exception of the Coast Guard 

Yard‘s ship building and repair assets and the logistics programs‘ repairable spares).  Oracle 

FAM shall comprehensively describe standalone, capitalized C4&IT supported electronic 

equipment by serial number, complete description, and the Commercial Activity 

Government Entity (CAGE) nomenclature. Subsequent transfer of individual equipment 

from unit to unit, or from unit to SFLC, must be reflected in the Oracle FAM database to 

accurately track the asset by serial number.  Initial procurement records for each standalone 

capitalized by C4&IT electronic equipment and electronic systems and all transferring 

documents Requisition & Invoice Shipping Documents (DD-1149s), Release Receipt 

Documents (DD-1348s), et al, and excess property documentation, must be entered into the 

FINCEN database in association with the asset throughout its life. 
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b. Allowance Lists.  These are provided by program managers as a management tool to 

provide the basic types and maximum quantities of property required for the effective 

performance of a unit's mission.  Two examples of management through allowance lists are 

the microcomputer allowances established by Commandant (CG-6) and the boat allowances 

established by Commandant (CG-731). 

 

c. Technical Guidance.  To provide technical guidance for retention, rotation, replacement, 

restricted usage, and requirements for periodic inspection and maintenance, such as DEMIL 

requirements. 

 

d. Budgetary Control.  To effectively meet the needs of outfitting and maintenance programs 

supporting operational missions by approving, disapproving, or modifying budget requests. 

 

e. Excess Reports.  To facilitate the use of existing material when possible instead of 

procuring new material. 

 

f. Accountability Controls.  Detailed accountability requirements to ensure the safekeeping 

and proper use of property.  The degree of accountability required largely depends on the 

value of the property, its susceptibility to loss through theft and similar considerations. 

 

g. Property Maintenance.  Provides or requests the necessary supplies or services to maintain 

the property or equipment needed to accomplish the Coast Guard‘s mission.  The unit must 

ensure proper storage, handling, and safekeeping of property.  The lack of specific 

instructions from a higher authority is never cause to neglect proper management practices.  

The unit must also ensure the training of personnel in the proper use of property.  

Custodians can meet these requirements by following published instructions and guidelines, 

applying good judgment and common sense, and by being cost-conscious. 

1.5 Responsibilities 

1.5.1 Commandant (CG-844) 

 

Commandant (CG-844) is responsible for: 

a. Ensuring the overall management of Coast Guard personal property.  Acting as the Program 

Manager, Commandant (CG-844) has functional responsibility for the Coast Guard official 

electronic system of record (Oracle FAM), including development and implementation of 

policies, procedures, and systems necessary to provide effective property management 

support for the Coast Guard; and 

 

b. Ensuring that newly established unit Operating Facility Address Codes (OPFACs) are 

entered into the Oracle FAM OPFAC table.  OPFACs are established, disestablished, and 

changed per Operating Facility Change Orders (OFCOs). 
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1.5.2 Areas, Base Support Units/Base, and Districts 

 

Areas, Base Support Units/Base, and Districts are accountable for ensuring that units under their 

command, or those they support, adhere to proper procedures for the management and 

accountability of personal property.  

1.5.3 The U.S. Coast Guard Finance Center 

 

The U.S. Coast Guard Finance Center performs the following: 

 

a. Manages the operating system for Coast Guard electronic system of record, Oracle FAM 

(Fixed Asset Module); 

 

b. Operates the Oracle FAM  helpdesk; 

 

c. Monitors the capitalized acquisitions and reconciles the new purchases from the accounting 

systems to the Coast Guard electronic system of record; 

d. Maintains the repository for all capitalized acquisition and disposal documents for audit 

purposes.  Units must send copies of all capitalized acquisition and disposal documents, 

(e.g., Transfer Order - Excess Personal Property, Form (SF-122), Requisition & Invoice 

Shipping Document (DD-1149), Release Receipt Document (DD-1348-1A), (Purchaser‘s 

Receipt), Transfer Order of Surplus Personal Property, Form (SF-123), 

Abandonment/Destruction Certificate (CG-5598), and Lost and Missing Property, Form 

(CG-5269), to the FINCEN (FR); 

e. Issues monthly extracts from Oracle FAM to property stakeholders, including Commandant 

(CG-844) and programmatic personnel for review and verification; and 

 

f. Maintains all records in the Coast Guard electronic system of record, Oracle FAM, under 

approved retention and disposition policies for the Core Accounting System, in accordance 

with reference i. 

1.5.4 Program Managers 

 

a. Advise that Commandant (CG-844), FINCEN (FR), and unit command structure know of 

impending changes to property based on programmatic decisions (e.g. a new boat will be 

delivered to the unit by the program through an acquisition project, and the old boat will be 

transferred or disposed of). 

b. Review monthly financial extracts to ensure the asset listing in the Coast Guard electronic 

system of record is correct and complete in accordance with program listing and/or 

subsidiary system listing. 
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1.5.5 Commanding Officers (COs), Officers-in-Charge (OIC)/Unit-level 

Supervisors  

 

The CO/Officer-in-Charge (OIC) or Unit-level Supervisor is accountable for the custody, care, 

preservation, and proper use of all property assigned to and acquired by their unit.  The 

COs/OICs/Unit-level Supervisors must: 

 

a. Require proper care and economical use of all property; 

 

b. Require systematic maintenance of all property records;  

 

c. Designate, in writing, by name or billet assignment, an Accountable Property Officer (APO) 

in accordance with United States Coast Guard Regulations 1992, COMDTINST M5000.3 

(series).  Every unit that has been assigned an Operating Facility (OPFAC) number must 

appoint an APO.  For those field activities having no OPFAC, responsibility rests with the 

next higher command.  The APO designation letter needs to spell out the requirements for 

the Coast Guard electronic system of record management responsibilities and duties.  The 

APO will need training with the use of the Coast Guard electronic system of record (total 

management) as Oracle FAM is extremely important for capitalized personal property 

accountability.  

 

d. Ensure that regular (at least twice yearly) evaluations of unit property performance and 

effectiveness are  conducted; 

e. Ensure that the Coast Guard electronic system of record is updated within thirty days of any 

changes made to the unit‘s property records (new acquisitions, transfers, disposals, etc.); 

 

f. Assign Survey Officers, as necessary; and 

 

g. Certify capitalized personal property assigned to a unit OPFAC Area of 

Responsibility (AOR) and submit the annual capitalized report as directed. This 

certification is not delegable. 

1.5.6 Accountable Property Officers (APOs) 

 

The person designated in writing by a unit Commanding Officer (CO), Officer in Charge (OIC), 

or Unit-level Supervisor (hereafter referred to as CO/OIC/Unit-level Supervisor), by name, billet 

assignment, or organizational position, is responsible for maintaining accountability, 

management, use and control of property within a specified organization area.  The Accountable 

Property Officer (APO) shall be appointed for each Coast Guard unit having an individual 

Operating Facility Address Code (OPFAC number).  The Accountable Property Officer shall 

have only inquiry access to the asset management system.  This person is directly responsible to 

the CO/OIC/Unit-level Supervisor for all unit property needs.  The APO may act as a PICO. 
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APOs are responsible for ensuring: 

 

a. The effective administration and maintenance of the unit‘s property accountability and 

control program within the unit, and any of its annexes using the Coast Guard electronic 

system of record; 

 

b. The designation of custodial areas; 

 

c. The designation of Property Custodians and PPA in writing, by name or by billet 

assignment for each custodial area; 

 Note:  (See Enclosure (1), for sample custodian designation/relief letters). 

 

d. The training of personnel to include Personal Property Administrators (PPAs), property 

custodians, and individual users in the processes and procedures for personal  property 

management; 

 

e. The maintenance of current records documentation to support the value of property for 

which designated property custodians are responsible; 

 

f. That all physical inventory internal controls and inventory procedures are carried out in 

accordance with this Manual shall act as the Physical Inventory Control Officer (PICO); 

 

g. The designation of all count teams (CTs) in writing for all physical inventories (See 1.2.2);.  

 

h. That Reports of Survey, Form (CG-5269) for inventory losses, or for items declared lost, 

missing, damaged (beyond normal wear and tear), or destroyed without proper 

authorization, are promptly prepared and processed;  

 

i. That periodic evaluations of system performance and effectiveness shall be conducted at a 

minimum twice a year.  This could take the form of random sampling or spot inventories or 

other managerial techniques/tactics; 

 

j. The identification and reporting to the CO/OIC/Unit-level Supervisor any property which is 

excess to the needs of the custodial area (such as items that are idle or not in-use); 

 

k. That local procedures are established to meet reporting requirements; 

 

l. That units record the acquisition document number (procurement invoices or transfer) in the 

Coast Guard electronic system of record.  This information may be obtained from any but  

not limited to any of the following documents: Use of Requisition & Invoice Shipping 

Documents (DD-1149s),  Release Receipt Documents (DD-1348s), OPNAV 4790CK, and 

other transferring documents, including DoD forms, must be tracked with control numbers 

generated by and monitored in FINCEN databases; 
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m. That the Coast Guard electronic system of record, Oracle FAM, is updated within thirty 

days of any changes made to the unit‘s property records by the Personal Property 

Administrator (PPA) (for non-capitalized property only) to the unit‘s property records (new 

acquisitions, transfers, disposals, etc.); 

 

n. That units send copies of any and all documentation supporting capitalized assets to 

FINCEN (FR).  Examples include (but are not limited to): a properly endorsed Requisition 

& Invoice Shipping Document (DD-1149),  Release Receipt Document  (DD-1348-1A), 

Transfer Order - Excess Personal Property, Form (SF-122), and Transfer Order of Surplus 

Personal Property, Form (SF-123); 

 

o. The records created by all of the above actions are maintained; and, 

p. The training of individual (users) in the process and procedures for personal property 

management. 

Note:  For government-owned equipment in the hands of the Coast Guard Auxiliary, the District 

Director of Coast Guard Auxiliary (DIRAUX) office acts as the APO. 

1.5.7 Personal Property Administrator (PPA) 

 

The PPA is the person designated by the APO to act as a liaison between the APO and the 

Property Custodian (s).  The Personal Property Administrator enters the assets into the system 

and updates the system when the Property Custodians provide documentation of changes within 

their areas of responsibility.  The PPA shall not have approving authority to sign acquisitions, 

transfers or dispositions, including but not limited to Reports of Survey concerning audit trail 

documents. 

 

The PPA can act as the RA for Annual Physical Inventories which reconciles the count teams‘ 

findings with the electronic and hard copy property records/documents.  Also, recommend 

second counts when necessary.   Note differences that are irreconcilable.  Initiate appropriate 

adjustment documents, (i.e., Report of Survey, Form (CG-5269), when applicable.  Prepares a 

copy of the  reconciled inventory package for the custodian when completed.   

1.5.8 Property Custodians 

 

Custodians are assigned by name via Appointment Letter or duty command collateral letter by 

the APO.  Custodians may be a military member, auxiliary member, government employee, 

civilian, or contractor.  Property Custodians are responsible for: 

 

a. Maintaining current custodial records for  all  personal property within their assigned 

custodial area; 

 

b. Initiating documents affecting the accountability or custody of property and notifying the 

PPA; 
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c. Ensuring  that property is given proper care and protection and is used only for official 

purposes.  This serves to ensure items have not been removed from the unit without the use 

of proper procedures.   

 

d. Identifying and reporting to the PPA any property, which is excess to the needs of the 

custodial area, (i.e. such as items that are idle or not in-use);  

 

e. Ensuring within fourteen (14) calendar days from the date of discovery of incident of 

damage or excess, submission of survey reports for lost, missing, damaged (beyond normal 

wear and tear), or destroyed property; and 

 

f. Assisting in the completion of physical inventories.  The Property Custodian must have 

written documentation on hand to account for the absence of property if it is not available 

during the inventory.  Examples include:  (1) Custody Receipt For Personal Property Pass 

(DHS 560-1); (2) Naval Supply Systems Command (NAVSUP) Form 155 (Property Pass); 

or an approved transfer and/or disposal document such as a Requisition & Invoice Shipping, 

Form (DD-1149). 

1.5.9 Individuals (Users) 

 

Individual employees are responsible for: 

 

a. The proper use, care, and protection of government property entrusted to their custody or 

care; 

 

b. Ensuring that government property is used only in the performance of official duties.  

Federally-owned personal property is for official use only; 

 

c. Ensuring that Government property which is missing is promptly reported to the Property 

Custodian, the APO, and the cognizant Security Office; and  

 

d. Supporting the Property Custodian by ensuring that the Property Custodian is advised when 

property is moved from one location to another. 
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CHAPTER 2. PERSONAL PROPERTY MANAGEMENT 

2.1 Policy 

 

Unit Commanding Officers (COs)/Officers in Charge (OICs)/Unit-level Supervisors shall use the 

existing management systems as outlined below as the basis for proper accountability as 

prescribed by the Headquarters program responsible for each category of assets.  The property 

record and basis for capitalization for all Coast Guard property are specified below. 

 

a. The Unit CO/OIC/Unit-level Supervisor must control property items that are accountable 

(on formal records), non-accountable (recognizing that it is still Government property, but 

below mandatory tracking thresholds), and optionally reported items to prevent the risk of 

waste, fraud, and abuse.  To avoid waste, fraud, and abuse, units shall use caution to 

safeguard against acquisition of items in excess of the unit‘s needs. 

 

b. All acquisition documents must be reviewed and annotated to determine if the items are 

accountable in the property management system in accordance with Financial Resource 

Management Manual (FRMM), COMDTINST M7100.3 (series) policy.  Accurate 

acquisition information and documentation of capitalized C4&IT, electronic equipment or 

electronic systems are needed for accurate original entry into the Oracle FAM database.  

 

c. System integrity must be ensured by accurately reporting each transaction as it occurs.  To 

reconcile property records and financial accounts, conduct independent and accurate 

physical inventories of all property on-hand. 

 

d. Convene Boards of Survey on missing or damaged property to determine responsibility and 

take disciplinary action where appropriate.  This ensures that established procedures are 

followed.  (See Chapter 7 for specific procedures outlined in this Manual). 

 

e. Use the Oracle Financials suite (including Oracle Fixed Asset Module (FAM) to achieve the 

highest degree of automation, integration, and consistency.  The service-wide use of Oracle 

FAM for fixed asset recording, and Oracle Projects for service-wide construction-in-

progress (CIP) tracking ensures minimal redundancy of tracking and reconciliation, with the 

exception of the Yard (NESSS & Oracle FAM) and ALC using Oracle FAM and ALMIS. 

 

f. Ensure identification of personal property on a standard commodity basis to provide area-

wide review, and, where required, service-wide analysis. 

 

g. Maintenance of property records beyond normal documentation requirements (identified 

within reference (i) for personal property) will be at the unit‘s discretion to decide which 

records do not meet the criteria for accountable property.  At a minimum, personal property 

records shall be retained to support audit practices.  Accountable and non-accountable 

property must be safeguarded and disposals documented to ensure the property is used for 

authorized purposes only; and, to prevent waste, fraud, and abuse. 
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2.1.1 Life Cycle Phases 

 

The Life Cycle Phases is a sequence of seven (7) phases used to produce, operate, and support 

personal property.  Assets are first added into the asset tracking system during the 

implementation/receipt phase, but the costs of production, construction, etc. accumulate from the 

concept phase.  During the operations and maintenance phase, the systems are used to support 

Coast Guard missions, and inventories in the Oracle FAM database.  Additionally, improvements 

to the systems, continual maintenance of these systems, and accountability for these systems 

occur in the Operations and Maintenance phase.  In the Disposition (retirement) phase, these 

systems are removed from service and the equipment no longer supports Coast Guard missions. 

The systems are declared excess, surplus, or obsolete and removed from the inventory through 

proper disposition channels. 

 

Life Cycle Phases include: 

 

a. Conceptual 

b. Planning and Requirements 

c. Design 

d. Developing and Testing 

e. Implementation 

f. Operations and Maintenance 

g. Disposition 

 

2.2 Oracle Fixed Asset Module (FAM) Recording and Reviews for Each Major 

Asset Category 

 

With the exception of the Coast Guard Yard Fund Property, the Core Accounting System, 

including the Oracle Fixed Asset Module (FAM) & Projects modules, is the only authorized 

integrated property accountability system for Coast Guard capitalized personal property 

management and asset tracking.  Operating leased items, borrowed items, and items on loan shall 

be considered to be a minor category.  All capitalized property shall be recorded in Oracle FAM. 

2.2.1 Aircraft 

 

Aircraft is defined as a fixed wing or rotary wing machine capable of flight propelled by jet 

engines and/or propellers.  Aircraft shall be identified in Oracle FAM using the Airframe 

Identification Number (AIN) for the Serial Number, and the Federal Aviation Administration 

(FAA)-approved Tail Number in the Tag Number field. 
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The monthly Aircraft Inventory Report from Commandant (CG-4) & Aviation Logistics Center 

(ALC) provides FINCEN (FR) with an official listing of all aircraft and their updated locations.  

Programmatic and unit personnel shall perform periodic reviews between Oracle FAM and the 

subsidiary Asset Logistics Maintenance Information System (ALMIS) to ensure that unit records 

in Oracle FAM and ALMIS contain the same asset listing.  Any discrepancies shall be reconciled 

directly. 

2.2.2 Cutters and Barges 

 

Vessels shall be recorded in the Oracle FAM in the General Ledger (GL) and certified by 

Commandant (CG-751).  Vessels shall be identified in Oracle FAM by using the Coast Guard 

Hull Number in the Serial Number field and the Coast Guard Hull Number in the Tag Number 

field.  The Abstract of Operations (AOPS) and Register of Cutters provide subsidiary listings of 

all operational Coast Guard cutters.  Programmatic and unit personnel shall perform periodic 

reviews between Oracle FAM and the Abstract of Operations (AOPS) to ensure that unit records 

in Oracle FAM and AOPS contain the same asset listings.  Any discrepancies shall be reconciled 

directly.   

 

When a cutter or barge is decommissioned, Commandant (CG-84) becomes the platform 

manager if the cutter or barge qualifies for domestic disposal.  When regulated Polychlorinated 

Biphenyls (PCB)s are present on the decommissioned cutter or barge, Commandant (CG-45) is 

the platform manager until the cutter or barge qualifies for domestic disposal. 

2.2.3 Boats 

 

Boats are defined as watercraft less than sixty-five feet in length.  Boats shall be recorded in the 

General Ledger.  Boats shall be identified in Oracle FAM using the Hull Identification Number 

(HIN) for the Serial Number and the Coast Guard boat number in the tag number field.  As a 

note, some Coast Guard constructed boats have no HIN, and shall be marked in the record as 

―No HIN assigned.‖  When a boat is declared excess to the needs of the service, Commandant 

(CG-844) becomes the program manager for that boat, if the boat qualifies for domestic disposal.   

When regulated PCB material is present on the boat, causing the boat to be ineligible for 

domestic disposal, Commandant (CG-45) becomes both accountable and responsible for the 

asset until it is qualified for domestic disposal. 

 

District Boat Managers (Regional Boat Managers) have overall responsibility for entering boat 

accountability information into Oracle FAM for OPFACs within their area of responsibility.  For 

Oracle FAM they perform the role of PA.  For capitalized boats, the boat manager shall mark the 

record for retirement subject to FINCEN (FR) validation of auditable documentation. Unit 

COs/OICs/Unit-level Supervisors are responsible for ensuring that Area, District, or other Unit 

Boat Manager(s), are advised of the receipt and/or transfer of boats under their control within 

fourteen (14) days, and for physically certifying completeness and existence when necessary.  

Boat policy is further defined in the Boat Management Manual, COMDTINST M16114.4 

(series), and individual boat information may be found in the U.S. Coast Guard-Boat Record, 

Form (CG-2580A) held by each operating unit.  Programmatic and unit personnel shall perform 

reviews between Oracle FAM, the Coast Guard Boat Record, Form (CG-2580A), and the 
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subsidiary Abstract of Operations (AOPS) to ensure that unit records and Oracle FAM contain 

the same asset listings in the event of capitalized personal property inventory cycle, and upon 

receipt of a boat retirement.  Any discrepancies shall be reconciled directly. 

2.2.4 Automotive Vehicles and Trailers 

a. A motor vehicle is any vehicle, self-propelled or drawn by mechanical power, designed and 

operated principally for highway and over-the-road transportation to move property or 

passengers. 

 

b. A trailer is defined as any conveyance designed to be affixed to a motorized vehicle to assist 

in transporting goods, property, or passengers. 

 

All motor vehicles and trailers (including boat trailers) with Department of Homeland Security 

(DHS) or State/Territory/District license plates must be accounted for in Oracle FAM, including 

those acquired by commercial lease fifty-nine (59) days or more.  Vehicles and trailers with DHS 

license plates shall be recorded in the GL Account.  Vehicles shall be identified in the Oracle 

FAM system using the Vehicle Identification Number (VIN) for the serial number and the 

license plate number in the Tag Field. 

 

Note:  GSA-leased vehicles shall be accounted for in the General Services Administration (GSA) 

Fleet Lease tracking program by the Regional Motor Vehicle Managers.  GSA-leased vehicles 

are not Coast Guard assets and will not be tracked in the Oracle FAM. 

 

The Regional Motor Fleet Manager has overall responsibility for entering licensed vehicles and 

trailers into Oracle FAM for Operating Facility Address Codes (OPFACs) under their area of 

responsibility.  Coast Guard Yard vehicles are the exception and will remain in the Naval & 

Electronic Supply Support System (NESSS) property records.  For Oracle FAM they perform the 

role of PA.  For capitalized boats, the boat manager shall mark the record for retirement subject 

to FINCEN (FR) validation of auditable documentation. 

2.3 Electronics  

2.3.1 Background 

 

The major role of the Assistant Commandant (CG-6) for Command, Control, Communications, 

Computer Information Technology (C4&IT), is to enhance Coast Guard mission performance 

through efficient and effective application of C4&IT stewardship.  C4&IT stewardship includes 

the Coast Guard‘s Enterprise Architecture management practice to maintain the enterprise-wide 

C4&IT investment resources tied to both the long-term Commandant (CG-6) capital planning 

strategy and the routine management of Commandant (CG-6) financial resources.  Property 

accountability and control of all C4&IT electronic equipment assets is required by law and 

regulation.  Additionally, as a matter  of U.S. Coast Guard policy, the historian may treat items 

or equipment that are considered real property as personal property/heritage assets with the prior 

written agreement of Commandant (CG-431).  The objective of property accountability and 

control is to provide a means to safeguard government property and to eliminate fraud, waste and 
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abuse.  Additionally, effective and efficient property management of electronic assets assures the 

validity of related financial records and accounts. 

2.3.2 Electronics Equipment 

 

The electronics category of the Oracle FAM database hosts the capitalized electronics including 

the major electronics systems, the capitalized test, and standalone electronics.  This category 

excludes automation equipment (e.g. microcomputer equipment and licensed/patented software) 

which must be reported in the unit‘s GP property records.  Electronics equipment is recorded into 

the General Ledger.  The configuration of the capitalized Electronics System will be validated by 

the listing in the Fleet Logistics System (FLS) or ALMIS. 
 
a. Major Electronics Systems – configurations shall be specified by Commandant (CG-6), 

C2CEN, TISCOM, SFLC, and OSC.  Oracle FAM shall report each specific major 

electronic system configuration by nomenclature and tag number.  Future configuration 

changes need accurate electronic system descriptions and accurate purchase or acquisition 

costs.  When a manufacturer‘s serial number is not present, a locally created number shall 

be developed and affixed to the overall system.  This locally created number will tie to a 

configuration listing within CMPLUS for completeness and existence purposes. 

 

b. Capitalized Test and Capitalized Standalone Equipment – shall be identified by the 

manufacturer‘s model title as well as the serial number in the Serial Number field and an 

Oracle FAM-generated tag number for the Tag Number field.  
 

2.3.3 Coast Guard’s Enterprise Architecture 

 

The Coast Guard‘s Enterprise Architecture is the blueprint for modernizing and transforming 

legacy systems to meet future mission capabilities and requirements.  Electronics assets enter 

into the Coast Guard‘s Enterprise Architecture through the Systems Development Life Cycle for 

non-major acquisitions or the Major Systems Acquisition Management for all major acquisitions. 

With the proper use of an enterprise-wide logistics system, support communities will be able to 

more accurately track and maintain electronics assets.  Consistent with this Manual, the Oracle 

Fixed Asset Module (FAM) retains the record of all capitalized electronics test equipment and 

capitalized electronic systems. 

2.3.4 Policy 

 

Consistent with this Manual, physical electronic equipment inventory shall be compiled in 

accordance with all applicable accounting standards such as Generally Accepted Accounting 

Principles (GAAP) and with DoD‘s ASTM Property Standard E2132. 

 

a. Electronics Asset Accountability.  All electronics equipment component inventories shall be 

accounted in the Fleet Logistics System (FLS), Asset Logistics Information Management 

System (ALMIS), and NESSS as appropriate.  The Oracle FAM database shall be the 
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repository of the capitalized electronics standalone equipment and capitalized electronic test 

equipment. 

b. Acquisition and Procurement.  Coast Guard activities accepting delivery of electronic 

equipment shall enter the property into FLS, ALMIS, NESSS, or the Oracle FAM database, 

as appropriate. 

c. Capitalized Electronics Systems, Capitalized Standalone Electronics Equipment, and 

Capitalized Electronics Test Equipment.  All capitalized electronics systems, capitalized 

standalone electronics equipment, and capitalized electronics test equipment shall be 

tracked in Oracle FAM, in accordance with Chapter 2.2 of this Manual.  Details of what 

components make up the electronics system down to the components level that can be 

verified by field units, are tracked in FLS or ALMIS. 

d. Transfer of Electronics Systems or Equipment.  Units shall use the Requisition & Invoice 

Shipping Document (DD-1149), Release Receipt Document (DD-13481A), or OPNAV 

4790CK to track electronics equipment transfers.  A hard copy of the transfer document 

with releasing/receiving signatures shall be sent to the configuration record manager to 

update the unit‘s inventory information in FLS or ALMIS. 

e. Microcomputer Equipment Accountability.  Coast Guard Standard workstation 

microcomputer equipment consisting of desktop processors, laptop processors, routers, and 

other automated computer components shall be excluded from these requirements.  This 

equipment is listed in the unit‘s General Purpose Property record. 

f. Navy Type – Navy Owned (NTNO) Equipment Accountability.  NTNO electronics 

equipment and test equipment supported by the Navy shall be listed in the unit‘s FLS 

database for property accountability. 

2.3.5 C4&IT Electronics System Property Management 

 

Accurate identification of an electronics system‘s equipment suite is essential during the initial 

input of the asset‘s information into the unit‘s Oracle FAM database.  Acquisition or 

procurement document retention in the unit‘s property record is also essential.  During the life 

cycle of the assets, accurate property records and the Oracle FAM listing of equipment location 

is important when verifying equipment inventory.  At the asset‘s end of life, complete and 

accurate property records and Oracle FAM information are needed to properly justify the 

removal of the asset from the property record. 

 

a. Acquisition and Procurement.  Collect and retain all acquisition or procurement 

documentation for the permanent property records.  Electronic systems in the enterprise 

Architecture shall be recorded by the equipment suite listing, along with the manufacturer‘s 

nomenclature, serial number, and cost. 

b. Receipt.  Units may use the FLS or the ALMIS database to inventory their electronic 

equipment.  Units shall create an inventory record for that item received and ensure that 

capitalized property is recorded in Oracle FAM. 
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c. Management.  Units shall perform inventory of electronics assets maintenance and record 

those actions in their property record as required by Electronics Manual, COMDTINST 

M10550.25 (series).  Maintenance involving new installation, engineering changes, 

configuration changes, or transferring of electronics equipment, these actions must be 

recorded in the unit‘s property record and in many cases their Oracle FAM database. 

d. Accountability.  Designated Accountable Property Officers (APOs) provide annual property 

physical inventory for all electronic assets via the unit‘s maintenance logs. 

e. Disposal.  During the Disposition phase of an electronics asset‘s life cycle, the asset is 

determined to be excess or obsolete.  Disposition instructions are usually sent to the unit from 

its C4&IT Service Center and authorized and managed by Commandant (CG-844). 

2.3.6 Small Arms/Weapons 

 

Capitalized Small Arms and capitalized Coast Guard-owned weapon systems (i.e. onboard the 

National Security Cutter) will be recorded in Oracle FAM.  Non Capitalized M240, M2HB and 

MK19 Machine Gun Mounts (i.e. MK93 and MK97 mounts) shall be entered into Oracle FAM 

under the Small Arms category.  Non-capitalized small arms must be tracked by the U.S. Navy.   

 

a. The subsidiary property record for small arms is the Coast Guard Small Arms Assets Report 

(R-865) which is sent to Crane, IN.  DEMIL activity will be coordinated with the Centralized 

Demil Center (CDC) in Anniston, AL and loaded into a tracking system owned and operated 

by the U.S. Department of the Navy. 

 

CDC ANNISTON ARMY DEPOT 

7 FRANKFORD AVE BLDG 282 

ANNISTON AL 36201-4199 

 

b. Navy Type-Navy Owned Weapon systems are tracked by the U. S. Navy and shall be 

returned to the U. S. Navy when the weapons systems are retired. 

 

c. FINCEN (FR) records Small Arms in the GL. 

 

Note:  Inert, partial, and dummy weapons shall be tracked in the FAM system as GP 

property. 
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2.3.7 Buoys and Navigational Aids Equipment 

Capitalized Buoys and Aids to Navigation (ATON) equipment shall be recorded in Oracle FAM.  

The annual Service-wide Buoy Body Transactional Status Report and data from the ATON 

Information System (ATONIS) track the non-capitalized assets and are the subsidiary property 

records for buoys and navigational aids.  This equipment is recorded in the General Ledger on 

the basis of data provided by the Service-wide Buoy Status Report. 

2.3.8 General Purpose (GP) Property 

 

GP Property is a miscellaneous category for which no other Coast Guard program or platform 

manager is assigned. 

 

The unit inputs the GP property directly into Oracle FAM property.  FINCEN (FR) records the 

capitalized GP property into the General Ledger.  GP property shall be identified by the 

manufacturer‘s serial number and/or the Item Unique Identification Code (IUID) in the Serial 

Number field, and an Oracle FAM-generated tag number in the Tag Number field. 

 

Note: This includes such items as: working canines (bomb-sniffing drug detection dogs), Marine 

Environmental Response (MER) equipment, artwork, models, artifacts, microcomputer 

equipment, inert weapons, boat hoists, etc. (See Chapter 3).  Use the microchip or tattoo of the 

dog as the serial number for the working canine.  When no manufacturer‘s serial number is 

present, the unit shall assign a unique serial number to the asset. 

2.3.9 Coast Guard Yard Fund Property   

 

The Detailed Property Report module of Naval and Electronics Supply Support System (NESSS) 

contains the property records for Coast Guard Yard Fund property.  Capitalization procedures are 

found in the Acquisition of Industrial and Non-Industrial Capital Equipment (Yard Procedures 

Instruction 7321.1 (series)).   

2.3.10 Internal-use Software 

 

Internal-use software means software that is purchased from commercial vendors ―off-the-shelf,‖ 

internally developed, or contractor-developed, solely to meet the entity‘s internal or operational 

needs.  Individual-licensed software is tracked under GP.  This category applies to major 

software systems. 
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2.3.11 Government Furnished Equipment (GFE) 

 

The Government Contract awarded to a commercial source may be considered as the property 

record for contractor-held property, but capitalized Government Furnished Equipment (GFE) or 

contractor-held property is provided to the local APO so the asset can be entered into Oracle 

FAM under the appropriate major category.  The Chief of the Contracting Office (COCO) or 

CO/OIC/Unit-level Supervisor shall provide additional guidance regarding applicable acquisition 

policies and procedures.  Record contractor-held property in the GL Account associated with the 

major category (e.g. electronics), and notate the status (GFE) in the record and the item‘s 

detailed location as well as the awarded contract number.  The COCO or CO/Unit-level 

Supervisor will provide source documentation (to include the original acquisition document as 

well as the current contract information) of all GFE with an acquisition  

cost of $25,000 or greater to the local APO.  The CO shall provide the same mandatory fields 

identified within FAR 45. 

2.4 Physical Inventories 

 

An inventory is a physical count of items for the purpose of verifying the actual items on hand 

against those recorded on the personal property record.  A physical inventory consists of 

sighting, viewing (existing items), tagging or otherwise marking (new items), determining 

condition (all items), completing the records (where data fields are empty), reconciling 

exceptions, recording, and reporting inventory completion. 

 

Physical Inventories shall be completed in accordance with all applicable accounting standards 

and with ASTM Standard E2132 Standard Practice for Physical Inventory of Durable, Moveable 

Property. 

 

All accountable personal property must be physically located, identified, and validated by the 

unique identification numbers for each asset category by the sight and touch method. 

 

Physical inventories of personal property often include: a comparison of all physical assets with 

the personal property records, (i.e., Floor to Record) to ensure all accountable items are included 

in a compliant personal property system; and a comparison of the personal property records to 

the physical assets, (i.e., Record to Floor).  Physical inventories that are not conducted in this 

manner are not compliant and management must require the physical inventory be performed 

again using the correct procedures.  Coast Guard operational and financial records are often not 

identical, so a comparison of assets between these two types of systems shall be completed for 

each category (i.e. ALMIS and Oracle FAM for aircraft). 

 

The most commonly used physical inventory techniques include wall-to-wall, random 

(spot checks), cyclical, and by exception.  The wall-to-wall inventory is a physical count of all 

items in all locations over a finite time period.  A random/spot check inventory is where the 

Physical Inventory Control Officer (PICO), Program Manager (PM), or Auditor identifies a 

systematic selection of items from the formal records and requests that they be physically 

located.  A cyclical inventory is usually a wall-to-wall style inventory except on a smaller scale.  

A cyclical inventory is taken on a repetitive schedule.  Inventories by exception are conducted 
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using various transactions involving "touching" the equipment, such as moves, calibrations, and 

maintenance actions. 

 

Inventory and reconcile all assets assigned to the unit as recorded in the tracking system(s) as 

directed by HQ or command authority. 

 

All physical inventories must be conducted from property reports generated from the Oracle 

FAM database.  At a minimum, each unit shall conduct a wall-to-wall of all personal property 

each fiscal year (shall be completed by the 4
th

 quarter or more frequently at command discretion 

as prescribed by Commandant (CG-8) staff).  While operating materials and supplies (OM&S) 

and inventory are tangible personal property, inventory of those items are not covered by this 

Manual.  The physical inventory procedures for those items can be found in the CMPLUS & 

TAIT Physical Inventory Process Guide for non-ICP units and the Supply Policy and Procedures 

Manual (SPPM), COMDTINST M4400.19 (series). 

 

Count Teams (CTs).   A count team shall consist of two independent persons who have no direct 

interest in the outcome of an inventory.  The Accountable Property Officer (APO), Property 

Administrator (PA) and/or Property Custodian for the property being inventoried, shall not be a 

primary member of the CTs for wall-to-wall or for annual inventories.  CTs for OM&S are 

designated in writing.  Property CTs do not have to be designated in writing. 

2.4.1 Roles and Responsibilities 

 

Due to the size of some of the smaller Coast Guard field units, it might be impractical to have 

two-member CTs.  In these cases, the custodian may be part of a CT (count team) when part of 

the relief process.  If a joint inventory is not possible, the period may be extended sixty days if a 

relief of a custodian is anticipated within the last twelve months.  The APO shall attest in writing 

to the incoming CO/OIC/Unit-level Supervisor or incoming APOs to the accuracy of the unit‘s 

records based upon the annual inventory. 

 

When completing the inventory, CTs must ensure that all property, including furniture and 

equipment in storage, 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.  CTs are also 

required to add to their records any items in their custodial area not previously reported but that 

meet the accountable/reportable criteria listed in (2.3.1.2) of this Manual (completeness check) 

and report items that are excess. 

 

Note:  The property custodian may be the third member on the team assisting in identifying and 

locating property, but may not be a lead member of the team. 

2.4.1.1 The Count Team (CT) shall: 

 

a. Use the sight/touch method of counting; meaning each item shall be  physically 

touched and counted.  The serial number shall be matched to the manufacturer‘s 

data plate, whenever possible; location is verified and in the case of capital assets, 

the price listed shall be matched to third-party documentation on hand (invoices, 
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appraisals, contracts, receiving reports and proof of payments).  The only 

exceptions for this procedure will be a signed property pass or other 

signed/authorized form, i.e., Requisition & Invoice Shipping Document  

(DD-1149)  being on-hand in the property record, stating the offsite location of 

the item.  For items located in remote sites, including items on loan, and 

prepositioned response equipment, the physical inventory shall be documented by 

the maintenance team and records submitted to the Property Officer. 

 

b. Ensure that all personal property items within the custodial area are accounted for. 

This may require the CT to create the following lists: 

 

1. List of personal property items which cannot be located: Record-to-Floor 

List; 

2. List of items found, not currently being reported on the physical inventory 

record: Floor-to-Record List; 

 

3. Carry out the counts and annotate the physical inventory record with any 

discrepancies discovered, such as location changes, property items that 

require tagging/marking or identification, etc.; and, 

 

4. Each member shall sign the physical inventory record at the bottom of the 

report and  turn in count sheets and any supporting documentation, (e.g. 

property passes), to the Research and Adjustment (RA) personnel when 

completed. 

2.4.1.2 Physical Inventory Control Officer (PICO) 

 

A collateral duty usually assigned to the APO for the finite duration of the Physical 

Inventory period.  The PICO is the individual responsible for ensuring that all physical 

inventory internal controls and inventory procedures are carried out in accordance with 

this Manual. 

 

The PICO shall: 

 

a. Initiate the inventory process and ensure that all pre-inventory action plans are 

carried out; 

 

b. Ensure that personnel are available for the inventory: RA, CTs (minimum of  two 

CTs) and custodians; 

 

c. Use custodial physical inventory reports from the Coast Guard-Compliant 

Personal Property System/Database; 

 

d. Review data; 
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1. Deliver physical inventory report(s) to CTs and custodian and provide  

instructions on proper inventory procedure as per this Manual; 

 

2. Oversee the inventory process; and 

 

3. Review the completed inventory package submitted by the RA and 

approve/disapprove all changes, modifications, submitted.  Process Reports of 

Survey for lost/missing, damaged, or stolen items submitted with this 

inventory package. 

2.4.1.3 Research and Adjustment (RA) Personnel  

 

A collateral duty usually performed by the PA during the physical inventory period.  

The RA reconciles the CTs‘ findings with the electronic and hard copy property 

records/documents, recommend second counts when necessary, note differences that 

are irreconcilable, initiate appropriate documents, i.e., Report of Survey,  Form  

(CG-5269) when appropriate, and prepare a final inventory package for the custodian 

when completed. 

 

The RA shall: 

 

a. Receive the completed and signed physical inventory record with all supporting 

documents from the CT; 

 

b.  Review historical files for valid disposition documentation or other official 

documents needed to reconcile inventory discrepancies; 

 

c. Initiate a Report of Survey, Form (CG-5269) for missing, damaged, or destroyed 

items (See Chapter 7); 

d. Immediately notify unit Physical Security Officer and APO/PICO of any missing 

property and, if required, draft a lost message for approval/release by the 

Commanding Officer.  See physical security Enclosure (51); 

 

e. Submit completed inventory package(s) to the APO/PICO for approval and to 

make necessary changes to the property records within the Coast Guard compliant 

personal property system/database; and 

 

f. Monitor status of all Reports of Survey or other documents forwarded for 

approval by higher authority through completion and enter necessary changes in 

the Coast Guard compliant personal property system/database. 
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g. The Property Custodian shall assist with the identification of items within their 

custodial area and provide any supporting documentation (i.e. transfer documents, 

property passes, etc.) pertinent to the location/condition of the items being 

inventoried.  The Property Custodian may be an additional member on the CT in 

order to assist in identifying and locating property, but shall not be a primary 

member. 

 

Note:  United States Coast Guard Regulations 1992, COMDTINST M5000.3 (series) 

regarding property reporting to the CO/OIC/Unit-level Supervisor still applies. 

2.4.2 Physical Inventory Frequency 

 

A physical inventory of all personal property shall be conducted at least annually and upon the 

relief of a custodian.  There is no requirement for an inventory upon the relief of the CO or APO 

provided that a wall-to-wall physical inventory has been completed within the last twelve 

months.  The APO shall attest in writing to the incoming CO/OIC/Unit-level Supervisor or 

incoming APO as to the accuracy of the annual inventory.  United States Coast Guard 

Regulations 1992, COMDTINST M5000.3 (series) regarding property reporting to the 

CO/OIC/Unit-level Supervisor still applies. 

 

Each unit shall conduct an annual physical inventory count of all capitalized assets during the 

fourth quarter of each fiscal year (FY) or as directed by Commandant (CG-8).  Capitalized assets 

are personal property that meet the capitalization thresholds prescribed in the Financial 

Resources Management Manual (FRMM ), COMDTINST M7100.3 (series) for each major 

category of assets.  The CO/OIC/Unit-level Supervisor shall certify the results. 

  

Additional inventories shall be conducted: 

a. Whenever directed by the CO/OIC/Unit-level Supervisor or APO.  A special physical 

inventory may be necessary when there is evidence of forced or unlawful entry to a space, 

theft of property, or inadequate inventory control procedures are suspected. 

 

b. As required by the Federal Acquisition Regulations (FAR) Parts 45 & 52 for government-

furnished equipment in the possession of contractors. 

2.4.3 What to Inventory 

 

a. All mandatory accountable property with a value of $2,500 or greater. 

 

b. All leased, rented and/or borrowed property. 

 

c. Sensitive items with acquisition cost of $500-2,499.  Audio/visual equipment, ecclesiastical 

equipment (having to do with faith and religion), measuring tools/test equipment, musical 

instruments, office machines, powered hand tools, recreational athletic equipment, testing 

instruments, inert weapons, and Marine Environmental Response (MER) equipment. 
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2.4.3.1 Physical Inventory of Capitalized Property 

 

Each Coast Guard unit shall conduct a complete 100% inventory of all capitalized 

property at a minimum annually or as directed by a higher authority.  A report shall be 

filed by all Coast Guard units regardless if capitalized property is listed in the unit 

Oracle FAM records or not. 

 

All units shall follow the procedures provided in Enclosure (51) (version 2) or 

subsequent versions.  Failure to follow these procedures completely will result in the 

unit failing the inventory requirement.  Such failure could cause adverse action for the 

unit commanding officer/CO/Officer in Charge/OIC/Unit-level Supervisor. 

2.4.4 Nonconforming Physical Inventories 

 

If inventory results indicate that a unit has not complied with internal DHS and Coast Guard 

policies and procedures, or the unit‘s reconciliation results show a loss ratio greater than two (2) 

percent of the dollar amount of the unit‘s cumulative personal property inventory, the DHS 

Office of Asset Management shall recommend remedial action.  Commandant (CG-844) shall be 

responsible for developing a plan specifying the steps to correct the deficiencies or discrepancies 

within a specified time.  If the deficiencies or discrepancies are not resolved, the DHS Office of 

Asset Management shall consult with the Chief Financial Officer (CFO) and/or the Office of 

Inspector General as to possible remediation, such as removing Commandant (CG-844) and the 

unit‘s delegated authority to manage its property, and/or providing remedial services to account 

the delegated authority for its property.  The expense of providing external auditing and 

management services shall be the responsibility of the Coast Guard. 

2.4.5 Physical Inventory Documentation 

2.4.5.1 Policy 

 

The APO shall retain and file physical inventory documents along with all other 

personal property documents.  The physical inventory documentation shall include the 

signed physical inventory memo, Oracle FAM reports and other subsidiary system 

reports used, and a copy of all documents necessary to support required adjustments 

and reconciliations for loss, location or serial number changes, etc.  Physical inventory 

documents shall be retained for a minimum of three years.  Documents pertaining to 

any given asset will be retained in accordance with the Information and Life Cycle 

Management Manual, COMDTINST M5212.2  (series) and reference (i) for the life of 

the capitalized asset plus three years.  Acquisition, improvement, and disposal 

documentation for all capitalized assets shall be sent to FINCEN (FR) directly, 

retaining a copy at the unit level.  The CT and RA must be named in the memo 

summarizing the results of the inventory or relief letter associated with the inventory.  

The signed physical inventory sheets shall contain at a minimum the following 

signatures: 
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a. For relief inventories, the custodian being relieved, the incoming custodian, two 

CT members, and the PICO shall sign the physical inventory report upon 

completion. 

  

b. For annual or periodic inventories, two CT members, the PICO, and the RA shall 

sign the physical inventory report upon completion. 

2.4.6 Unit Property, Personnel Transfer Responsibilities  

2.4.6.1 Property Custodian (PC)  

 

When a custodian is reassigned, a joint inventory must be conducted.  Use the 

custodian's property report from Oracle FAM to conduct the joint inventory.  Should 

circumstances prevent a joint inventory, the new custodian must accompany two 

independent members to conduct the wall-to-wall inventory of the custodial area of 

responsibility within thirty calendar days and submit the required letter report of relief 

to the Commanding Officer.  The relieving custodian accepts responsibility by signing 

the Property Officer's copy of the property record, noting any discrepancies 

discovered.   

2.4.6.2 Commanding Officer (CO)/Officer-in-Charge (OIC)/Unit-Level 

Supervisor or Accountable Property Officer (APO) 

 

The CO/OIC/Unit-level Supervisor or the APO being relieved provides a statement as 

to the status of the unit's property records.  The basis for this statement is the signed 

property records retained by the APO or the APO's letter report to the CO/OIC/Unit-

level Supervisor.  However, if a physical inventory has not been conducted within the 

past twelve (12) months, a physical inventory is required as part of the relief. 

2.5 Marking of Property  

 

All Coast Guard owned, accountable property must be specifically identified and appropriately 

marked in a highly visible location as belonging to the Coast Guard.  The marking "Property of 

the Coast Guard" or ―U.S. Government‖ is preferred but not mandatory.  Use of the letters 

"USCG" at a minimum is mandatory.  When adhesive decals or barcode labels are not suitable 

for marking, use etching, stenciling, painting, tagging, or any other economical means available 

to the unit.  There are some items or circumstances that will be difficult or impossible to mark in 

the preferred manner (e.g. silverware and other small items; artwork and  artifacts; greasy, oily 

machinery; and items that may be exposed to the elements).  Marking  property items having 

historical value or significance must be accomplished with meticulous care and in such a way as 

to not detract from its value or significance.  Contact Commandant (CG-09224) for guidance on 

the marking historic property.  Mark property on loan from another agency to indicate proper 

ownership and also reference the applicable loan agreement when possible. 
 
 
All Coast Guard owned mobile property shall be prominently marked identifying the owning 

command of the mobile property.  Types of property to be marked include:  Boat and Utility 
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trailers; Flat Bed Trailers; Mobile Forklifts; Pollution Response Trailers; Mobile Cranes, Dump 

Trucks; Flat Bed Trucks; Mobile Generators or similar equipment; Hazmat Trucks (including 

fuel trucks) etc.  Enclosure (41) Labeling of Rolling Stock is reserved for future examples of 

specific marking locations on various pieces of property. 

2.5.1 GSE (Ground Support Equipment)/Aviation 

a. Fuel trucks 

b. Support equipment 

c. Mules 

2.6 Property Pass 

 

Property Officers shall issue a Custody Receipt For Personal Property/Pass, (DHS Form 560-1), 

or an Air Force Personal Clothing and Equipment Record Form (AF-538), NAVSUP Form 155 

to authorize the removal of Government property that is on their accountable record from a Coast 

Guard unit for official use only.  (See Enclosure (29) for DHS Form 560-1).  Alternative 

methods of signing out property, (i.e. unit sign out logs) are acceptable.  Items signed out are not 

eligible for removing record from the accountable system.  Form (AF-538) may be found at: 

http://www.e-publishing.af.mil/shared/media/epubs/af538.pdf. 

2.7 Use of Coast Guard Personal Property for Morale, Wellbeing, and Recreation 

Purposes (MWR) 

 

Personal property no longer required for the operational missions of the Coast Guard may be 

made available by units for their Morale, Wellbeing, and Recreation (MWR) programs after the 

item has been screened by the General Services Administration (GSA) for other government use.  

 

Personal property that does not transfer to MWR includes: 

a. Property which can be exchanged for a replacement item; 

 

b. Classified property; 

 

c. Property dangerous to public health and safety. 

2.7.1 Recommending Items for MWR Use 

 

When property paid for with appropriated funds has been surveyed or reported as excess and is 

wanted for MWR purposes, state the need in the Survey Report and Recommendation block of 

the Report of Survey,  Form (CG-5269), or in a transmittal letter forwarding the Report of 

Survey,  Form (CG-5269), or Report of Excess Personal Property, Form (SF-120) to the unit‘s 

chain of command for approval.  Indicate the proposed use and location of the property and 

whether it will be used for its original purposes, converted for other use, or cannibalized.   

http://www.e-publishing.af.mil/shared/media/epubs/af538.pdf


COMDTINST M4500.5C 

2-17 

 

The following are examples of property suitable for MWR use: 

 

a. Books, maps, and other publications; 

 

b. Communication equipment and components; 

 

c. Duplicating equipment; 

 

d. Furniture; 

 

e. Hand tools; 

f. Instruments and laboratory equipment; 

 

g.   Lighting fixtures; 

 

h.   Measuring tools; 

 

i.   Musical instruments, photographs, and radios; 

 

j.   Office machines; 

 

k.  Photographic equipment and projectors; 

 

k. Recreational and athletic equipment; 

 

l. Refrigerators; 

 

m. Shop equipment; 

n. Boats; and/or 

o. Training aids and devices. 

2.7.2 Approval to Use an Item for MWR Purposes 

 

The Report of Excess Personal Property, Form (SF-120) signed forms shall be forwarded to 

Commandant (CG-844) for review.  Commandant (CG-844) shall provide final dispensation 

feedback to the requesting unit.  Commandant (CG-844) may convert the excess personal 

property for MWR use within the Coast Guard or forward the Report of Excess Personal 

Property, Form (SF-120) and material to other Federal Government agencies for transfer. 
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2.7.3 MWR Property Accountability 

2.7.3.1 General 

Property approved for MWR use remains the property of the Coast Guard. 

2.7.3.2 Oracle MWR Categories 

 

Property used for MWR purposes is recorded as GP property in the major category 

originally recorded, but with an MWR minor category.  For property recorded in a 

different major category, the unit shall request FINCEN (FR) to change the category. 

2.7.3.3 MWR Property Disposal 

 

Property used for MWR  purposes originally acquired with appropriated funds are 

subject to the disposal instructions contained within this Manual. 

2.7.4 MWR Property Maintenance 

 

The Coast Guard may assume responsibility for the rehabilitation and maintenance of  

equipment used for MWR purposes.  The cost of such rehabilitation and maintenance shall be 

charged to either AFC-30 or Non Appropriated Funds (NAF) as outlined in the Financial 

Resources Management Manual (FRMM), COMDTINST M7100.3 (series) and Coast Guard 

Nonappropriated Funds Instrumentalities (NAFI) Manual, COMDTINST M7010.5 (series), 

Coast Guard Morale, Well-Being, and Recreational Manual, COMDTINST 1710.13 (series).  

Personnel may perform rehabilitation and maintenance during off duty hours as a part of the 

MWR program.  (See section 2.21 regarding the tracking of NAF). 

 

The unit must determine the supervision necessary to protect the Government's interests when 

Government facilities and equipment are used.  Although personnel are normally allowed to use 

them without charge, material furnished must be provided on a reimbursable basis. 

2.8 Management of Office Furniture and Office Machines 

 

Federal Property Management Regulations (FPMR) and Federal Management Regulations  

(FMR) governing the acquisition, replacement, and use of  office furniture and office machines   

have been in effect for many years.  The need for these regulations and standards are expected to  

continue in the future.  Therefore, a vital need exists to ensure that all managers, property  

personnel, custodians, and users effectively acquire, use, and manage furniture and office  

machines in accordance with regulations [41 CFR 101-25.104 (Acquisition of Office Furniture & 

Office Machines); 41 CFR 1-01-25 104.1 (Redistribution, Repair, or Rehabilitation); 41 CFR 

101-25.302 (Use Standards of Office Furniture and Equipment); 41 CFR 101-25.4 (Replacement 

Standards)]. 
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Select, acquire, manage, and control office furniture and office machines to ensure: 

 

a. Prudent expenditure of funds; 

 

b. Conformance to reasonable standards of utility and appearance; 

 

c. Avoidance of extravagance, ostentation, and luxury; 

 

d. Effective use of existing assets; and 

 

e. Prompt redistribution or disposal of unneeded assets. 

2.8.1 Acquisition of Office Furniture and Office Machines 

 

The acquisition of office furniture (FSC-7110) and office machines are limited to that which is 

absolutely essential.  It will not be done to upgrade appearance, decor, or status, nor to satisfy a 

desire for the latest design or more expensive lines.  Acquisition is defined as "To acquire in any 

manner, including rental, or lease."  This includes items acquired via a Military Standard 

Requisitioning and Issue Procedures (MILSTRIP) document, Federal Supply Schedule, 

commercial procurement, or via excess property listings, etc. 

 

Commanding Officers/(COs)/OICs/Unit-level Supervisors are responsible for: 

a. Determining whether requirements could be met through the redistribution, repair, or 

rehabilitation of already owned items; 

 

b. Acquiring excess from Other Federal Agencies provided that substantial costs will not be 

incurred for packing, packaging, shipping, constructing, rehabilitating, and other related 

services prior to the acquisition of new items; 

 

c. Documenting the decision to purchase new furniture and office machines with the following 

statement:  "Not available from Coast Guard-owned inventories or Government excess." 

 

d. Approving all requisitions for office furniture and office machines.  Acquiring new office 

furniture shall be in accordance with FAR Part 8. 

2.8.2 Acquisition or Replacement of Office Furniture or Office Machines 

 

a. When office furniture and furnishings are obtained on the basis of the above paragraphs, 

acquisition of additional or replacement furniture must be made in accordance with the 

same provisions. 

 

b. Office furniture and related furnishings, such as file cabinets, coat racks, and portable 

partitions, shall be considered organizational furniture and are not covered by use standards. 
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c. Do not replace furniture (office, household, quarters, and institutional) unless the estimated 

cost of repair or rehabilitation exceeds at least seventy-five percent of the cost of a new item 

of the same type and class.  The estimated cost of repair or rehabilitation is based on GSA 

term contracts and must include any transportation expense.  The cost of a new item must 

be based on prices as shown in the current edition of the GSA Supply Catalog, applicable 

Federal Supply Schedules, or the lowest available market price. 

2.9 Aircraft Unique Guidance 

 

Below is personal property guidance unique to aircraft. 

2.9.1 Acquisition of Excess 

 

Acquiring aircraft from other agencies is not authorized without prior approval of Commandant 

(CG-711).  

2.9.2 Impairment of Aircraft 

 

The asset is impaired due to damage, deterioration, or engineering/construction issues that 

preclude it from performing its mission.  The asset appears on Coast Guard records; however, 

cost adjustments will be made depending on the level of impairment and the remaining salvage 

value.  Depreciation will continue if a remaining NBV (salvage) remains.  Also see section 3.4.4. 

2.9.3 Disposal of Aircraft 

 

Aircraft reported as excess on the Report of Excess Personal Property, Form (SF-120) shall be 

forwarded to Commandant (CG-844) which shall perform any required screening, reassignment, 

and disposal.  In addition to completion of a Report of Excess Property, Form (SF-120), a Report 

of Survey, Form (CG-5269) will be completed to report the condition of any aircraft being 

recommended for disposal or replacement.  Once an aircraft has been reported as excess, no 

disposal or transfer action may be taken without prior approval of Commandant (CG-711) and 

Commandant (CG-844).  Report of Excess Personal Property, Form (SF-120) reporting excess 

Aircraft are considered long-term record material and must be retained. 
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2.9.3.1 Board of Survey for Aircraft 

 

A Board of Survey (BOS) shall be initiated by Commandant (CG-711) or 

Commandant (CG-41), and shall include the location of the aircraft and its condition 

code.  Attached to the Report of Survey, Form (CG-5269) shall be statements of the 

history and general condition of the aircraft.  In addition, Commandant (CG-711) must 

indicate by memo or endorsement what effect removing the aircraft would have on 

aircraft inventory levels and operational readiness.  Commandant (CG-7) shall act as 

the convening authority, which shall establish and maintain a permanent Board of 

Survey for Aircraft of four people.  At least one of the senior members must be present 

at each board meeting, and two other members are required to form a quorum.  The 

board shall consist of: 

 

a. Senior Members 

 

(1) Chief, Office of Aviation Forces, Commandant (CG-711) 

 

(2) Chief, Office of Aeronautical Engineering, Commandant (CG-41) 

 

b. Other Members 

 

(1) Deputy Chief, Office of Aviation Forces, Commandant (CG-711) 

 

(2) Deputy Chief, Office of Aeronautical Engineering,  

Commandant (CG-41) 

2.9.3.2 Commandant (CG-844) Responsibilities 

 

Commandant (CG-844) is the final approving authority for Reports of Survey, Form 

(CG-5269) for Aircraft.  If the Board recommends disposal, a copy of the survey, as 

well as a Report of Excess Personal Property, Form (SF-120) shall be forwarded to 

Commandant (CG-844) for appropriate disposal action.  If the Board recommends 

salvage, Commandant (CG-844) shall obtain information as necessary from 

Commandant (CG-711), Commandant (CG-41), and the Activity Location Code 

concerning the salvaging of component parts.  Instructions shall be provided to the 

cognizant field activity for complete disposal action, as appropriate in the following 

order: 

 

a. Transfer to DoD for utilization or disposal. 

 

b. Report to the GSA as excess to requirements and available for transfer, donation, 

or sale, as appropriate. 
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Upon completion of the disposal, the final disposition document shall be attached to 

the original Report of Survey, Form (CG-5269) and shall be retained by Commandant 

(CG-844), and one copy each forwarded to Commandant (CG-41) and Commandant 

(CG-711). 

2.9.4 Aircraft Parts 

2.9.4.1 Flight Safety Critical Aircraft Parts (FSCAP) 

  

a. General 

 

FSCAPs are not generally eligible for the Exchange/Sale program.  Any waiver 

requests must be processed through Commandant (CG-844). 

 

b. FSCAP Codes 

 

Normally, FSCAP items will be mutilated by the owning service prior to turn-into 

DLA Disposition Services (Site).  When an FSCAP item is transferred to DLA 

Disposition Services (Site) for disposal, Block D or 27 of the Disposal Turn In 

Document (DTID) or Electronic Turn In Document (ETID) shall cite the appropriate 

FSCAP code. 

 

c. FAA Requirements 

 

DoD makes no representation as to the parts‘ conformance with the FAA  the parts into 

use, the receiving persons or organizations must subject the parts to safety inspection, 

repair or overhaul by a competent manufacturer or other entity certified by the FAA to 

perform such inspection and repair.  Failure to comply with FAA requirements will 

subject the purchaser to enforcement actions.  The aircraft parts may not meet FAA 

standards, and/or may have been operated outside the limitations required under FAA 

regulations.  Inspections and FAA approvals will be needed to determine an aircraft 

part condition for safe operation or parts eligibility for installation on a civil aircraft. 

 

d. Historical Records and Documentation 

 

It is the responsibility of the generating activity to ensure that all available historical 

records/documentation are included at the time of turn-in to the DLA Disposition 

Services (Site) when FSACAPs are transferred to DLA Disposition Services (Site) for 

disposal processing from the Military Services inventory.  FSACAP items lacking 

records/documentation, or in poor or obsolete condition, shall be mutilated. 
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2.9.4.2 Resale to Military Services 

   

Parts that are unique to military application aircraft, when they have been sold in the 

disposal process, may be resold to the Military Services, authorized 

Reutilization/Transfer/Donation/Sales (R/T/D/S) customers, and Foreign Military 

Sales (FMS) with less than a fully-approved FAA documentation package as long as 

the sales contract notifies the buyer that the parts: 

a. Cannot be used on commercial application aircraft in absence of specific FAA 

approval; and 

 

b. Cannot be sold back to the DoD or to foreign Governments/Military without the 

records/documentation originally provided by the Defense Reutilization 

Marketing Service (DLA Disposition Services (Site) at the time of sale. 

2.9.5 Disposal of Aircraft Parts 

2.9.5.1 General 

   

Coast Guard units disposing of end-of-service-life/unserviceable aircraft repair 

parts/components will render the items unusable by crushing, smashing, shearing, 

cutting, breaking, melting, burning, slashing, or other effective means to render the 

item incapable of restoration, rehabilitation, or re-manufacture as an item unusable for 

its originally intended purpose before turn-in to any disposal activity. 

2.9.5.2 Authorization for Removal 

 

The initial authorization for removal of equipment or parts is issued by the responsible 

division (e.g. Commandant (CG-41) for aircraft maintenance related parts) prior to 

issuance of disposal instructions for the aircraft.  Do not remove additional equipment 

parts without the approval of Commandant (CG-844). 

2.9.6 Aircraft and Aircraft Part Markings  

 

Ensure parts or destruction of components considered dangerous to public health, safety, and 

security to include aircraft components and accessories; aircraft engines; aircraft and airframe 

structural components; aircraft launching and landing equipment; and, to include all associated 

repair parts are properly demilitarized, mutilated, or destroyed and properly documented. 
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2.9.7 Authorization for Removal 

 

The initial authorization for removal of equipment or parts is issued by the responsible division 

prior to issuance of disposal instructions for the aircraft.  Do not remove additional equipment or 

parts without the approval of Commandant (CG-844). 

2.9.7.1 Aircraft Number Plates 

 

a. Remove Coast Guard-generated aircraft number plates from non-flyable aircraft 

and destroy in the presence of a commissioned officer.  Document the destruction 

using the Abandonment/Destruction Certificate (CG-5598) with a certification 

statement that cites the reason for destruction.  Do not remove manufacturer‘s 

name plate. 

 

b. Ensure that the certification is signed by an authorized Coast Guard official and is 

witnessed by a commissioned officer.  Retain this statement as a permanent record 

of the unit.  (See Enclosure (14), for a certificate of destruction sample).   

2.10 Motor Vehicles and Trailers 

 

Commandant (CG-434) is the Motor Fleet Program Manager of vehicles owned and operated by 

the Coast Guard.  Guidance for the effective administration of the Coast Guard vehicles and 

trailers (including boat trailers) program may be found in the Motor Vehicle Manual, 

COMDTINST M11240.9 (series). 

 

Trailers are considered part of the Coast Guard motor vehicle inventory and must be reported 

and managed accordingly.  Gross Vehicle Weight Rating (GVWR) is a critical parameter in the 

proper operation of trailers and must be recorded in inventory records.  Units must perform a 

trailer matching check using guidelines in the Motor Vehicle Manual to ensure the tow vehicle is 

rated above the GVWR of the trailer.  For constructed trailers, designed for on-the-road use, a 

unique serial number shall be assigned a (VIN) by the cognizant vehicle manager. 

 

For procurement or lease of automobiles and trailers, the Certificate of Origin is the title or proof 

of ownership. 

2.11  Acquisition of Excess 

 

Prior to the acquisition of motor vehicles and trailers from Other Government Agencies (OGAs), 

approval is required from Commandant (CG-434).  Commandant (CG-434) designates all SILC 

managers.  These individuals are responsible for initiating requests for license plates, recording 

assets in Oracle FAM, and retaining document files.  Individual field units are responsible for 

physical care/custody, sighting assets during physical inventory and notifying the Regional 

Motor Fleet Manager if an asset is damaged, moved, or no longer required. 
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2.12 Disposal of Excess 

 

If a vehicle is being recommended for disposal as excess, then a Report of Survey, Form 

(CG-5269) is required to be completed in addition to a Report of Excess Personal Property, Form 

(SF-120).  When completing the Report of Excess Personal Property, Form (SF-120) for a 

vehicle, ensure the odometer mileage at the time of excess is included on the form in the 

description.  Upon approval, disposition of the excess vehicle shall be made through GSA, DLA 

Disposition Services (Site), the Exchange/Sale program, or transferred to the State Department 

for foreign service vehicles.  A United States Government Certification of Release of a Motor 

Vehicle (SF-97) shall be completed for each vehicle reported to GSA for disposal or disposed of 

through the exchange/sale program.  When disposal is completed, submit a Vehicle Acquisition 

and Disposition Report (CG-4327). 

2.13 Support Equipment (SE) 

2.13.1 Transfer of Capitalized Support Equipment (SE) To/From Repair 

Activities 

 

Support equipment is defined in accordance with Aeronautical Engineering Maintenance 

Management Manual, COMDTINST M13020.1 (series) as equipment used for aircraft 

launching, recovery, ground handling and servicing; and consists of 5 subcategories: 

 

a. Ground Support Equipment (GSE).  Equipment used for aircraft launching, recovery, 

ground handling and servicing.  Ground Support Equipment can be classified as either 

common or peculiar support equipment.  Both common and peculiar support equipment are 

managed through the ALC Support Equipment Section. 

b. Avionics Support Equipment (ASE).  Includes all equipment of an electrical nature used 

for, but not limited to: testing, troubleshooting, alignment, or calibration of aircraft systems 

and components.  Avionics Support Equipment can be classified as either common or 

peculiar support equipment.  Avionics Support Equipment is managed through the ALC 

Support Equipment Section. 

c. Aviation Life Support Equipment (ALSE).  Includes flight clothing, rescue and survival 

equipment, and aircraft emergency equipment.  ALSE items receive their primary technical 

support from the ALC Engineering Services Division, ALSE Technical Services.  

Management of these items is split between the appropriate ALC Product Line (equipment 

affixed to the airframe) and the ALSE Program Manager.  ALSE Technical Services 

provides only technical support for flight clothing and consumable rescue equipment (i.e. 

pumps, drop radios, drop rafts, etc.).  Flight clothing and consumable rescue equipment 

items are not managed by ALC but are managed by each local unit. 

d. Mission Support Equipment (MSE).  Includes hoist cameras, voice data and recording 

devices, etc.  The appropriate ALC Airframe Product Line controls these items.  Night 

vision devices are also included under this category but are managed through the ALC 

Support Equipment Section. 
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e. Logistics Support Equipment (LSE).  Includes all equipment with a facility related function, 

such as packaging, handling, storage, and stowage.  These items are managed by the ALC 

Aviation Logistics Division (ALD). 

Special purpose maintenance support equipment consists of test equipment, tools, and other non-

consumable equipment related to a specific item or system for which a Logistics or Service 

Center has service-wide support responsibility.  To qualify for Type 6 material, at least one of 

the following conditions must be satisfied: 

 

(1) The unit price exceeds that which is beyond the operational unit‘s funding capability 

as determined by the sponsoring Logistics or Service Centers. 

(2) The equipment requires periodic calibration. 

(3) The equipment is mission critical. 

Material owned by a commercial contractor and used to support maintenance is not federal 

property.  If it is in the hands of Coast Guard personnel, it shall be tracked as equipment on loan 

to the Coast Guard. 

General Purpose Maintenance Support Equipment. Consists of test equipment, tools, and other 

non-consumable equipment which may be used with multiple end use items or systems.  The 

Logistics or Service Center shall provide initial provisioning but will not provide subsequent 

replacement or repair of Type 8 material.  To qualify as Type 8 material, one of the following 

conditions must be met: 

(1) The unit price exceeds that which is beyond the operational unit‘s funding capability 

as determined by the sponsoring Logistics or Service Centers. 

(2) The equipment requires periodic calibration. 

(3) The equipment is mission critical. 

 

The ALC Support Equipment manager is responsible for the programmatic management of all 

capitalized Aviation Ground Support Equipment (GSE).  GSE is classified as ―Type 6‖ by the 

aviation community.  All capitalized GSE in use, stocked for use, or undergoing repair shall be 

managed and tracked in the designated Coast Guard fixed asset system.  The Requisition & 

Invoice Shipping Document (DD-1149) shall be used as the supporting document for the transfer 

of capitalized Support Equipment and shall require two signatures (releasing/receipt) and their 

applicable dates in order for the FINCEN (FR) to execute the transfer.  All descriptive data (e.g. 

part number, model number, serial number, quantity, noun name), and applicable financial data 

(e.g. Date in Service and Acquisition Cost) shall be captured on the Requisition & Invoice 

Shipping Document (DD-1149) and shall be verified against Oracle FAM.  Coast Guard units 

shall ensure that signed/dated Requisition & Invoice Shipping Document (DD-1149)  copies are 

forwarded to the ALC GSE manager.  The ALC GSE manager is responsible for obtaining 

properly signed/dated Requisition & Invoice Shipping Document (DD-1149)  documentation 

from Coast Guard units and repair activities.  The ALC GSE manager shall ensure that FINCEN 

(FR) receives properly a completed, signed/dated document.   
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The Requisition & Invoice Shipping Document (DD-1149) documentation is used to execute 

transfers within Oracle FAM.  Support Equipment transferred from ALC/Coast Guard units to 

the repair activity shall remain on ALC‘s account in the Coast Guard Oracle FAM account 

during repair and rework.  The ALC GSE manager shall direct repaired/Conversion-In-Lieu-Of-

Procurement (CILOP)  Support Equipment to be shipped to either ALC, or to a Coast Guard unit, 

and shall provide the appropriate documentation to FINCEN (FR) so that the transfer can be 

executed in the designated fixed asset system. 

2.13.2 Repairs of Support Equipment 

 

Support Equipment transferred for repair shall be returned with the same serial number, noun 

name, and shall retain the original equipment data plate.  The Requisition & Invoice Shipping 

Document (DD-1149)  received from the repair activity shall be clearly noted and support the 

action as repair (including re-work), and shall reflect agreed upon repair costs.  All repair costs 

shall be expensed.  The ALC GSE manager shall ensure that a copy of the Requisition & Invoice 

Shipping Document (DD-1149) is clearly annotated as a repair action and forwarded to FINCEN 

(FR).  All capitalized GSE beyond economical repair shall be retired from the fixed asset system 

at the point it is declared, and reported beyond economical repair by the repair activity.  The 

repair activity, in conjunction with the ALC GSE manager, shall document Support Equipment 

that is retired on a Release Receipt, Form (DD-1348-1A), Requisition & Invoice Shipping, Form 

(DD-1149), or Report of Abandonment/Destruction Personal Property, Form (CG-5598). 

2.13.3 Conversion-in-lieu of Procurement (CILOP) – Beyond Economical Repair 

Support Equipment 

 

Any Support Equipment  that is beyond economical repair shall be properly documented as such 

and transferred to the repair activity for conversion.  The original item will be retired in Oracle 

FAM, and the converted item shall be entered into Oracle FAM upon completion of conversion. 

Proper documentation includes a memo-to-file from the program manager that the appropriate 

engineering analysis has been performed on the Support Equipment, and that Support Equipment 

is ‗beyond economical repair.‖  All supporting documentation shall be included as enclosures to 

the memo-to-file.  The ALC GSE program manager shall ensure that the Requisition & Invoice 

Shipping Document (DD-1149)  signed from the repair activity is forwarded to FINCEN (FR) to 

document the transfer of the Support Equipment to the repair activity.  Any Support Equipment 

received from CILOP and shall be treated as newly procured Support Equipment and the 

equipment shall contain a new equipment data plate. 
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All direct and indirect overhead costs associated with converting the Support Equipment to a 

usable state shall be captured and used as the new acquisition cost for any Support Equipment 

that has gone through the CILOP process.  The Requisition & Invoice Shipping Document  

(DD-1149) from the repair activity containing the CILOP cost shall be forwarded to the ALC 

GSE manager for reconciliation against ALC-issued contract documents and billings as 

appropriate. 

Additionally, the repair activity shall certify and forward the final cost billing detail to the ALC 

GSE manager for review on a periodic basis.  Within 10 days of receipt of the billing detail, the 

ALC GSE manager shall review, certify, and forward the final billing to FINCEN (FR) as 

valuation support.  The CILOP cost, and any other production costs, shall be used to calculate 

the cost of the capitalized asset.  The ALC GSE manager shall forward a complete 

documentation package to FINCEN in order to record CILOP Support Equipment in Oracle 

FAM.    

2.13.4 Summary of Documentation Requirements 

 

The ALC GSE manager is responsible for ensuring that all completed documentation supporting 

the transfer and valuation of Support Equipment is forwarded to FINCEN (FR).  Forms to be 

used are: 

 

a. Requisition & Invoice Shipping Document (DD-1149).  Used to document the transfer of 

Support Equipment from ALC/Coast Guard units to the repair activity and from the repair 

activity to ALC/Coast Guard units.  Requires two sets of signatures (receipt/releasing) and 

their applicable dates by both activities.  The Requisition & Invoice Shipping Document 

(DD-1149)  shall cite the repair activity work as either repair or conversion, and will contain 

acquisition cost information for the Support Equipment transferred to the repair facility.  

The Requisition & Invoice Shipping Document (DD-1149) used to transfer the repaired 

Support Equipment from the repair facility to the Coast Guard unit shall include acquisition 

cost. The Requisition & Invoice Shipping Document (DD-1149)  used to transfer converted 

Support Equipment from repair facility to the Coast Guard unit shall list the CILOP cost 

information on the Requisition & Invoice Shipping Document (DD-1149).  This detail will 

be reviewed by the ALC Support Equipment manager and forwarded to FINCEN (FR). 

 

b. Release Receipt Document (DD-1348-1A).  (Turn-in Documentation).  Used to document 

the disposal of Support Equipment beyond economic repair to DLA Disposition Services 

(Site).  Will be signed and dated by both activities.  This detail will be reviewed by the ALC 

GSE manager and forwarded to FINCEN (FR). 
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c. Billing Detail.  Can be a combination of paper documentation and electronic records 

received from the repair activity used to support the valuation of CILOP Support 

Equipment.  It is recommended that paper documentation be scanned electronically for 

preservation purposes.  Any documentation that is available from a third-party (e.g. 

invoices, contracts, etc.) is preferable over the Coast Guard version of the same information 

for audit purposes.  This detail shall be reviewed by the ALC GSE manager and forwarded 

to FINCEN (FR). 

 

d. Report of Abandonment/Destruction Personal Property, Form (CG-5598).  Abandonment 

and destruction is used to document the destruction of Support Equipment for which care 

and handling has been determined to be more costly than the expected proceeds from its 

turn in to the DLA Disposition Services (Site) and subsequent sale. 

2.13.5 Repair/Rework, Overhaul, Conversion General Process 

2.13.5.1 To Repair Facility 

 

 The initial step for Repair/Rework, Overhaul, and or Conversion can be one of the 

following: 
 

a. Coast Guard Unit is directed by the Inventory Control Point (ICP) to direct ship 

equipment to the Other Government Agencies (OGA)/Commercial sources for 

repair/rework, overhaul, or conversion. 

 

b. Coast Guard Unit is directed by the ICP to ship equipment to the ICP, awaiting 

further transportation, or further action for repair/rework, overhaul, or conversion. 

 

c. ICP ships equipment to OGA/Commercial sources for repair/rework, overhaul, or 

conversion. 

2.13.5.2 From Repair Facility 

 

The second step for Repair/Rework, Overhaul, or Conversion can be one of the 

following: 

 

a. OGA/Commercial sources may be directed by the ICP to ship directly to Coast Guard 

Unit; 

 

b. OGA/Commercial sources may be directed by the ICP to ship to the ICP, await 

further transportation.  ICP ships equipment to Coast Guard unit to the end user or to 

be put into service; 
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c. OGA/Commercial sources may be directed by the ICP to ship to the ALC/ICP, and be 

picked up in Aviation Materiel Management Information System/Inventory Control 

Point (AMMIS/ICP) for future demand; 

 

d. The serial number shall be verified and updated as necessary. 

2.13.5.3 ALC/ICP-specific Information 

 

From the ALC/ICP the basic process flow is as follows: 

 

a. The Aviation Logistics Center (ALC)/Inventory Control Point (ICP) manages the 

supply and financial accountability of all spare parts inventory for US Coast Guard 

aircraft and small boat assets utilizing the Asset Materiel Management Information 

System (AMMIS).  Inventory is expended off of the AMMIS records when issued to 

a particular asset number. 

 

b. The unit returns Not Ready for Issue (NRFI) repairable material to inventory records 

against a turn-in that is created when Ready for Issue (RFI) items are issued to that 

particular asset. 

c. When directed, the Coast Guard unit will receipt for excess RFI consumable 

inventory within AMMIS or return to ALC.  Upon receipt at either the unit or ALC, 

the item is then accounted for on the ICP inventory records. 

 

d. The Coast Guard unit returns excess NRFI/RFI repairable inventory to ALC, which 

are then receipted into the ICP inventory records. 

 

e. Utilizing a repair contract, ALC/ICP issues repairable inventory to an authorized 

OGA/Commercial source for repair/rework or overhaul and a dun-in is created within 

AMMIS to maintain accountability.  Upon completion of the contracted work, the 

inventory is receipted back into the ICP inventory records under the due-in tied to the 

particular contract number or contract/miscellaneous obligation. 

 

f. On occasion, ALC/ICP will loan materiel to an authorized source for evaluation, 

testing, etc.  Inventory loans remain on inventory records with an established due-in.  

Upon completion of the work, the authorized source will return the item to ALC, 

which will then receipt the materiel back into the ICP inventory against the loan due-

in. 

2.14 General Purpose (GP) Property and Reporting Requirements 

 

General Purpose (GP) Property, as is all personal property, is defined as property that has a 

normal life expectancy of more than two years, has continuing use as a self-contained unit, is not  

consumed in use, does not lose its identity when put to use or does not ordinarily become a non- 

serviceable component of other property.  In addition, the property is assigned for use and is  

performing or serving its intended operational functions. 
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GP Property does not include items in stock or accounted for in other property records such as 

works in progress, OM&S, Repairable Spares, or items accounted for in other major 

classifications (aircraft, cutters, barges and boats, vehicles, electronics, or internal-use  

software, etc.).  

2.14.1 Reportable Items 

 

To provide service-wide visibility of GP property for management purposes and to provide asset 

value information to assist in financial management throughout the Coast Guard, GP shall be 

identified as mandatory reportable and entered into the appropriate automated property inventory 

system when it meets the following criteria: 

 

a. Property purchased using Operating Expense (OE) funds, including MWR items with an 

acquisition cost of $2,500.00 or more.  (See section 2.21 for Non-Appropriated Funds (NAF) 

items. 

 

b. Property costing less than $2,500.00, but an identical item (make/model) costing 

 $2,500.00 or more has been, or is being reported.  This applies across each unit-wide 

OPFAC.  For example, if one custodian at a unit has an item that costs $2,480.00 and another 

custodian at the same unit has an identical item that costs $2,500.00, both items must be 

reported. 

 

c. Government Furnished Equipment (GFE)/Government Furnished Property (GFP) held or 

procured by a Government contractor when the acquisition cost is $25,000 or more. 

Note:   The Coast Guard Acquisition Procedures (CGAP), COMDTINST M4200.19  (series), 

subchapter 3045.105 (a) identifies tracking requirements regarding GFP.  The CGAP 

subchapters 3045.508 (2) & (3) identify that the contracting property administrators are 

required to report GFP/GFE to the local property officers when the item‘s value equals or 

exceeds $25,000 acquisition cost, and they, in turn, will include that item in the formal 

Coast Guard automated property inventory system, Oracle FAM. 

 

d. Specific Federal Supply Groups (FSG) with an acquisition cost of $500 or greater and 

identified and described in the DoD Federal Supply Classification Handbook, H2, as 

follows: 

 

(1) FSG 10. Weapons.  Inert weapons, partial & dummy drill weapons; 

 

(2) FSG 51.  Powered Hand Tools.  Drills, riveters, portable electric saws, etc. 

 

(3) FSG 52.  Measuring Tools.  Calipers, levels, micrometers, etc. 

(4) FSG 58.  Audiovisual Equipment.  Facsimiles, TVs, Sound 

recording/reproducing etc. 
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(5) FSG 66.  Testing Instruments and Laboratory Equipment.  Radiacs,  oxygen flow 

indicators, etc. 

 

(6)  FSG 67.  Photographic Equipment.  Cameras, projectors, etc. 

 

(7) FSG 74.  Office Machines.  Copiers, scanners, etc. 

 

(8) FSG 77.  Musical Instruments.  In addition to musical instruments, this Federal Supply 

Classification (FSC) includes home type photographs, radios, and TV sets; 

 

(9) FSG 78.  Recreational and Athletic Equipment.  Canoes, games, etc. 

 

(10) FSG 99.  Miscellaneous.  Ecclesiastical Equipment and furnishings, and   

 communion sets.  (Specifically-FSC 9925). 

 

Note: Complete descriptions for each FSG/FSC can be found at: www.dlis.dla.mil. 

 

e. Maritime Environmental Response (MER) equipment with an acquisition cost of $500 or 

greater. 

 

f. The following categories regardless of cost are mandatory reportable property: 

 

(1) Gifts and decorations properly accepted and retained by the Coast Guard for official 

display purposes.  Commandant (CG-8R) is responsible for all gifts to the Coast 

Guard.  (See the Financial Resource Management Manual (FRMM), COMDTINST 

M7100.3 (series), for Coast Guard Policy on the acceptance and accounting of gifts. 

Plaques or other gifts received from foreign governments (at or below the dollar value. 

are exempt from mandatory reporting requirements as defined by GSA.  See 

COMDTINST 5760.14 (6)(g) "Gifts from a Foreign Government.‖ 

 

(2) Leased, rented, or borrowed property. Operational leased property and borrowed 

property from other federal agencies shall be entered into the appropriate property 

tracking system at a unit price of $2.00 for record purposes. 

 

(3) Silver service and silverware. 

 

(4) AE/IT equipment (Hardware).  Includes items such as servers, switches, hubs, CPUs, 

hand-held devices which include (personal data devices, Goodlink phones, or TREOs 

which connect/interface with Coast Guard servers). Additionally, printers and 

multifunctional devices are mandatory reportable items.  Computer peripheral 

equipment such as monitors, keyboards, mice, CAC readers, and speakers are exempt 

from this tracking requirement. 

 

(5) Licensed software.  Regardless of acquisition value, units are required to track all 

locally procured and approved licensed software.  
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(6) Original artwork, models, and artifacts having Coast Guard historical significance.  

These items must be reviewed and approved by Commandant (CG-09224).  Some 

examples are engine order telegraphs, Fresnel lenses, ship's bells, life rings, gyro 

compasses, brass citations, dodgers (if decorative), chronometers, ships‘ seals, 

compasses, inclinometers, models, painting, and any other memorabilia. 

 

(7) Canines used in support of Coast Guard missions such as bomb or drug detection. 

(Excludes mascots). 

 

g. Property acquired from Other Government Agencies (OGAs) shall be brought forward at 

the net book value recorded by the transferring agency.  Any supporting documentation 

available from the OGA shall be sought, and included with the transfer documentation. 

 

Note:  Do not report Communication Security Equipment (COMSEC) and components in the 

approved asset tracking system.  

2.14.2 Optional Items 

 

The reporting of any GP other than mandatory items is optional and such items may be reported 

to ease local property control.  Optional items may be so designated by the CO/ OIC/Unit-level 

Supervisor, or the chain of command because the items: 

 

a. Have popular appeal; 

 

b. Are difficult to control; 

 

c. Are easily misappropriated for personal gain.  Items accounted for as optional are subject to 

the same property management controls as provided for mandatory reportable items.  Once 

optional items are entered into Oracle FAM, they are treated as reportable property. 

2.15 Management of Government-Furnished Equipment (GFE)/Government-

Furnished Property (GFP) 

2.15.1 Definition 

 

GFP is defined as: 

 

a. Tangible assets that are owned or leased to the government (including commercial off-the-

shelf software) that is held by a contractor or a subcontractor (in order to fulfill Government 

contractual responsibilities) and are not usually held at government facilities. 

 

b. GFE/GFP can also include assets obtained by the Government under the terms of a contract 

which are contractor held.  These items, called Contractor Acquired Property (CAP) are 

forms of GFE/GFP.  These assets are acquired by the contractor on behalf of the 
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Government in order to complete a government contract.  Such items are considered federal 

property at the point that the title passes to the Government. 

2.15.2 GFE/GFP Contracting Officers 

 

GFE/GFP Contracting Officers shall: 

 

a. Obtain a Property Custodian memo from the unit APO responsible for the GFE/GFP. 

 

b. Designate a Property Administrator in writing including duties and responsibilities.  

(Property Administrator should not be confused with the Coast Guard Personal Property 

Administrator (PPA). 

 

c. Ensure that identifying, tracking, conducting physical inventories and maintaining control 

of GFE/GFP is performed, and that all physical inventory reporting and property reporting 

requirements are met. 

 

d. Insert a line item in all solicitations and contracts for the contractors‘ reporting  

requirements. 

 

e. List all GFE/GFP with unit acquisition cost that is provided to the contractor annually. 

 

f. Ensure that the contractor provides at a minimum the basic information found in FAR 

45.505-1 for every item of GFE/GFP provided to the contractor.  The contractor‘s approved 

tracking system is the Government‘s official property record, with the exception of 

capitalized property. 

 

g. Ensure that the unit APO is notified of all property equal to or exceeding $25,000 that is 

placed on a contract.  When the GFE/GFP Contracting Officer is at a separate location other 

than the APO, a memo is prepared documenting the roles and responsibilities of each unit 

and must be signed and endorsed by all parties.  Approve the transfer of property and any 

disposition of such equipment during the contract life and upon contract completion. 

 

h. Ensure that a copy of the Contractor Inventory Report and transfer/disposition  

documents are provided to the APO in a timely manner. 

2.15.3 GFE/GFP Contractors 

 

GFE/GFP Contractors shall: 

 

a. Possess an established, Government-approved property control system. 

b. Have a written property control system plan; 

c. Ensure  GFE/GFP records identify every item provided regardless of cost and  

provide a complete, current, auditable record of all transactions; 
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d. Acknowledge receipt for all GFE/GFP within its possession; 

e. Conduct a physical inventory; 

f. Submit an annual report to the CO/OIC/Unit-level Supervisor by 15 September of each 

year; and 

 

g. Ensure disposal actions for all pertinent GFE/GFP upon completion/termination of the 

contract is properly documented.  The remaining items shall be transferred back to Federal 

Government control. 

2.15.4 The Local Unit 

 

The Local Unit shall: 

 

a. Record all GFE/GFP equal to or exceeding $25,000 into Oracle FAM with an  

annotation identifying the current contract. 

 

b. Obtain a copy of the Contractor Inventory Report annually and at contract  

 completion and reconcile. 

2.16 Heritage Assets 

2.16.1 Definition 

 

Commandant (CG-09224), the Coast Guard historian‘s office, determines which personal 

property items are designated heritage assets which help to illustrate the social, educational, and 

cultural heritage of the Coast Guard.  Heritage assets/Historic Artifacts-is property that has 

historical, cultural, educational, or artistic significance to the Coast Guard, and that is generally 

expected to be preserved indefinitely.  Some items because of their age or cultural significance 

are inherently historical artifacts and may be designated as Coast Guard heritage assets.  These 

may include (but are not limited to): ships bells, gyro compasses, brass citations, flags, pennants, 

chronometers, ships‘ seals, clocks, compasses, models, clothing, medals, classic Fresnel lenses, 

original historic artwork, gifts to the Coast Guard, and any items which represent the uniqueness 

of the mission of the Coast Guard. 

 

Property may have historical, educational, artistic, or cultural significance because it is 

associated with an important person, event, or place.  Reproductions and dioramas (three-

dimensional scenes) may or may not be considered historically significant.  Most trophies, 

prizes, plaques, and other items of transitory significance or of morale or sentimental value are 

not generally considered to have historical significance for the Coast Guard collection.  

However, some are pertinent to the history, lineage, or traditions of the Coast Guard. 

 

Property may become a heritage asset as the result of being created by research, resources 

management, or exploration.  Heritage assets may be identified by the fact that they are likely to 
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increase in value with age or because the items are rare.  Due to pre-established historical 

significance, Commandant (CG-09224) may nominate equipment or items that meet the 

definition of personal property which are currently in operational use.  If the item is not severed 

from the real property, it shall be reclassified as multi-use personal property.  Additionally, as a 

matter of US Coast Guard policy, the historian may treat items or equipment that are considered 

real property as personal property/heritage assets with the prior written agreement of 

Commandant (CG-431).  This designation may occur at any point in the equipment or item‘s 

service life.  While subject to operational needs, the asset should be cared for with the intent that 

it will become a heritage asset, contact Commandant (CG-09224) for further guidance.  Once 

this equipment or item is no longer used for its intended operational function and it either meets 

the definition of personal property; or, Commandant (CG-431), (CG-432), (CG-531) and the 

historian have agreed to treat it as personal property, then the asset immediately becomes a 

heritage asset.  The final arbiter of the significance of a personal property asset and its 

designation as a heritage asset is the Coast Guard Curator, Commandant (CG-09224). 

 

In carrying out the policies and procedures of the transfer of a lighthouse under the National 

Historic Lighthouse Preservation Act (NHLPA), the USCG historian will determine whether any 

Coast Guard-owned personal property artifact that meets the definition of personal property 

located on the lighthouse station grounds shall remain on the site.   
 

2.16.2 Multi-Use Heritage Assets 

 

Not all heritage assets are used solely for heritage purposes; some serve two purposes providing 

reminders of Coast Guard heritage and by being used in day-to-day Government operations 

unrelated to the assets themselves.  The cost of renovating, improving, or reconstructing 

operating components of heritage assets used in Government operations shall be included in 

general PP&E.  The renovation, improvement, or reconstruction costs to facilitate Government 

operations (for example, installation of communication wiring or redesign of office space) would 

be capitalized and depreciated over its expected useful life.  The cost shall not be depreciated 

over an unrealistically long life. 

 

Costs of renovating or reconstructing the heritage asset that cannot be associated directly with 

operations shall be considered heritage asset costs and included as expense in calculating net 

costs. 

2.16.3 Policy 

 

All heritage personal property must be reported and accounted for in Oracle FAM.  Contact 

Commandant (CG-09224) for further information about proper care of historic artifacts.  Use the 

following guidance to ensure that all heritage items are preserved.  Multi-use heritage items are 

exempt from 2.15.2. 

 

a. Identify heritage items in Oracle FAM by using bar codes, tie tags, decals, and serial 

numbers in such a way that the identification does not detract from the value or damage the 

item.  In many cases, the decal will be affixed to a tie tag rather than the asset itself. 
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b. Report excess heritage items to Commandant (CG-09224) for ―disposal‖ instructions. 

 

c. All loan agreements for heritage items must be approved by Commandant (CG-09224).   

 (See Enclosure (3), Loan Agreement). 

 

d. Units with heritage assets must retain a file for each asset to include any historical 

information on the asset, condition reports, and photos of the asset. 
 
e. Once an item is no longer required as an operational asset and is (or could become) 

nominated as a heritage asset, it cannot be altered in any way without the express written 

permission of the Coast Guard Curator, Commandant (CG-09224).  Commandant      

(CG-431) or Commandant (CG-5531) approval is required on a case by case basis as 

needed.  The historian manages the collection. 

 

f. Multi-use heritage items must be cared for in accordance with the Artifact Care Standard 

Operating Procedure (SOP).  Contact the Coast Guard Curator, Commandant (CG-09224) 

for a copy of the SOP.  Failure to follow the Artifact Care SOP may result in having 

heritage assets removed from the unit‘s purview. 

 

g. Assign Item Name Code (INC) of ART01 to original artwork; ART02 to heritage artifacts; 

and MOD01 to models in Oracle FAM.  ART22 shall be assigned to original pieces of art 

that lack historical significance and/or artistic merit as defined by Commandant          

(CG-09224). 

 

(See Enclosure (3) to find an example of an artifact loan agreement).  However, all loan 

agreements of historical personal property must first be approved by Commandant (CG-09224). 

2.16.4 Disposal 

2.16.4.1 General 

 

Heritage assets, including artifacts designated as heritage assets, destroyed (A&D) or 

disposed of assets, are the property of the Coast Guard and cannot be transferred, 

donated, or sold.  Items eligible for disposal under NHLPA shall have prior 

concurrence of Commandant (CG-84) and Commandant (CG-09224).  For disposal 

action see Chapter 8 (8.7.17) and contact Commandant (CG-09224), per Public Affairs 

Manual, COMDTINST M5728.2D (series). 

2.17 Marine Environmental Response (MER) Equipment 

 

Marine Environmental Response (MER) equipment is defined as all property procured using 

Operational Expense (OE) funds, Oil Spill Liability Trust Fund (OSLTF) (OPA 90), Superfund 

Comprehensive Environmental Response Compensation and Liability Act (CERCLA), or  

Stafford Act funds, having an acquisition cost of $2,500 or more for MER equipment and a cost  

of $1000 or more for OSLTF and CERCLA equipment.  These items are divided into three sub- 

categories: 
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a. Oil Spill Response equipment (OPA 90); 

 

b. Hazardous Materials Response equipment (CERCLA); 

 

c. Disaster Relief Response equipment (Stafford Act). 

The sub-category of Oil Spill Response equipment MER is defined as all OPA 90 and OE 

procured reportable property that has an acquisition cost of $2,500 or more and follows the 

procedures outlined in the section on GP property.  This includes all oil spill response equipment 

that is in possession of the National Strike Force units, District Response Advisory Teams 

(DRATS), MSUs, etc.  This does not include the Spilled Oil Recovery System (SORS); which is 

accounted for under the cutter allowance list. 

 

These items are to be disposed of in accordance with normal disposal instructions.  District 

Commander (dm) is the final approving authority on Reports of Survey, Form (CG-5269) 

covering district and field unit non-expendable MER equipment, other than equipment owned or 

managed by the National Strike Force.  Commander, National Strike Force is the final approving 

authority on Reports of Survey, Form (CG-5269) covering National Strike Force non-expendable 

MER. 

2.18 Small Arms 

 

Demilitarized and replica small arms are classified as GP Property and follow the reporting and 

disposal requirement outlined in the GP section of this Manual.  Units shall review the Ordnance 

Manual, COMDTINST M8000.2 (series), for detailed small arms instructions on the following 

topics: 

 

a. The issuance of small arms; 

 

b. Procedures for required letters or relief; 

 

c. Requirements for reporting lost, damaged, missing, and destroyed small arms; 

 

d. The Navy/Coast Guard Serialization Program; 

 

e. The annual inventory and small arms verification; 

 

f. Group, condition, and status codes; 

 

g. Authority for the transfer of small arms; and 

 

h. Transfer, loan or shipment of Coast Guard-owned small arms. 

 

All Coast Guard small arms, including weapons purchased with morale funds, are entered into a 

life cycle serial number control system that tracks all weapons from procurement to transfer to 
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another service/agency or destruction.  This is done through participation in the Navy 

serialization program.  The program consists of a data file of all Coast Guard small arms.  The 

file is maintained by the Naval Surface Warfare Center Crane Division.  At a minimum, annual 

inventories shall be conducted in accordance with DHS and Coast Guard regulations and 

reported on the R-865, Coast Guard Small Arms Weapons Assets.  (The Ordnance Manual, 

COMDTINST M8000.2 (series) requires additional counts). 

2.18.1 Disposition   

All obsolete, excess, and non-standard small arms shall be transferred to the Coast Guard Small 

Arms Repair Facility (SARF) for disposal.  Cannibalization of weapons for parts is not 

authorized. 

2.18.2 Expended Small Arms Cartridges 

 

Expended small arms cartridges may be sold through a Coast Guard approved Qualified 

Recycling Program (QRP) program or transferred to the nearest DLA Disposition Services 

(Site).  The cartridges shall be certified as being inert/expended; and no live rounds are 

permitted. 

 

District Commanders shall establish procedures for the turn-in of expended cartridges to the 

DLA Disposition Services (Site).  The turn-in of expended small arms cartridges shall be 

accomplished by using the Release Receipt Document (DD-1348-1A).  The unit shall also 

furnish the DLA Disposition Services (Site) with a signed certificate that states that the material 

has been inspected and that it contains no live rounds, unfired primers, explosives, or other 

dangerous material.  Units within a district may hold expended cartridges until a certain amount 

is accumulated for transfer to the Group/Sector. 

 

Group/Sectors within a district may hold expended cartridges until a certain amount is 

accumulated for transfer to the servicing armory or for turn-in to the local DLA Disposition 

Services (Site). 

 

A potential source of revenue to the Government is the brass used in ammunition shells (FSC 

Group 13, Expended Cartridges).  Areas, Base Support Units/Base, and Districts with an 

approved Coast Guard Qualified Recycling Program shall, within operational requirements and 

capabilities, establish a central collection point at their command for expended cartridges.  The 

cartridges are segregated and reported by caliber.  Report such cartridges quarterly as 

exchange/sale property on a Report of Personal Property for Sale, Form (SF-126) to the local 

General Services Administrative (GSA) Federal Supply Service Bureau.  See Enclosure (25) for 

a sample of a completed Report of Personal Property for Sale, Form (SF-126). 

 

Proceeds from the sale shall be remitted to the FINCEN lockbox in accordance with CG 

Qualified Recycling Program (QRP) Policy, COMDTINST 16477.5 (series).  
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2.18.3 Reporting the Loss and Recovery of Small Arms, 

Ammunition/Pyrotechnics or Explosives (RCN 8370-1) 

 

Loss of small arms, ammunition/pyrotechnics and explosives must be reported immediately so 

that recovery may be effected as quickly as possible so that the incident may be investigated.  

Reporting recovery immediately is equally important as to advise those units and agencies 

involved in the recovery effort. 

 

Reporting requirements apply to all Government-owned small arms in the serialization program, 

all privately owned small arms stored on Coast Guard facilities, ammunition/pyrotechnics, and 

explosives stored on Coast Guard facilities. 

 

Within 24 hours of loss, a message report is used to immediately alert DHS and law enforcement 

agencies and to start recovery action.  An investigation report is required after the fact.  Sample 

message and investigation report requirements are contained in Physical Security and Force 

Protection Program, COMDTINST M5530.1 (series). 
 

2.18.4 Boards of Survey for Small Arms 

 

A Board of Survey shall be convened for small arms ONLY; not for ammunition/pyrotechnics. 

 

The accountable unit shall convene a board of survey for missing or lost weapons.  The survey 

and investigation must be completed within ninety (90) days.  This period of time is considered 

sufficient to permit recovery operations.  If the lost weapon is lost under conditions that can 

immediately be determined to preclude recovery and use, the CO/OIC shall conduct a board of 

survey immediately. 

 

Commandant (CG-844) is the final approving authority for Reports of Survey for missing or lost 

weapons.  The survey must be submitted via the appropriate office for units under district 

ADCON and via the appropriate units under area ADCON.  A copy of the finalized report of 

survey is forwarded to DHS. 

2.18.5 Privately Owned Small Arms/Ammunition 

 

Privately Owned Small Arms and ammunition shall be stored in the Coast Guard unit‘s  

armory and shall be given the same security and daily accountability as Government-owned 

small arms. 

2.18.5.1 Unclaimed or Voluntarily Abandoned Privately-Owned Small 

Arms/Ammunition 

 

Abandoned privately owned small arms shall be secured and the unit shall make every 

attempt to locate the owner.  If, after thirty days, the owner has not been located and 

the weapon matches a military or law enforcement standard issue, submit a Report of 
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Excess Personal Property, Form (SF-120) to Commandant (CG-844) and await further 

instructions.  If, however, after thirty (30) days the owner has not been located and the 

weapon is not of a standard issue type, the unit shall prepare a Report of 

Abandonment/Destruction Personal Property, Form (CG-5598), and a Requisition & 

Invoice Shipping Document (DD-1149).   The forms are then sent to the Small Arms 

Registry, Code 4086.  A national stock number (NSN) shall be assigned, and when  

notification requirements and the appropriate time frame have elapsed, the abandoned 

small arms shall be sent to the SARF for destruction. 

2.19 Cutters, Barges and Boats 

 

From the programmatic level Commandant (CG-7) shall ensure that FINCEN (FR) receives the 

necessary documentation for the creation/adjustment of vessel records, including barges and 

boats which meet the criteria of being capitalized personal property. 

 

Boats may or may not be capitalized based on boat type.  Units shall be responsible for providing  

all required documentation to FINCEN (FR) upon receipt or transfer of a boat.  U.S. Coast 

Guard-Boat Records, Form (CG-2580A) shall be used to track boat information at the unit level 

by each operating unit.  The Boat Management Manual, COMDTINST M16114.4 (series) 

provides  

overall guidance. 

2.19.1 Acquisition of Excess 

 

Acquisition of excess vessels, barges or boats is not authorized without approval of Commandant 

(CG-844) with concurrence of Commandant (CG-7). 
 

2.19.2 Disposal of Excess  

 

Commandant (CG-844) shall perform screening, reassignment, and disposal of vessels and 

certain boats.  (See Enclosure (7)).  Submit all reports of excess and surveys on such items to 

Commandant (CG-844) via the appropriate units.  When recommending a boat be disposed of or 

replaced, a Report of Survey, Form (CG-5269) is required to be completed in order to report its 

condition.  A Report of Excess Personal Property, Form (SF-120) for reporting excess vessels 

and boats is considered long-term record materiel and must be retained.  (See Enclosure (15) for 

a flowchart of the disposal process for boats).   
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When completing a Report of Excess Property, Form (SF-120), for a vessel or boat, include the 

following additional information:  

 

a. Indicate the appropriate command in block 14 in addition to the name of the unit. 

b. In block 18b of Report of Excess Personal Property, Form (SF-120), utilize the description 

from the Oracle FAM records, including the HIN, the Coast Guard Boat Number, the 

builder or manufacturer, the place built, and the year built to describe a Coast Guard vessel 

or boat. 

 

c. All Report of Excess Personal Property, Forms (SF-120s) must contain one of the following 

statements, as appropriate, regarding asbestos content: 

 

(1) Asbestos (See also 2.19.2.9) 

 

(a) ―There is no asbestos on board this boat." 

 

(b) "Asbestos Survey is attached.‖  Use this when concentrations of asbestos fibers 

exceed those permissible in 29 CFR 1910.1001. (See paragraph 8-F-10). 

 

(c) No Asbestos above 50 ppm (parts per million) 

 

(2) Polychlorinated Biphenyls (PCBs)  

 

(a) "There is no PCB on board this boat." 

(b) ―A PCB survey is attached.‖  Use this when concentrations of PCB fibers exceed 

those permissible in 29 CFR 1910.1001. 

(c)  No PCB above 50 ppm (parts per million) 

(3) Lead 

 

(a)  "There is no lead on board this boat." 

 

(b) ―A Lead survey is attached."  Use this when concentrations of lead fibers exceed 

   those permissible in 29 CFR 1910.1001.  (See paragraph 8-F-l0). 

(c)  No lead above 50 ppm (parts per million). 

 

Once a cutter, barge or boat has been reported to Commandant (CG-844) as excess on a  

Report of Survey, Form (CG-5269), no disposal or transfer action may be taken without prior 

approval.  Remove the Coast Guard boat number plate upon completion of the Report of Survey, 

Form (CG-5269) and forward the survey, the boat plate and the boat record file to Commandant  

(CG-731) and Commandant (CG-751) for cutters.  Do not detach the boat‘s manufacturer‘s plate. 
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Commandant (CG-731) is responsible for making disposal recommendations involving boats.  

Commandant (CG-731) shall forward disposal recommendations to Commandant (CG-844) for 

final disposal action. 
 

2.19.2.1 Decommissioned Cutters, Excess Barges and Excess Boats 

 

Commandant (CG-844) is the program manager of decommissioned cutters, excess 

barges and, excess boats which are eligible for domestic disposal.  Commandant    

(CG-844) shall coordinate the numerous actions required for disposal.  The Coast 

Guard Yard may store cutters, barges and boats on a space available basis to clean up 

environmental contaminants and, if necessary, scrap the cutters, barges and boats 

which cannot be disposed of by other means. 

2.19.2.2 Cannibalization 

 

To remove serviceable parts from one asset for use in the repair of another asset. 

 

a. When cannibalization is requested from an asset still in active service, permission 

shall be obtained from the appropriate platform manager.   For decommissioned 

cutters and retired boats which are qualified for domestic disposal, permission from 

Commandant (CG-844) shall be obtained prior to removal of any parts. 

 

b. When cannibalization is in the best interest of the Coast Guard, for active cutters 

and boats, Commandant (CG-4) shall become the program manager for the 

candidate cutter or boat.  The appropriate program office shall be notified of intent 

to cannibalize with a copy to Commandant (CG-844) for the decommissioning of 

cutters and the retirement of boats, in accordance with Decommissioning and 

Disposition of Cutters and Boats, COMDTINST 4571.1 (series). 

 

c. Funding for movement/storage and disposal of the cannibalized cutter or boat shall 

be in accordance with Decommissioning and Disposition of Cutters and Boats, 

COMDTINST 4571.1 (series). 

 

d. Once a cutter or boat qualifies for domestic disposal through Commandant (CG-4), 

Commandant (CG-844) shall become the program manager for the asset. 

2.19.2.3 Item Removal Assistance for Decommissioned Cutters, Barges 

and Boats 

 

Decommissioned vessels in the Yard are in the protective custody of the Chief 

Administrative Department of the Coast Guard Yard.  However, Commandant       

(CG-844) must authorize removal of all equipment or parts from such vessels.  

Removal assistance is available from the Industrial Department on a funded project 

order basis.  All removal and shipping costs are chargeable to the requesting unit. 
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2.19.2.4 Initial Request and Determination of Availability 

 

All requests for equipment or parts from decommissioned cutters, barges and 

inactive boats will be directed to the Surface Forces Logistics Center (SFLC).  Upon 

receipt of such a request, SFLC shall: 

a. Determine or confirm the availability of such equipment or parts.  If available, 

determine removal-cost estimate. 

 

b. Contact Commandant (CG-844) and request authorization to remove the part(s)  

from the cutter, barge or boat.  Ascertain whether a replacement will be required. 

 

c. Advise the requesting unit whether the item is available and authorized for release 

and provide an estimated cost of removal. 

If removal has been authorized, advise requestor to initiate a Requisition & Invoice Shipping 

Document (DD-1149)  per (National Guidance: Best Management Practices for Preparing 

Vessels Intended to Create Artificial Reefs; EPA842-B-06-002, May 2006) to SFLC with 

pertinent information including item description, cutter, barge or boat involved; what Yard 

services are required, shipping, or pickup information, accounting data to fund item removal and 

shipping for Coast Guard Yard services as applicable.  Cite as authority,  ―Memo dtd, 

"Commandant (CG-844)/SFLC PHONCON of (date), etc."  Under emergency circumstances, a 

message to SFLC containing pertinent data may be used but a confirmation Requisition & 

Invoice Shipping, Form (DD-1149) is still required for record-keeping  purposes.  SFLC must 

forward a copy of a Requisition & Invoice Shipping, Form (DD-1149)  to Commandant         

(CG-844). 

After cannibalization is accomplished and a cutter or boat is scheduled for transfer, donation, or 

sale, no additional cannibalization can be done without authorization of Commandant (CG-844). 

Verbal approval by Commandant (CG-844) will suffice in emergencies.  When Boards of Survey 

are convened for disposal of boats, items aboard intended for local use must be specified in the 

survey. 

2.19.2.5 Industrial Plant Equipment (IPE) 

 

Remove and return: borrowed, leased, loaned (if any) equipment to its proper owner. 

2.19.2.6 Potential Heritage Items 

 

When it is known in advance of decommissioning that a cutter will be transferred or 

donated for heritage purposes, the removal of items must be kept to a minimum in 

order to enhance the appearance of the vessel and the potential heritage item involved.  

Artifacts remaining on the vessel must be reported to Commandant (CG-09224), and 

may be transferred on a loan basis. 
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2.19.2.7 System Stocks 

 

Coast Guard ICPs provide instructions and funding for the removal, storage, or 

shipment of items required for system stocks. 

2.19.2.8 Perishable Items 

 

Perishable items include medicines, food stuffs, hazardous materials such as cleaning 

solvents, chemicals, etc.  There is a shelf life on these items. 

2.19.2.9 Asbestos Survey 

 

An Industrial Hygienist must conduct an asbestos survey of the cutter/boat to 

determine the location, type, and condition of any asbestos (including friable asbestos) 

on board per guidance provided in the Asbestos Exposure Control Manual, 

COMDTINST M6260.16 (series).  The hygienist provides the following information 

and action: 

 

a. Identifies where the asbestos is located on the vessel and provides a diagram of 

it.  Also, indicates if friable. 

 

b. Identifies types of asbestos products used (asbestos insulating pipe sleeve, spray 

on, tape, cloth, etc.). 

 

c. Analyzes composition of asbestos insulating mixture.  Example: 16% chrysotile 

in cement mix insulating pipe sleeve. 

 

d. Provides qualitative assessment as to the condition of the asbestos insulation, 

including if it is friable/non-friable and state (e.g. excellent, good, fair, or poor). 

 

e. Conducts air sampling.  Air samples shall be collected during the survey by the 

hygienist and analyzed by an American Industrial Hygienist Association (AIHA) 

accredited laboratory using current acceptable analytical techniques.  Air 

samples shall be collected in a manner that best represents or simulates 

conditions of potential exposure. 

f. Collects grab samples in the immediate vicinity of and on the asbestos insulation.  

An example is the dust sweepings from the floor and insulated exhaust pipes.  

These sweepings are collected in polyethylene zip-lock bags labeled with the 

appropriate Occupational Safety and Health Administration (OSHA) warning 

statement (29 CFR1910.1001 (g)(2)(i)(ii)) and sent to an AIHA accredited 

laboratory for analysis of asbestos content.  The preferable analytical method is 

petrographic analysis utilizing a polarized light microscope.  The microscopist 

can quantify the results by percent of asbestos bodies appearing in the 

microscopic field.  A concentration of 1% or greater of asbestos bodies found in 
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the microscopic field constitutes a condition of contamination in the area where 

the asbestos insulation is located. 

g. Make assessment on: 

(1) Specific engineering steps necessary to reasonably remove the potential for 

airborne asbestos exposure to persons on the cutter, barge or boat if it 

remains in service. 

 

(2) Recommendations for decontamination, if environmental samples show the 

cutter, barge or boat to be contaminated. 

 

(3) Specific recommendations with regard to the final disposition of the cutter, 

barge or boat if it is removed from service. 
 

The information shown below is required to be collected during the annual inspection of ACM 

at a command.  The form shown below is not a standard form. Information may be collected on 

the form shown below or an equivalent format. 
 

Figure 2.1 Inspection Checklist  
 

Inspection Date: 

 

Building/Room Number: 

 

ACM Type: 

___Pipe Lagging   ___Ceiling panels  Other_________________________ 

 

___Boiler Insulation  ___Floor tiles   ____________________ 

  

___Wall panels   ___Sprayed on insulation   ____________________ 

 

ACM Condition:         

 

1. Is the ACM labeled              Yes         No 

(If no, apply label)………………………………………………… 

 

2. Is the ACM damaged? 

If so, check all that apply:………………………………………… 

  

a. Punctures, gouges or tears?. 

(If YES, see Note A below) 

b. Cracking or peeling? 

(If YES, see Note A below) 

c. Water damage? 

(If YES, see Note B below) 

d. Delayering or delaminating? 

 

3. Does any ACM debris or dust appear around 

the ACM?. 

 

4. For pipe lagging and boiler ACM, does the 

Coated surface ―give‖ under hand pressure?. 

 

5. Is there friable ACM?. 

 

NOTE A: If the ACM is damaged as described, schedule the ACM for repair.  If gouges, punctures, or tears are found in the ACM, determine if 

workplace practices are damaging the ACM. 

 

NOTE B: Water damage may indicate underlying pipe damage. Determine if maintenance is required. 

INSPECTION CHECKLIST FOR ABESTOS-CONTAINING MATERIAL (ACM) 

 
. 

The cost of the survey is charged to the unit‘s remaining cutter, barge or boat operating funds.  If 

such funds are not available, contact the designated program manager for that asset type. 
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Send the original asbestos survey report and the Report of Excess Personal Property, Form    

(SF-120) to Commandant (CG-844) with a copy to Commandant (CG-11) and Commandant 

(CG-453).  Contact Commandant (CG-11) for assistance selecting the hygienist and laboratory. 

2.19.3 Surveillance 

 

Proper surveillance of decommissioned Coast Guard cutters is the responsibility of the command 

storing the cutter, barge or boat or their appointed custodians.  Surveillance of a cutter, barge or 

boat is required during the storage period to prevent vandalism or theft and to ensure the cutter, 

barge or boat is securely moored.  A cutter, barge or boat reported to Headquarters for disposal 

that sustains loss or damage shall immediately be reported to Commandant (CG-844).  If the 

cutter has been reported to GSA or DLA Disposition Services (Site) for sale, that office shall be 

notified by Commandant (CG-844). 

2.19.4 Inspection 

 

The holding activity must provide equipment for easy accessibility to the cutter when inspected 

by a representative of Commandant (CG-844) or a prospective bidder. 

2.19.5 Customer Relations to Prospective Bidders 

 

The custodian must extend courtesy to sales representatives and prospective bidders.  

Information furnished to prospective bidders must be limited to that which is contained in the 

sales invitation.  Questions that cannot be answered by information contained in the invitation 

shall be referred to Commandant (CG-844). 

2.19.6 Donation 

 

The Coast Guard shall only donate boats which are deemed to be safe. 

2.19.6.1 Donations to Boy Scouts of America (BSA)  

 

Cutters of 100 gross tons or over are not offered to the Boy Scouts before consultation 

with the Chief Scout Executive, Boy Scouts of America, 1325 W Walnut Hill Ln, 

Irving, TX 75015-2079. 

 

Commandant (CG-844) determines which boats are to be donated to the Boy Scouts of 

America after required GSA screening.  Boy Scout regulations require that all inquiries 

and applications for boats for scout use be reviewed by the National Director of 

Exploring or a designee. 
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2.19.6.2 Donations to State and Local Organizations 
 

Donations to state and location organizations are coordinated between Commandant 

(CG-844), the GSA, and the appropriate state agency for surplus property. 

2.19.7 Boards of Survey for Cutters, Barges or Boats 

 

Boards of Survey shall be completed in accordance with this section.  (See also Chapter 7).  The 

convening authority for Boards of Survey on boats is Headquarters.  Commandant (CG-844) is 

the final approving authority for all surveys involving vessels and boats. 

 

In addition to the normal survey procedures, Boards of Survey for boats must include additional 

information on maintenance and man-hours of operation.  Include all information required in 

section 091.B.6 of the Naval Engineering Manual, COMDTINST M9000.6 (series).  (See Table 

3-1 of this Manual). 

2.20 Tracking of NAF (Non-Appropriated Funds) Items 
 
All NAF property that meets the mandatory reporting requirements of this Manual shall be 

recorded in Oracle FAM using the following applicable Item Name Codes: 

 

MWRXX NAF Funded Items Acquired for the Morale, Well-being and Recreation Program. 

 

CAFXX Cadet Activity Fund 

 

CGAAA Coast Guard Academy Athletic Association 

 

CGESX Coast Guard Exchange System 

 

79-51501 This applies to the Exchange System only 

 

These codes are critical in order to separate NAF items from OE assets.  For further instructions, 

follow Coast Guard Nonappropriated Fund Instrumentalities (NAFI) Manual, COMDTINST 

M7010.5 (series). 
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CHAPTER 3. PERSONAL PROPERTY ACCOUNTING AND 
CONTROL 

3.1 Property Accounting 

3.1.1 Scope 

 

The property accounting and control procedures for personal property are as follows: 

 

a. Property Control.  Property control procedures apply to all accountable personal property 

located on board, or otherwise under the control of Coast Guard units. 

 

b. Property System.  Oracle Fixed Asset Module (FAM) is the Coast Guard‘s primary personal 

property management system of record in which all capitalized and many accountable 

personal property must be entered into.  Other asset management systems currently in use 

are outlined in the following table (Table 3-1 Property System of Record). 

 
Table 3-1 Property System of Record  

Major Property 

Category 
 

Capitalized System of 

Record 
 

Non Capital System(s) 

of Record 
 

Personal Property 
 

Aircraft 

 

Oracle FAM 

 

N/A 

 

Cutters/Barges/Boats 

(≥65‘ in length) 

 

Oracle FAM 

 

N/A 

 

Boats (under 65‘ in 

length) 

 

Oracle FAM 

 

Oracle FAM 

 

Vehicles/Trailers 

 

Oracle FAM 

 

Oracle FAM 

and GSA FMIS (Financial 

Information Management 

System) 

Buoys/Aids to 

Navigation 

 

Oracle FAM 

 

BBTR/ATONIS 

(Buoys, Body Transactional 

Reports) 

Weapons Systems 

 

Oracle FAM 

 

N/A 

 

Small Arms 

 

Oracle FAM 

 

US Navy Tracking System 
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Major Property 

Category 

Capitalized System of 

Record  

Non-Capital  

System (s) of Record 

GFE 

 

Oracle FAM and $25,000 

and greater 

Contractor‘s system and 

Oracle FAM 

and $25,000 and greater 

Yard Fund 

 

NESSS 

 

NESSS 

 

General Purpose 

 

Oracle FAM 

 

Oracle FAM 

 

Electronics 

 

Oracle FAM & FLS 

 

FLS, NESSS 

 

OM&S 

 

FLS & AMMIS 

 

FLS, AMMIS & NESSS 

 

Internal-use Major 

Software Systems 

 

Oracle FAM 

 

Oracle FAM 

 

Real Property 

 

  

Buildings Oracle FAM & SAM 

 

Oracle FAM & SAM 

 

Land Oracle FAM & SAM 

 

N/A 

 

Structures Oracle FAM & SAM 

 

Oracle FAM & SAM 

 

Towers (over certain 

height threshold). 

 

OPFAC Oracle FAM 

Table 3-2 Property System of Record (Continued) 

3.1.2 Objectives 

 

Objectives of Personal Property Management via Oracle FAM are: 

 

a. To simplify and catalog a unit‘s property list for personal property and to ease the 

maintenance and control of property by the entire Coast Guard; 

 

b. To simplify and automate personal property records to ease maintenance at the unit level 

and in order to track property by various characteristics, including cost, serial number, etc.; 

 

c. To automate the basic governmental management and accounting requirements that the 

Coast Guard uses to capitalize and depreciate its equipment; 

d. To permit management analysis of a unit's property; 
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e. To provide service-wide transparency of Coast Guard property for management purposes 

and to provide asset valuation information to assist in financial management; and 

 

f. To comply with the Federal Management Regulations (FMR), Code of Federal Regulations 

(CFR), Government Accountability Office (GAO), Office of Management and Budget 

(OMB), and Department of Homeland Security (DHS) requirements. 

3.1.3 Operations 

 

Operational procedures provide for: 

 

a. Unit input of data identifying each item of personal property meeting reporting 

requirements.  Parent units may input data for their subordinate units. 

District/Area/Regional Boat Managers and Fleet Vehicle Managers shall input data into 

Oracle FAM (assets assigned in their respective categories) for units within their Areas of 

Responsibility (AOR) within thirty days of receipt. 

 

b. Submission of data by boat managers, vehicle managers and unit personnel into Oracle 

FAM keeps a complete record of all Coast Guard accountable personal property.  Reports 

are available for custodial and managerial purposes and for verifying property records. 

 

c. All leased personal property and personal property on loan from another entity (borrowed) 

shall be entered into Oracle FAM at a value of two dollars for custodial purposes.  It will be 

accounted for and disclosed as appropriate.  Leased and borrowed items shall be accounted 

for within the proper major/minor category as appropriate. Cellular phones or pagers on 

service agreements/contracts are exempt from the reporting requirements of leases. 

 

d. All personal property shall be entered into Oracle FAM if it is owned by the Coast Guard 

with a historical cost of $2,500 or more; or, if it meets the definition of reportable items as 

previously defined in this Manual. 

 

e. Maintenance of system integrity by units reporting all acquisitions, transfers, and disposal 

of accountable property as they occur and by periodic inventories. 

3.2 Procedures 

3.2.1 Automated Procedures 

3.2.1.1 Oracle FAM – Property Module 
 

Authorized users (the APO and PPA) must review as specified in Table 3-1. 
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3.2.1.2 System Backup 

 

The Finance Center (FINCEN) (FR) must ensure that Oracle FAM system files and 

records are backed up electronically at least once a week. 

3.2.1.3 Reports 

 

At a minimum, a unit‘s APO must review the unit‘s reports monthly to ensure changes 

made during the month have been entered correctly.  Updated property listings may be 

requested and printed locally. 

3.2.2 Processing Input Data and Reports 

 

a. If a parent unit, regional boat manager, or vehicle fleet manager inputs the data on behalf of 

their units, the parent unit PPA shall process Oracle FAM transaction requests and requests 

(written or typed) for special reports on demand.  They shall update the Oracle FAM within 

thirty (30) days after any notification from the field unit of required changes. 

 

b. The property administrator, APO, and/or the property custodians shall review Oracle FAM 

transactions prior to submittal for posting to ensure that all required data fields are legibly 

completed. 

 

c. When the APO is certain that the unit's accountable property record is correct, the APO 

shall submit a request for follow on reports.  Each custodian shall receive an updated 

Verbose Property Report for items under their control from the property office.  The APO 

shall maintain a master copy of each report provided to the custodians or field units.  Each 

field unit shall also be provided an Asset By Category (ABC) Report annually or upon 

request.  The DHS customized application shall be selected. 

 

d. The property custodian shall request new reports at least annually to reflect changes made 

during the year.  Between report updates, record any changes on the hard-copy Property 

Report in ink, or request an updated report from the APO.   

 

e. Property reports are available within Oracle FAM.  Additional guidance may be found in 

the Oracle FAM User Guide (i.e. details on how to run specific reports).  Examples of 

reports available are: 

(1) Assets by Category (DHS Custom Report); 

 

(2) Verbose Property Report; 

 

(3) Capital/Non-Capital Asset Retirement Report For Year End; 

 

(4) INC Listing Report; 

(5) INC Usage Report; 
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(6) Federal Supply Classification Code (FSC) Listing Report; 

 

(7) Custodian Summary Report; and 

 

(8) Ad Hoc Reports can be created through FINCEN (FR). 

3.3 Personal Property Acquisition 

3.3.1 General Criteria 

 

Assets may be acquired through various forms of procurement including, but not limited to: 

requisition, acquisition, credit card purchase, transfer-in, borrowing on loan from another entity, 

Construction in Lieu of Procurement (CILOP), gift, exchange, discovery (found items during 

inventory), foreign government gift, seizure, or Other Government Agency (OGA). 

 

If the property meets the capitalization criteria, it shall be recorded as capitalized personal 

property and depreciated over the full estimated life of the asset starting on the date of 

receipt/date in service. 

3.3.2 Receiving 

 

To ensure proper accountability and financial reporting of transferred-in personal property, the 

Accountable Property Officer (APO) and receiving personnel must establish local procedures to 

ensure that all documentation is received, receipt date is documented, and the item is bar-coded 

or otherwise labeled, and entered into the personal property system within thirty (30) calendar 

days. 

3.3.3 Property Obtained from Non-Coast Guard Sources 

 

Transferred-in, items loaned from another entity, gifted items, or any item obtained from a non-

Coast Guard source shall be recorded as personal property and if capitalized, will be depreciated 

over the remaining life period of the asset.  All attempts shall be made to obtain any and all 

original third-party documentation from the entity where item originated. 

3.3.4 Source Documentation 

 

Per the Information and Lifecycle Management Manual, COMDTINST M5212.12 (series), units 

shall retain acquisition or source documentation (i.e., purchase order/contract/project order, 

vendor invoice, and receiving report) for a minimum of six years and 3 months from the date of 

final payment on all property.  The corresponding document number shall be entered into the 

appropriate field within the formal tracking system.  For non-capital property this source 

documentation may be retained in the procurement office.  For capitalized assets, however, a 

copy of the source documentation needs to be filed in the APO‘s files as well as with the Coast 

Guard FINCEN (FR) and retained for the life of the item plus a minimum retention time  (as 
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applicable to the asset in question) from the date of disposition, in accordance with the 

Information and Lifecycle Management Manual, COMDTINST M5212.12 (series). 

3.3.5 Missing Documentation 

 

If the original applicable source documentation (i.e., project order, purchase order, vendor 

invoice, and receiving report) is not available, then units must query the manufacturer/vendor for 

documentation certifying the price paid.  If this is not possible, then a reputable appraiser will 

need to be consulted for capitalized assets.  The appraisal fees shall be at unit expense.  For 

inventory gains of non-capital assets, refer to the Commandant (CG-844) physical inventory 

portal page when acquisition documentation is missing. 

3.3.6 Item Identification Bar Coding  

 

All property items shall be labeled with the appropriate identification by the receiving activity.  

If the item received from a Coast Guard Activity requires a reprinted bar code label (completely 

scrape off the old label and reprint a new one).  The tag number shall not change.  The old bar 

code label shall be labeled ―discarded.‖ 

3.3.7 Minimum Requirements for an Asset Record 

 

a. Tag Number, possibly on a Property Sticker, bar code, Radio Frequency Identification 

(RFID)/ Unique Identification Number (UID); 

 

b. Serial Number; 

 

c. Manufacturer Name; 

 

d. Model Number; 

 

e. Description; 

 

f. (For GP items) Commodity Code/INC; 

 

g. Custodian Code;  

h. Detailed Location; 

 

i. Acquisition cost; 

 

j. Acquisition date; and 

 

k. Date in service. 
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Note:   Rule of thumb.  Use the location to assist you in finding an asset quickly, such as when 

the auditors are requesting to see the item.  The more detailed the location, the better.  However, 

if the item moves around frequently, then broaden the location to a department or wing of a 

building rather than a room number, or shelf, and keep a log of where the item moves.  The use 

of the Property Pass is also an efficient way to track items on temporary loan. 

3.3.8 Acquisition Documentation 

 

For the hierarchy of acceptable documentation for the establishment of cost in Oracle FAM, 

follow the guidelines outlined in Chapter 9 of the Financial Resource Management Manual 

(FRMM), COMDTINST M7100.3 (series). 

3.4 Deferred Maintenance of Capitalized Assets 

3.4.1 Definition 

 

Maintenance that was not performed when it should have been.  It also refers to maintenance that 

was scheduled to be performed but is put off or delayed until a future financial reporting period 

is available.  It includes preventive maintenance, normal repairs, replacement of parts and 

structural components, and other activities needed to preserve the asset so that it continues to 

provide acceptable services and achieves its expected life. 

3.4.2 Policy 

 

The Coast Guard reports on the value of maintenance necessary to restore four depot-level 

classification categories to ―excellent‖ condition, but only when the maintenance is postponed 

due to funding shortfalls.  The four depot level categories are: 

 

a. Aviation Depot-Level (AFC-41); 

 

b. Electronics Depot-Level (AFC-42); 

 

c. Shore Facility Depot-Level (AFC-43); and 

 

d. Naval Depot-Level (AFC-45). 

 

Note:  Additional reporting responsibilities & processes may be found in the Financial 

Resources Management Manual (FRMM), COMDTINST M7100.3 (series). 

 

Deferred Maintenance type items shall be reported, as required, up to and within the fiscal year 

of disposal.  Once the asset is fully retired from the unit‘s records, no further deferred 

maintenance shall be recorded. 
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3.4.3 Impaired Assets 

 
Capitalized assets that have sustained signs of damage rendering them inoperable for their 

intended mission (i.e. landing gear failure) and the Coast Guard usually has no intention to 

repair, shall be reported to Commandant (CG-844) within sixty (60) days and/or prior to fiscal 

year end.  Personal property assets may become impaired due to damage, faulty construction, 

deterioration, or engineering flaws.  If an impaired asset remains in use, the loss due to 

impairment is measured as the difference between the book value and either: 

  
a. The cost to acquire an asset that would perform similar remaining functions; or, 

b. The portion of the book value attributable to the remaining functional elements of the asset. 

Definition of Impairment.  Asset  impairment is a significant, unexpected decline in the service 

utility of a capital asset. 

Significant.  The events or changes in circumstances that lead to impairments are not considered 

to be normal or ordinary. 

 

Unexpected.  At the time the capital asset was acquired, the event or change in circumstance 

would not have been expected to occur during the useful life of the asset. 

 

Decline in service utility.  A reduction in the usable capacity that at acquisition was expected to 

be used to provide service, as distinguished from the level of utilization. 

 

Source.  GASB Statement No. 42, paragraphs 5 and 6. 

 
If the impaired asset is to be removed from use: 

 

a. HQ program offices shall determine, monitor, and report the impairment of personal property 

assets. 

 

b. HQ program offices shall prepare, review, and approve documentation supporting the 

impairment of assets and shall forward copies to Commandant (CG-844) and FINCEN (FR) 

within twenty (20) calendar days of the decision to declare an asset repaired. 

 

c. HQ program offices shall monitor and report the status of impaired assets to determine if 

they will be stored, disposed of, or returned to service.  Documentation supporting this 

decision shall be forwarded to Commandant (CG-844) and FINCEN (FR) within twenty (20) 

days of the decision. 
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CHAPTER 4. UTILIZATION OF COAST GUARD EXCESS 
PERSONAL PROPERTY 

4.1 Purpose 
 
To provide for the reporting and screening of excess and/or idle personal property enabling units 

to find cost savings (budget) and the Coast Guard to maximize use of Federal Property.  This 

includes relationships with General Services Administration (GSA) and the DLA Disposition 

Services (Site).  

4.2 Objective 
 
To achieve efficient and economic use of Coast Guard and Other Government Agency's (OGA) 

excess material, and to initiate prompt disposal of unneeded material by advertising within the 

unit‘s Area of Responsibility (AOR), the agency, and the department prior to processing thru 

GSA or DLA Disposition Services (Site). 

4.3 Policy  
 
Prior to purchasing new equipment the unit's purchasing authority shall review the excess 

property listing posted on the SFLC website, GSAXcess, and local Defense Logistics Agency 

Disposition (Site) for the desired asset.  Use of excess as the first source of supply will result in a 

cost savings benefit to the unit's budget and the Coast Guard.  As a corollary, when personal 

property is no longer needed by the unit and in disposal condition code 7 or higher it shall be 

reported as excess. 

4.3.1 Reporting Requirements  
 
Property that has a line item value of $2,500 or more, or Federal Supply Classification (FSC) 

Group 71 (furniture) which has a line item value of $500 or more, is reportable for screening to 

servicing Areas, Base Support Units (BSUs/Base), Districts, or listing on the Surface Forces 

Logistics Center (SFLC) website, or Commandant (CG-844), as appropriate.  Any lifesaving, 

firefighting, or safety equipment in an unsafe condition is exempt from this reporting 

requirement. 

  



COMDTINST M4500.5C 

 4-2 

 
Table 4-1 Reporting Requirements 

Screening Requirements Within the 

Coast Guard 

 

Acquisition Cost  

 
Disposal 

Condition 

Code 

 

Duration 

 

The SFLC website is available for units 

to list excess property using the (SF-120) 

web form. 

> $2,500.00 

 

1, 4, & 7 

 

20 days 

 

Email notification to the local area (50 

mile radius). 

 

<$2,500.00 

 

1, 4 & 7 

 

10 days 

 

Aircraft, Small Arms, Boats, and IT 

equipment via platform manager.  (See 

4.3.2). 

Any 

 

1,4, & 7 Case by 

case basis 

 

4.3.2 Commandant (CG-844) Screening 

Commandant (CG-844) shall perform all necessary screening, reassignment, and disposal of 

aircraft, cutters, boats, and small arms.  Submit all reports of excess and surveys on such items to 

Commandant (CG-844) via appropriate Coast Guard Head or unit‘s program office. 

4.3.3 Automation Equipment (AE)/Information Technology (IT)/CG Standard 

Electronics Screening and Disposal 
 
Report excess AE/IT Equipment on the SFLC website via the cognizant command/authority for 

Coast Guard- wide and DHS-wide screening. 

4.3.3.1 Other Excess Personal Property Screening 

Base Support Units/Base, and Districts shall screen other excess (not expressly 

identified above) personal property locally.  The  SFLC website allows units to list and 

screen available excess personal property on a Coast Guard-wide and DHS-wide basis 

before the unit reports it to GSA, or turns in to the servicing DLA Disposition Services 

(Site).  Units shall, after the thirty-day screening if no customer has requested the 

item(s), withdraw the asset(s) from the listing and proceed to the next disposal step. 

4.3.3.2 Phase-In and Phase-Out Plans for Equipment/Systems 

Program managers must ensure Inventory Control Points (ICPs) are notified of phase-

in and phase-out plans for equipment and systems, and of program changes affecting 

use, obsolescence, or disposal of Coast Guard personal property.  ICPs, in coordination 

with Commandant (CG-844), must establish channels for such notification and advice. 
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4.3.4 Transfer of Excess Property 

The following order of priority governs the transfer of excess property: 

 

a. Transfer to ICP for repair/restocking only after item(s) has been approved for transfer by 

ICP; 

 

b. Transfer to other Coast Guard activities; 

 

c. Transfer to other DHS component; or, 

 

d. Transfer to: 

 

(1)  OGA as excess property after completion of GSA screening resulting in a GSA Transfer 

Order- Excess Personal Property, Form (SF-122) with endorsement of Commandant        

(CG-844); 

(2) State Government-sponsored donees as a result of a GSA screening resulting in a GSA 

Transfer Order of Surplus Personal Property, Form (SF-123) endorsed by Commandant   

(CG-844); 

 

(3) Transfer to the Coast Guard Auxiliary as a result of a written request submitted to 

Commandant (CG-844) from an Auxiliary unit after coordination with the respective 

District Director of Coast Guard Auxiliary (DIRAUX) Office and with appropriate 

paperwork or endorsed with concurrence from Commandant (CG-542).  Commandant 

(CG-844) must approve the donation, following department and GSA screening; 

 

(4) Transfer to successful bidder in GSA public auction utilizing purchaser‘s receipt 

provided by GSA and endorsed by Commandant (CG-844). 

e. Transfer to a DLA Disposition Services (Site) using a (DD-1348-1A). 

4.4 Excess Property Procedures 

4.4.1 Excess Reporting Activities 

Any Coast Guard organization which has property ownership and accountability will review 

assets and prepare a Report of Excess Personal Property, Form (SF-120) for items no longer 

needed.  For reportable property, list on the SFLC website: 

http://cgweb.sflc.uscg.mil/sflcweb/projects/excess/SF120Online.aspx. 

4.4.1.1 Review Assets  

 

Units holding property shall conduct regular reviews of property to determine if assets 

are excess to local needs.  Excess property with a line item value of less than $2,500 or 

$500 for FSC group 71 (furniture), or in Disposal Condition Codes S or X, is non-

reportable for utilization purposes.  This property shall be referred to GSA or local 

http://cgweb.sflc.uscg.mil/sflcweb/projects/excess/SF120Online.aspx
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DLA Disposition Services (Site) for disposition after local screening is accomplished 

by the unit or parent command.  (See Enclosure (7) for supply and disposal condition 

codes). 

Note:  The unit retains a copy of all completed transfer documents for non-reportable property 

(for a minimum of three years) and must use this information to prepare the Year-End Personal 

Property Report (CG-6048 Web Form).  This form can be found at: 

http://gweb.comdt.uscg.mil/cg8/cg84/cg844/personal_property/form/2011_report.htm.  

Preparation of Report of Excess Personal Property, Form (SF-120)  

Prepare an electronic Report of Excess Personal Property, Form (SF-l20) on the SFLC 

website for all property with Disposal Condition Codes 1, 4, and 7, and that has an 

extended line item value (acq. cost) of $2,500 or more, or FSC group 71 (furniture) 

which has an extended line item value (acq. cost) of $500 or more.  (See Enclosure (8).  

Regardless of condition code, lifesaving, firefighting, or safety equipment that does not 

meet Coast Guard or federal standards are exempt from this reporting requirement.  

Visit the website for a sample form at: 

http://cgweb.sflc.uscg.mil/sflcweb/projects/excess/SF120Online.aspx. 

 

Note:  A Report of Survey, Form (CG-5269) is not required to report excess personal property if 

the property is in a condition caused by "normal wear and tear," or property that has reached 

its "end-of-service life."  The exceptions are identified.  (See Chapter 7). 

4.4.1.2 Reporting Excess Items Containing Asbestos 

All Reports of Survey concerning cutters or boats must contain one of the following 

statements, as appropriate, regarding asbestos content: 

a. ―There is no asbestos on board this boat." 

 

b. "There is no friable asbestos on board this boat." 

 

c. "Asbestos survey is attached."  Use this when concentrations of asbestos fibers 

exceed those permissible in 29 CFR 1910.1001. 

4.4.1.3 Distribution of a Report of Excess Personal Property, Form (SF-

120)  

 

Areas, Base Support Units/Base, and Districts shall forward the Report of Excess 

Personal Property, Form (SF-120) as appropriate.  Maintain records in accordance with 

the Information and Life Cycle Management Manual, COMDTINST M5212.12 

(series).  Aircraft, vessels, boats and weapons have special retention requirements. 

 

Note:  Report of Excess Personal Property, Form (SF-120) and Boards of Survey on aircraft, 

cutters, barges, or boats, and weapons are considered long-term record materiel that have special 

http://gweb.comdt.uscg.mil/cg8/cg84/cg844/personal_property/form/2011_report.htm
http://cgweb.sflc.uscg.mil/sflcweb/projects/excess/SF120Online.aspx
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retention requirements and must be retained per Information and Life Cycle Management 

Manual, COMDTINST M5212.12 (series). 

4.4.1.4 Disposition 

 

For items listed on the SFLC Bulletin, take appropriate action to prepare item for 

release or pickup by requesting organization.  Proper identification must be provided 

by the receiving customer (or transport agent) and verified by the releasing individual 

prior to release of the property.  All turn-ins to DLA Disposition Services (Site) must 

comply with intransit control procedures  All forms will be signed by the receiving 

individual/agent, releaser, date released, and, if appropriate, approving signature from 

Coast Guard HQ. 

4.4.1.5 Correction or Total Withdrawal   

a. Notify GSA by email requesting either cancellation or withdrawal (and for what 

reasons).  Type the word "WITHDRAWAL" in Block l8 (b).  Do not cannibalize 

from or use the property withdrawn until cancellation approval is received from 

Commandant (CG-844). 

 

b. Update files accordingly and take action as agreed upon by GSA, and file the 

Report of Excess Personal Property, Form (SF-120) and other applicable 

documents in the "Completed SF-120" file. 

4.4.1.6 Report to Headquarters  

Forward a Report of Excess Personal Property, Form (SF-l20) for aircraft, cutters, 

barges and boats, weapons, canines, and donations to Commandant (CG-844) for 

determination.  Once the property is reported to Headquarters, no disposal or transfer 

action may be taken without prior approval of Commandant (CG-844). 

4.4.1.7 Return of Material to ICP Control   

a. Night vision equipment shall be returned to the appropriate item manager 

(Aviation or Shore afloat units; VOSS and Pollution response equipment shall be 

referred back to the item manager).   

b. After the property has been shipped and the screening and reporting actions are 

completed, place the related documents in the "Completed SF-l20" file for official 

audit purposes. 

4.4.1.8 Passing and Referral Orders   

 

After the property has been shipped and the screening and reporting actions are 

completed, place related documents in the "Completed SF-l20" file for official audit 

purposes. 
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4.4.1.9 Report   

Prepare the Annual Report (CG-6048, Web Form) per Chapter 9 of this Manual.  

Ensure that the disposal/transfer of all non-reportable and reportable property is 

recorded. 

4.4.2 ICPs (Inventory Control Points) 

4.4.2.1 Provide Disposition Instruction (Delay Status) 

Commandant (CG-844) will conduct the DHS screening in accordance with DHS  

Management Directives  and coordinate with the excess reporting activity to ensure 

release or shipment of property requisitioned.  (See Enclosure (4) for additional 

guidance). 

4.4.2.2 Review Assets   

Conduct regular reviews of ICP-controlled assets to ensure that utilization or 

disposition of excess personal property is accomplished. 

4.4.2.3 Screening   

When ICP-controlled property is excess, the ICP must report the property to the SFLC 

excess property website for Coast Guard and DHS screening, preparation of 

appropriate release documents, processing donation requests, and maintenance of 

related files. 

4.4.2.4 ICPs are Responsible to: 

a. Report Excess.  Receive Report of Excess Personal Property, Form (SF-120) 

transactions from Areas, Base Support Units/Base, and Districts.  Screen the 

documents for accuracy; correct if possible or reject and return for correction. 

 

b. Determine Disposition.  Review the reported excess property to determine 

requirements: 

(1) Maintain suspense records until receipt at the appropriate ICP storage 

activity is confirmed.  After confirmation, update asset records accordingly.  

SFLC actions are then complete and the excess report is considered closed.  

Retain the Report of Excess Personal Property, Form (SF-120) and other 

related documents in a file for audit purposes.   

(2) If there are no current ICP requirements, but there may be other Coast Guard 

users or program requirements, ensure that an ACN, NSN, or part number is 

assigned.  Enter the item data in the next edition of the SFLC Excess 

Property Bulletin for Coast Guard-wide screening.  If there are no interested 

Coast Guard users after the thirty-day screening, proceed with disposal 

action. 
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(3) After publication of the SFLC Excess Property Bulletin, SFLC actions are 

then complete and the excess report closed.  Retain the Report of Excess 

Personal Property, Form (SF-120) and other related documents in a file for 

audit purposes.   

(4) When there are no known Coast Guard requirements, ICP actions are then 

complete and the excess report closed.  Retain the Report of Excess Personal 

Property, Form (SF-120) and any other related documents in a file for audit 

purposes.   

4.4.2.5 Demilitarization Codes   

If disposal of the property is directed, assign the appropriate demilitarization code in 

RP 72 in accordance with the Defense Demilitarization (DoD 4160.28).  Use code "A" 

for items which do not require demilitarization.   

4.4.2.6 Cancellations or Withdrawals  

 

a. Cease all requirements determination, item identification, and ACN/NSN 

assignment actions related to that excess report. 

 

b. Ensure that the property is not reported in a subsequent Excess Property Bulletin. 

c. Forward cancellation status to requisitioners who solicit previously advertised 

excess property. 

d. Retain the Report of Excess Personal Property, Form (SF-120), and other related 

documents in a file for audit purposes.  SFLC actions are then complete and the 

excess report closed. 

4.4.3 Turn-Ins to DLA Disposition Services (Site) 

Use the Release Receipt Document (DD-1348-1A) as the DTID/ETID (Disposal Turn-in 

Document/Electronic Turn-in Document) for all excess property, including hazardous material 

and wastes.  For instructions on preparation of the DTID/ETID) or visit the DLA website at: 

http://www.dispositionservices.dla.mil/.  Establish a "DTID/ETID Suspense" file for intransit 

control audit purposes.  Turn-ins to DLA Disposition Services (Site) must comply with intransit 

control procedures.  Turn-ins to DLA Disposition Services (Site) are complete when the DLA 

Disposition Services (Site) returns a copy of the Release/Receipt Document, Form (DD-1348-

1A) stamped "RECEIPT COPY" and Block 8 or 22 is signed and dated.  The signature in Block 

22 indicates that the DLA Disposition Services (Site) has inspected the property and accepted 

accountability in the Disposal Automated Information System (DAISY).  Review all signed 

receipt copies of the Release/Receipt Document, Form (DD-1348-1A) for annotations made by 

the DLA Disposition Services (Site) and investigate discrepancies (e.g., FSC/NIIN and quantity 

changes).  (See paragraph 8.7.12 of this Manual for information on disposal of hazardous 

materials and wastes). 

http://www.dispositionservices.dla.mil/
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Note:  Hazardous Material (HAZMAT) will require proper transport documentation and placing.  

Hazardous Waste (HW) will not be transported but rather received ―in place‖ awaiting HW 

container pickup. 

4.4.4 Intransit Control of Shipments to DoD Disposal Activities 

4.4.4.1 General  

Intransit control of shipments to ensure what you shipped reaches the intended 

destination thereby maintaining control of excess property from the time of release by 

a shipping activity until receipt of the property by the DLA Disposition Services (Site).  

Intransit control procedures apply to all turn-ins to DLA Disposition Services (Site). 

4.4.4.2 DLA Disposition Services (Site) Suspense File 

The DLA Disposition Services (Site) maintains a suspense file for materiel turned-in to 

disposal.  This file tracks material from the time it is shipped or transferred from the 

generating sources' storage location until receipt is recorded in the DAISY.   

4.4.4.3 Intransit Control Procedures 
 

District Commanders must use the following intransit control procedures for shipments 

for disposal activities.  Units must use the Electronic Turn-in Document (ETID) 

system for shipment to DLA Disposition Services (Site).  This system automatically 

processes the in-transit notifications.  If units choose not to use the ETID system, they 

shall: 

a. If the shipping activity does not have the capability to process shipment status 

cards, it may pass shipping information to a unit with processing capability, or use 

a formatted message to submit Military Standard Requisitioning and Issue 

Procedures (MILSTRIP) documents through DAAS to DLA Disposition Services 

(Site). 

 

Note:  Additional guidance on MILSTRIP message formatting may be found in the Supply 

Policies and Procedures Manual (SPPM), COMDTINST M4400.19 (series). 

 

b. On other than local shipments or transfers, the TCN, GBL, certified mail, insured 

mail, or registered mail number is entered in the shipment status card as 

applicable. 

4.4.4.4 DLA Disposition Services (Site) Action 

If it is determined upon receipt and inspection that materiel is acceptable based on 

established criteria, the DLA Disposition Services (Site) shall acknowledge receipt to 

the DLA Disposition Services (Site) in accordance with established DLA Disposition 

Services (Site) internal procedures.  When accountability is accepted by the DLA 
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Disposition Services (Site), a signed copy of the DTID/ETID, reflecting quantity 

actually received, is furnished to the shipping activity. 

a. Per DLA Disposition Services (Site) internal procedures, all property received at a 

DLA Disposition Services (Site) is processed into the DAISY accountable records 

within ten working days after receipt.  When a DAISY "Receipt of Usable 

Property Card" or "Receipt Card" is prepared by DLA Disposition Services (Site). 

 

b. The DLA Disposition Services (Site) suspense file is closed if the receipt card 

matches a shipment status document previously recorded in the suspense file, 

provided: 

(1) If there is no discrepancy.  

 

(2) If there is a discrepancy of less than $800 and the item is not recorded as 

pilferable or sensitive in the Controlled Item Inventory Code (CIIC). 

 

(3) If the material is classified as scrap. 

4.4.5 Acquiring Property Listed in Excess Property Bulletins 

Prepare requisitions and submit directly to the advertising unit SFLC Bulletin website.   

4.4.6 Flight Safety Critical Aircraft Parts (FSCAP) 

Acquisition of FSCAP: 

 

a. Units shall accept FSCAP only when the part is documented or traceable to its original 

equipment manufacturer.  The Department of Defense (DoD) criticality code shall be marked 

or tagged on the part or appear on its invoice and/or transfer document.  

b. Units must not install undocumented but traceable FSCAP until the parts are inspected and 

recertified by the original manufacturer or a Federal Aviation Administration (FAA) 

approved production approval holder. 
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Specific Policy will be Provided in a Future Update to this Manual 
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CHAPTER 6. ACQUISITION OF EXCESS PROPERTY FROM 
OTHER GOVERNMENT AGENCIES (OGA) 

6.1 Purpose 
 

This Chapter provides policies and procedures for the utilization of excess property generated by 

Other Government Agencies (OGAs). 

6.2 Objective of Using Excess Property from OGA 
 

The objective is to use excess Government property when possible instead of new procurement. 

6.3 Policy 

 

It is Coast Guard policy to use Coast Guard and OGA excess property to the maximum extent 

possible to satisfy existing needs and reduce requirements before initiating new procurement or 

repair.  Acquire OGA excess property only to meet authorized requirements and only when 

similar property is not available in the Coast Guard supply system.  Commandants, Areas, Base 

Support Units/Base and Districts, Commanding Officers of Inventory Control Points (ICPs) and 

COs/OICs/Unit-level Supervisors are responsible for promoting the effective use of such 

property in their respective geographic areas. 

 

Note:  For additional guidance on excess property being the first source of supply,  (See the  

Simplified Acquisition Procedures (SAP) Manual, COMDTINST M4200.13 (series)). 

6.4 Authority and Controls 

6.4.1 Authority 

 

Acquisition of any type of excess personal property is authorized except aircraft, cutters, barges 

or boats, automation equipment (AE), passenger motor vehicles, and weapons which must be 

approved by Commandant (CG-844).  ICP approval is required for excess property stocked and 

managed by Coast Guard ICPs.  Electronics equipment must be approved by the electronics ICP 

and the designated Logistics Centers and Service Centers for the type or class of equipment. 

 

Acquisition of any other types of property from OGA, General Services Administration (GSA), 

and DLA Disposition Services (Site) is authorized providing a valid need has been established. 

6.4.2 Controls 

 

Unit COs/OICs/Unit-level Supervisors must establish controls and procedures to ensure that 

excess property acquired is: 

 

a. Reported on personal property within thirty (30) days of receipt or stock records as 

applicable. 
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b. Reported to the Coast Guard ICP that supports the item for inclusion with demand data. 

 

c. Reported in Section 2 line 12 of the Year-End Report for Personal Property, (CG-6048 Web 

Form).  (See Chapter 9). 

 

d. Acquired only after careful consideration of the location, condition, cost of shipping, and 

subsequent maintenance and overhaul of the property.  It is strongly recommended to make a 

physical inspection of the property before acquisition to ensure that the property is suitable 

for the purpose intended. 

 

e. Once acquired the unit is required to put the item into service for a minimum of one year. 

6.5 Reutilization Screening Methods 

 

a. Reutilization screening may be accomplished by using the following methods: 

 

(1) Excess property listings and bulletins: 

http://cgweb.sflc.uscg.mil/sflcweb/projects/excess/SF120Online.aspx 

 

(2) Conducting local area screening (visual inspection of property).  The following 

information is provided to assist units in using the GSAXcess ® and DoD's electronic 

screening methods: 

b. General Services Administration‘s GSAXcess ® 

 

(1) GSAXcess ® is an electronic information system which can be accessed by units 24 

hours a day.  This system is used to track and control GSA's excess and surplus 

property.  (Visit: http://gsaxcess.gov/). 

 

(2) This system is menu-driven and easy to use.  It offers an online inquiry capability into 

GSA's nationwide inventory of excess/surplus property.  The inquiry feature allows 

units to determine the availability of a disposal item by searching the inventory by 

stock number or description and then modifying the search by additional criteria such 

as excess or surplus, condition code, region, and date reported.  It also allows for 

searches of DLA Disposition Services (Site) property. 

 

(3) Accessing GSAXcess ® in order to utilize GSAXcess ® contact Commandant     (CG-

844).  The National Utilization Officer will provide the user with an access code upon 

approval of Commandant (CG-84).  Once the logon has been assigned GSA will issue 

a password.  The User‘s Manual is available online on the GSAXcess ® homepage. 

c. Electronic Screening and Ordering of DoD Excess Personal Property 

  



COMDTINST M4500.5C 

6-3 

 

The electronic screening and ordering of DoD excess personal property via the World Wide Web 

(Internet) replaces the Interrogation Requirements Information System (IRIS) which was used to 

screen and locate property.  The new electronic system is managed by the Defense Reutilization 

and Marketing System (DLA Disposition Services, (Site) located at  

http://www.dispositionservices.dla.mil/.  For the basic steps to screen and order DoD property.  

(See Tables 6-1 and 6-2).  The new system provides for: 

 

(1) Screening and ordering of DoD property through the Internet at the Web address by 

National Stock Number (NSN) and Local Stock Number (LSN) assigned items of DoD 

excess and surplus personal property in the worldwide inventory of DLA Disposition 

Services (Site).  It allows screening and ordering of assets by Federal Supply 

Classification (FSC), Federal Supply Group (FSG), National Item Identification 

Number (NIIN), and Noun Name, and searches by specific DLA Disposition Services 

(Site) or geographical zones.  It also provides photographs for some property as well as 

specific item characteristics. 

 

(2) Procedures to complete an automated Military Standard Requisitioning and Issue 

Procedures (MILSTRIP) requisition through the DLA Disposition Services (Site) web 

page. 

 

(3) Capability to search and locate property and order through normal (manual) supply 

channels. 

6.6 Requisitioning of Excess Personal Property 

 

When Commandant (CG-844) or ICP approval is not required, the APO forwards the requisition 

to the GSA Federal Supply Service Regional Personal Property Management Office or DLA 

Disposition Services (Site), as appropriate, per procedures listed below.  Maintain close 

coordination with DLA Disposition Services (Site), DLA Disposition Services (Site), GSA, and 

OGA to ensure timely issue of requested property.  The following procedures for acquiring 

excess personal property apply: 

 

a. Accountability.  Submit requests for excess property through the APO.  Property reused is 

subject to normal custody and inventory control procedures and must not exceed authorized 

retention quantities.  Whenever possible, there must be a proper division of functional 

responsibilities, i.e., the person picking up the property shall not be the same person 

accounting for the property. 

 

b. Commandant (CG-844) Approval.  When approval by Commandant (CG-844) is required, 

attach a statement of justification to the requisition.  Use the Release Receipt Document, 

Form (DD-1348-1A) for DoD property, the Requisition & Invoice Shipping Document, Form 

(DD-1149)  for Coast Guard property signed by GSA, and the Transfer Order - Excess 

Personal Property, Form (SF-122) for GSA/OGA property.  If approved, Commandant    

(CG-844) endorses and forwards the requisition to DLA Disposition Services (Site) or GSA, 

as appropriate.  If not approved, a Release Receipt Document, Form (DD-1348-1A) or a 

Transfer Order - Excess Personal Property, Form (SF-122) is returned to the unit marked 

"Not Approved." 

http://www.dispositionservices.dla.mil/
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c. Requisitions for DoD Excess Personal Property.  Requisitions are submitted to DLA 

Disposition Services (Site) or DLA Disposition Services (Site).  (See Enclosure (16)).  The 

following applies: 

 

(1) Submit requisitions via AUTODIN through the Defense Automatic Addressing System 

(DAAS) or as described in Tables 6-1 and 6-2.  Units unable to use AUTODIN shall 

forward them directly to DLA Disposition Services (Site) by mail or by narrative 

message.  (See Supply Policy & Procedures Manual (SPPM), COMDTINST 

M4400.19 (series)). 

 

(2) Enter DLA Disposition Services (Site) Routing Indicator Code (RIC) in record 

position 4-6 (S9D). 

 

(3) RP 40 must contain alpha codes J, K, L, R, or S.  (See Supply Policy & Procedures 

Manual (SPPM), COMDTINST M4400.19 (series)).  

 

(4) RP 52-53 must contain Fund Code GN to identify Packing, Crating, Handling, and 

Transportation (PCH&T) costs.  Leave blank if local pickup.  PCH&T is billed to 

Finance Center (FINCEN) by DLA Disposition Services (Site) and forwarded to Area 

and District units on an Internal Transfer Voucher (ITV). 

 

(5) Use Advice Code 2J (fill or kill) in RP 65-66 or leave blank.  DLA Disposition 

Services (Site) places the requisition on the requisition retention file for sixty (60) days 

and furnishes Supply Status Code B1 if RP 65-66 is blank and the requested materiel is 

not available.  If all the requested materiel does not become available during the 60-

day retention period, the remaining unfilled quantity is canceled using Status Code D1. 

 

(6) Requisitions for a specific item must contain the Disposal Turn-in Document/ 

Electronic Turn in Document (DTID / ETID) or Excess Report Number (ERN) in RP 

67-80.  Enter the DTID / ETID suffix in RP 21, if applicable. 

 

(7) RP 71 must contain the lowest acceptable Supply Condition Code if a DTID/ETID or 

ERN is not provided in RP 67-80.  Use only Supply Condition Codes A through D.  

The following table provides a conversion from Supply Condition Codes to Federal  

(8) Condition Codes: 
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Table 6-1 Requisition for DoD Excess Personal Property 

SUPPLY CONDITION CODE 

 
FEDERAL CONDITION CODE 

 

A          (Unused) 

 

A1  

 

B           (Used) 

 

A4; B1; B4 

 

D          Repairable 

 

D1; D4 

 

H          Salvage 

 

H, X 

H          Scrap 

 

H, S 

6.7 Acquisition of Excess Property from OGAs (Non-Reportable) 

 

a. Excess personal property undergoing local area screening by military activities and federal 

agencies is a valuable source of supply.  This is property not required to be formally reported 

to the DLA Disposition Services (Site) for DoD screening or to GSA for federal agency 

screening.  Submit requests for this property directly to the screening activity if Commandant 

(CG-844) approval is not required.  Forms used to requisition non-reportable property vary 

from agency to agency.  Forms that may be used include the following: Release/Receipt 

Document, Form (DD-1348-1A), Requisition & Invoice Shipping Document, Form (DD-

1149)  (to DoD), or Transfer Order - Excess Personal Property, Form (SF-122) to OGA.  

Furnish an informational copy of each document to the local GSA Regional Office within ten 

days of the order date.  

 

b. DLA Disposition Services (Site) require identification letters of Officers in Charge authority 

to withdraw excess property on a direct issue.  Therefore, Unit COs/OICs/Unit-level 

Supervisors must: 

 

(1) Provide the DLA Disposition Services (Site), in standard letter format on proper 

letterhead, the accountable property officer's DoD Activity Address Code 

(DODAAC), long line address, telephone number, typed name, and signature.  The 

letter shall include, if applicable, the full name, signature, activity, DODAAC, 

telephone number, and address of individuals authorized to sign requisitions for direct 

removal (issue) on behalf of the accountable property officer and who may screen. 

 

(2) Immediately notify the DLA Disposition Services (Site) unit of all changes, additions, 

or deletions to any of the above. 
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c. Direct pickup is allowed by an individual with a valid ID card and a completed  

 Release Receipt Document, Form (DD-1348-1A) for specific property that has been signed 

by the accountable property officer or authorized individuals listed in the accountable 

property officer's letter. 

6.8 Reimbursement 
 
Transportation costs, together with other direct costs incurred incident to the transfer of excess 

personal property, will be paid by the requisitioner.  Acquisition of DoD, GSA or other federal 

agency-controlled excess personal property or the transfer of Coast Guard excess to these 

agencies is without reimbursement.  When reimbursement is required, determine the value of the 

property transferred as follows: 

Table 6-2 Reimbursement 

DISPOSAL 

CONDITION CODE 

DEFINITION 

1 New.  Property which is in new condition and can be used 

immediately without modifications or repairs. 

4 Useable.  Property which shows some wear, but can be used without 

significant repair. 

7 Repairable.  Property which is unusable in its current condition but 

can be economically repaired. 

X Salvage.  Property which has value in excess of its basic material 

content, but repair or rehabilitation is impractical and/or 

uneconomical. 

S Scrap.  Property which has no value except for its basic material 

content. 
 

 

Basic Steps for Electronic Screening: 

 

a. Go to Web Address: http://www.dispositionservices.dla.mil/.  (DLA Disposition  

 Services (Site) Home Page) 

 

b. Click on "reut/xfer/donation customers" in the center column. 

 

c. Click on "Property Search" in the left-hand column of links. 

 

d. Follow menu directions to finish. 

 

Note:  For general information and guidance on Condition Codes, Record Status Codes, etc., 

click on "Help/FAQ." 

 

Basic Steps for Electronic Ordering: 

 

a. Follow steps above for searching and locating property. 

 

b. Complete the property search and click on "MILSTRIP/Tagging" in the upper left-hand 

column. 

http://www.dispositionservices.dla.mil/
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c. Click on "Property Search" in the upper left-hand column. 

d. Choose either: 

(1) "Property Search" (if you haven't already done so), then fill out MILSTRIP form; or 

 

(2) "MILSTRIP form" 

 

(3) Search and MILSTRIP 

 

e. Fill in the MILSTRIP requisition form with the same data normally used.  RP 40 must 

contain alpha character code of: J, K, L, R, or S. 

 

f. Click on the "Submit Requisition" Button. 
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CHAPTER 7. BOARDS OF SURVEY & REPORTS OF SURVEY  

7.1 Purpose 
 
This Chapter provides Coast Guard policy and procedures on Boards of Survey and Reports of 

Survey and to ensure conformity with those of the Department of Homeland Security (DHS) and 

is intended to ensure a full accounting of Coast Guard property. 

7.2 Definitions 

7.2.1 Board of Survey 
 

The term Board of Survey refers to the person or group of persons directed to survey or research 

the condition of the property in question as well as the circumstances surrounding the reason for 

the survey.  The term Report of Survey refers to the administrative process outlined in section 

7.2.2 below, and which requires a Report of Survey, Form (CG-5269). 

7.2.2 Report of Survey, Form (CG-5269) 

 

The Report of Survey, Form (CG-5269) is the form used and the administrative process action 

conducted when an incident requiring a Report of Survey is completed.  The form is required in 

order:  

 

a. To look at the circumstances pertaining to the loss, damage or destruction of Coast Guard 

property; and 

 

b. To establish pertinent facts and to determine the extent or absence of employee personal 

responsibility for such loss, damage, or destruction. 

 

A survey is also conducted when reporting the condition of aircraft, motor vehicles, and boats 

that are being recommended for transfer, disposal, or replacement.  Surveys may originate in 

individual instances for property which does not meet the above criteria. 

7.2.3 Survey Officer  

 

The Survey Officer is the person designated in writing by the Commanding Officer (CO)/Officer 

in Charge (OIC) or Unit-level Supervisor, and is responsible for assigning personnel to serve as a 

Board of Survey member.  The Survey Officer shall convene a Board of Survey to investigate 

and report the condition of aircrafts, motor vehicles, and boats; or report on the circumstances 

surrounding the loss, damage, or destruction of Government property.  The Survey Officer shall 

monitor the board members‘ progress until the Board of Survey‘s findings are forwarded to the 

final approving authority. 

 

The APO may also serve as the Survey Officer.  Neither the APO nor the Survey Officer may be 

members of the Survey Board.  
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7.2.4 Survey Board  

 

The survey board is established to investigate and report on the circumstances surrounding the 

loss, damage, or destruction of government property.  The Survey Board can be either permanent 

in nature or established on an ―as required‖ basis. 

7.3 Policy 

 

A Report of Survey, Form (CG-5269) is required when reporting the condition of aircraft, boats, 

motor vehicles and for all incidents of loss, theft, damage beyond normal wear-and-tear, or other 

condition adversely affecting personal property, non-expendable Marine Environmental 

Response (MER) equipment, radiac equipment, weapons, ammunition, and explosives.  A Report 

of Survey may also be used to identify clerical errors in the system such as duplicate entries.  

However, the Adjustment Form, Form (CG-3114) may be used in place of the ROS for removing 

duplicate or optional entries and correcting system input errors (i.e. serial number, model 

number, etc.).   

 

Note (1): The Adjustment Form, Form (CG-3114) is not a disposal document and shall not be 

used for lost, missing, stolen, or damaged personal property. 

 

Note  (2): Damaged property does not include property in a condition caused by ―normal 

wear and tear‖ or property that has reached its ―end-of-service life.‖ 

 

Note  (3):  The completed and approved Report of Survey, Form (CG-5269) for the lost, 

missing, or stolen item(s) shall serve as the required disposition documentation to properly 

remove the asset from Oracle FAM.  This is the only circumstance where the Report of Survey, 

Form (CG-5269) is used as a disposition document. 

 

A Report of Survey, Form (CG-5269) is not required under the following circumstances: 

 

a. Inventory credit adjustments of less than $500.00 (or less than $2,500.00 for Inventory 

Control Points (ICPs)) of the total extended line item value.  This applies when such 

adjustments are properly certified to be the apparent result of inventory transaction 

processing discrepancies and there is no reason to suspect neglect, misuse, theft of property, 

or fraud. 

 

b. Fourth, fifth, and sixth class unlighted buoys that are lost or damaged while on station; and 

 

c. Any other buoys that are lost while on station or damaged to the extent that they are in 

disposal condition code  X or S. 

  

Note  (4): For OM&S refer to SPMM ref (d) or USO as appropriate. 
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Report all surveyed property annually on the (CG-6048 Web Form).  Separate the Lost/Missing 

and Damaged items from all others.  Do not report surveyed property that has been reported as 

excess on a Report of Excess Personal Property, Form (SF-120).  Review losses of Controlled 

Inventory Items, i.e., items designated as classified, sensitive, or pilferable, to determine if a 

Board of Survey shall be convened even though the dollar value limitation for a board is not met.  

This is particularly true looking at personal liability losses. 

 

There are properties that do not require a Report of Survey, Form (CG-5269) and the ways to 

document them are found in Chapter 8, Disposal of Excess. 

7.4 Responsibilities 

7.4.1 Approving Authority 

 

a. Commandant (CG-844) is the final approving authority of Reports of Survey,  

Form (CG-5269) covering: 

 

Commandant (CG-84) Commandant (CG-83) 

  

 Aircraft  Supply Fund Exceeding $5,000 

 Cutters, barges and 

boats 

 

 Weapons  

 Canines/Night vision  

 Potential Donations  

 

b. Inventory Control Point (ICP) is the final approving authority for ICP-managed material.  

Forward all Reports of Survey, Form (CG-5269) covering ICP-managed material located at 

other storage points to the appropriate ICP. 

 

(1) Commanding Officer, National Strike Force Coordination Center is the final 

approving authority on Reports of Survey, Form (CG-5269) covering National Strike 

Force non-expendable MER equipment. 

` 

(2) Commandant (CG-432) and Commandant (CG-5332) are the final approving  

authorities for pre-positioned equipment (e.g. Vessel Opportunity Skimming  

System (VOSS)/Spilled Oil Recovery System (SORS)). 

 

(3) Commandant (CG-5332) is the final approving authority on Reports of Survey,  

Form (CG-5269) covering district and field unit non-expendable MER equipment. 

 

(4) C2CEN (Command & Control Engineering Center) & ALC are the managing authority 

for night vision equipment.  ALC is responsible for aviation type night vision; C2CEN 

is for all others.  Commandant (CG-84) will route the Report of Survey, Form          

(CG-5269) to the appropriate manager. 
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c. Areas, Base Support Units/Base, and Districts are the final approving authorities on all 

Reports of Survey, Form (CG-5269) except as indicated in Table 8.2.  Unless otherwise 

directed, the Base Support Units/Base shall perform this function on behalf of the units 

within their Area of Responsibility (AOR). 

d. A Commanding Officer/Officer-in-Charge of a unit is authorized to approve Reports of 

Survey, Form (CG-5269) for General Purpose (GP) property having a unit acquisition cost of 

<$2,500.00.  If the unit acquisition cost exceeds $2,500.00 the survey must be forwarded to 

the servicing BSU/Base for approval. 

7.4.2 Convening Authority 

 

Authority for convening a Board of Survey is established as follows: 

 

a. The Commandant may convene a Board of Survey for any materiel, and possesses sole 

authority for convening Boards of Survey for aircraft. 

 

b. Commanding Officers (COs) of Air Stations may convene Boards of Survey for all materiel 

except aircraft.   

 

c. The convening authority may appoint members to the board within the geographic region of 

where the property is located. 

7.4.3 Composition of Boards 

 

The convening authority must appoint members to a Board of Survey in accordance with these 

mandatory requirements: 

 

a. The person originating the Report of Survey shall not serve as a member of the board or 

approving official. 

 

b. The board consists of one to three persons.  The number of members required on a board 

varies depending on the purpose of the board and availability of personnel. 

 

(1) Boards of Survey convened in cases where negligence is suspected or indicated, must be 

composed of no less than three members. 

 

(2) If a board is convened with less than three members and evidence of theft or 

negligence is suspected or found, the senior member must advise the convening  

authority, and the convening authority must appoint additional members as  

necessary. 
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c. When available, commissioned officers and Chief Warrant Officers (CWOs) must be 

appointed as Board of Survey members.  When officers are not available, and the convening 

authority deems it appropriate, Petty Officers E-6 and above or civilian employees in grades 

GS7 or WG8 and above may be appointed to Boards of Survey.  The cognizant APO, Survey 

Officer, and Property Custodian may not be a member of the Board of Survey.  When the 

unit lacks sufficient numbers to convene a board, the CO/ OIC/Unit-level Supervisor will 

request the next higher authority to convene the Board of Survey; however, the person who 

signs the Report of Survey, Form (CG-5269) as originator may not be listed as a member of 

the survey board. 

 

d. The APO, Property Custodian, and Property Administrator cannot be appointed to a Board of 

Survey considering property in their area of responsibility. 

 

e. Boards of Survey convened to consider technical equipment, including boats, must have a 

member with professional knowledge of the equipment.  When the Board of Survey is 

convened to consider a boat that, if donated, would be subject to current inspection laws, the 

board must, when possible, include a marine inspector as a member. 

7.4.4 Actions by the Board 

 

The Board of Survey investigates circumstances surrounding lost or damaged property and 

reports findings and recommendations on the Report of Survey, Form (CG-5269) as follows: 

 

a. Lost or Damaged Property.  Include a statement as to time, place, and circumstances 

surrounding such loss or damage and describe the condition of the property before loss or 

damage.  Include the name of the person responsible for the property. 

 

b. Cost.  List the original acquisition cost from the corresponding Oracle FAM record.  If the 

original acquisition cost is not listed in Oracle FAM, determine acquisition values by 

contacting the manufacturer. 

 

c. Opinions.  Include the board‘s opinion whether or not there is evidence of negligence.  If 

evidence of negligence exists, the board must recommend that a Board of Investigation be 

convened per 7.4.6. 

 

d. Tangible Evidence.  All supporting documentation/evidence shall be attached to the Report 

of Survey, Form (CG-5269) to support the board‘s findings.  Examples of supporting 

documentation/evidence are: 

 

(1) Photographs; 

 

(2) Custodian‘s written statement(s); 

 

(3) Coast Guard Message (for loss of property).  (See a. above, Lost or Damaged 

Property); 
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(4) Reports; 

 

(5) Logs; 

 

(6) Written statements signed and dated;  

(7) Any documentation regarding the Board of Investigation, and if applicable; 

 

(8) Documentation used to determine cost. 

7.4.5 Recommendations of the Board 

 

The board recommends action with respect to disposition of the property involved.  Use standard 

terms as follows: 

 

a. ―Retire from Records.‖  Use for losses of property, including inventory losses. 

 

b. ―Dispose of as Excess.‖  This may result in the property being transferred, donated, sold, 

scrapped, abandoned, or destroyed.  The board must not assume the responsibility for 

determining the proper disposal technique for property, but only state that it is excess to the 

unit concerned. 

 

c. ―Repair and Retain at unit.‖  This indicates that the repaired item will be retained in the same 

account. 

 

d. ―Repair and Transfer to.‖  Repair and transfer to consignee or ICP. 

 

Note:  Appropriate transfer document shall be required. 

 

e. ―Replace and Expend from Record.‖   Use alone or in conjunction with another term to 

indicate that the item surveyed needs to be replaced by a similar item.  If replacement is 

required, include the replacement cost. 

 

f. ―Revalue and Issue at Percentage of List Price.‖  Use for physical inventory of Operating 

Materials and Supplies (OM&S) items that have deteriorated or become obsolete. 

7.4.6 Board of Investigation and Monetary Compensation 

 

a. When a finding made by the Survey Officer, or Board of Survey for personal property 

discloses information indicating negligence, misuse, dishonesty, or willful destruction, the 

Survey Officer or the Board of Survey must recommend convening a Board of Investigation.  

The Board of Investigation fully investigates each survey report in accordance with the 

Administrative Investigations Manual, COMDTINST M5830.1 (series) and the Coast Guard 

Claims and Litigation Manual, COMDTINST M5890.9 (series), and makes written findings 

as to the facts surrounding the loss, damage, or destruction of the property.   

Note:  Such findings must be included in the Year-End Report (CG-6048 Web Form). 



  COMDTINST M4500.5C 

 

7-7 

 

b. An employee will not be held responsible for performing or failing to perform an action due 

to reasonable error of judgment or a normal physical limitation.  Recommendations 

involving pecuniary liability shall be based on evidence of willful intent or gross negligence 

of the individual.  Refer the Report of Survey, Form (CG-5269) to the approving official 

upon completion of the investigation.  The approving official shall approve the findings and 

recommendations or direct further investigation by the Board of Investigation.  A Report of 

Survey, Form (CG-5269) shall not be summarily disapproved.  A completed Report of 

Survey, Form (CG-5269) where no employee responsibility is involved, the approved 

Report of Survey, Form (CG-5269) shall be referred to the APO to take appropriate action 

(transfer, scrap, or expend from record, etc.) as required.  Further action on a Report of 

Survey , Form (CG-5269) which involves employee responsibility shall be taken as 

prescribed below. 

Note:  Pecuniary Liability of/or relating to money, an individual is fined and the Government 

seeks monetary compensation. 

 

(1) Disciplinary Action.  When consideration of disciplinary action is recommended 

and approved by the convening authority, refer the matter through appropriate 

supervisory or command channels for further action in accordance with applicable 

regulations pertaining to disciplinary procedures.  If pecuniary liability is not 

involved, the APO must take any appropriate final action. 

 

(2) Pecuniary Liability.  When consideration of pecuniary liability is recommended 

and approved, the following applies: 

 

a. Forward a written notification, via the cognizant legal officer, to the individual(s) concerned, 

citing the investigation findings and requesting voluntary restitution.  The Accountable 

Property Officer shall determine the pecuniary liability jointly with the servicing accounting 

activity as follows: 

 

b. Lost, Destroyed, or Irreparably Damaged Property.  The charge will be: 

 

(1) The original acquisition cost; or  

 

(2) Replacement value of the property less an allowance for depreciation.  Credit for 

scrap or salvage, if applicable, must also be allowed. 

 

c. Repairable Property.  The cost of restoring the property to a condition comparable to that 

just prior to damage will be charged, provided such cost does not exceed the depreciated 

value or replacement cost of the property. 

 

d. If the individual(s) agree(s) to make voluntary restitution, refer the Report of Survey, Form 

(CG-5269) to the appropriate accounting office for collection.  The Accountable Property 

Officer must close the case when notified by the accounting activity that the collection has 

been made. 

 

e. Indicate on the Report of Survey, Form (CG-5269) that reimbursement has been tentatively  
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accepted.  The amount of reimbursement must not be more than the estimated value 

reported on the Report of Survey, Form (CG-5269).  The report must indicate the board‘s 

opinion as to acceptance of reimbursement.  If the acceptance of reimbursement is 

approved, remove the deposit from the suspense account and deposit to the credit of the 

miscellaneous receipt account, 703019, Recoveries for Government Property Lost or 

Damaged.  In the event it is determined that the person(s) should not reimburse the 

Government, the deposit shall be refunded. 

7.5 Report of Survey Completion Procedures 

7.5.1 Survey Documentation Procedures and Distribution 

 

Complete the required data fields on the Report of Survey, Form (CG-5269) (See Enclosure 

(37)) as follows: 

 

a. Date.  Enter the date that the Report of Survey, Form (CG-5269) is prepared. 

 

b. Number.  The ROS report number is a construct of the following: List the unit DODAC (Z 

+ 5 numbers) followed by a hyphen and a set of 4 numbers.  The first number of this 4 

number set is the last number of the current fiscal year.  The following 3 numbers are the 

Julian date for the current fiscal year followed by a hyphen.  The final set of 4 characters is 

any combination of a letters/numbers sequence not repeated on the same date. 

 

c. Activity.  The name of the unit/activity where the Board of Survey is convened. 

 

d. Originator.  When the CO/OIC/Unit-level Supervisor of the unit has the authority to 

convene a Board of Survey for the property involved, the originator must be a department 

head, custodian of the property, or the APO, as appropriate.  The CO/OIC/Unit-level 

Supervisor of the unit is shown as the originator of the request when a higher command 

must convene the Board of Survey. 

 

e. Item.  Number of items in consecutive order, e.g., 001, 002, 003, etc. 

 

f. Stock Number and Description.  Enter the National Stock Number(s) in numerical sequence 

when available.  If item is non-standard, enter ―non-standard‖ or ―NSI.‖  Then, describe the 

item(s) in sufficient detail to be readily recognizable by subsequent reviewers of the survey.  

Include manufacturer, model number/name, type, part number, serial number, and power 

source for technical equipment.  For boats include Coast Guard hull number.  If outboard 

motor(s) and/or boat trailer are reported with the boat list engine manufacturer, horsepower, 

and serial number.  For a boat trailer list manufacturer, number of axles, and Vehicle 

Identification Number (VIN).  If the Vehicle Identification Number is unknown, write 

―Vehicle Identification Number is unknown‖.  
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g. Condition Code.  Assign a supply condition code if item being turned in to DLA Disposition 

Services (Site) and disposal code for items being reported to GSA (See Enclosure (7)).  If the 

item is missing and the condition is unknown, use "UNK".  In cases of minimal loss, 

condition code shall be ‗UNK‖. 

 
Table 7-1 Disposal Condition Codes 

DISPOSAL 

CONDITION CODE 

DEFINITION 

1 New.  Property which is in new condition and can be used 

immediately without modifications or repairs. 

4 Useable.  Property which shows some wear, but can be used without 

significant repair. 

7 Repairable.  Property which is unusable in its current condition but 

can be economically repaired. 

X Salvage.  Property which has value in excess of its basic material 

content, but repair or rehabilitation is impractical and/or 

uneconomical. 

S Scrap.  Property which has no value except for its basic material 

content. 

 

h. Quantity.  Enter the number of items (per stock type) to be surveyed. 

 

Note:  Items must be identical for a quantity of more than 1; otherwise, another line item 

must be created. 
 
i. Unit Price.  Use the original acquisition cost (the amount listed in the property records) or the 

fair market value of the item (when item is not listed in Oracle FAM). 

j. Total Value.  Multiply the unit price by the quantity of the item being surveyed and enter the 

total price. 

k. Reason for Survey.  Enter the reason why you are surveying an item.  Some of the most 

common, but not all-inclusive, reasons are:  Item is ―Lost or Missing‖ or ―Damaged beyond 

normal wear and tear‖ or ―Destroyed‖ or ―Excess to unit needs.‖  

 

l. Accounting Classification.  An example is provided below: 

 
Table 7-2Accounting Classification 

Administrative 

Target Unit (ATU) 

Cost Center 

OPFAC 

Owner Code  

09 

 

20160  

 

N/A 
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7.5.2 Action by Commandant, CO/OIC/Unit-level Supervisor or Delegate 

(Convening Authority) 

 

These are the blocks where the Unit CO/OIC/Unit-level Supervisor or Survey Officer assigns the 

Board of Survey member(s) to conduct the investigation as outlined above.  (See section 7.2). 

7.5.3 Survey Report and Recommendation 

 

Include the following minimum information: 

a. Condition of item;.  

b. Elaborate on condition code; 

c. Cause; 

 

d. Responsibility, if appropriate; and, 

 

e. Recommendations (See section 7.4.5 of this Manual). 

 

f. The following statement for Supply Fund losses:  ―Reimbursement to the Supply Fund in the 

amount of $_______ is required.‖ 

 

Note:  Insert a certification in the Report of Survey, Form (CG-5269) stating that the 

requirements Handling and Disposal of Polychlorinated Biphenyls (PCBs), COMDTINST 

M16478.2 (series), have been met for property that contains  PCBs or PCB equipment.  A similar 

certification will also be required for  property that contains asbestos, lead, etc. 

7.5.4 Items Surveyed in Accordance With 

 

This is the signature block section for the Survey Board Member(s) signifying completion of 

their investigation. 

7.5.5 Review of Survey Report 

 

In every instance where a survey is disapproved, an endorsement must be made on the reverse 

side of the Report of Survey, Form (CG-5269), or as an attachment to explain and provide 

further instructions regarding the property.  (See section 7.4.1 of this Manual for approving 

authority).   

7.5.6 Reporting Disposal Accomplished 

 

For adjustment and support of accountable records, forward the original the Report of Survey, 

Form (CG-5269) signed by the person completing final disposal to the Accountable Property 

Officer (APO).  However, when the Report of Survey, Form (CG-5269) is approved at a higher 

command level, the original survey is returned to the final approving authority. 
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7.5.7 Distribution 

 

The number of copies needed to effect proper distribution depends on the type of property 

involved and the command level designated as the final approving authority.  Mandatory 

distribution is as follows: 

 

a. The original shall be sent through the chain of Command to the final approving authority. 

 

b. One copy shall be retained by the Areas, Base Support Units/Base, and Districts in their local 

suspense files when Commandant (CG-844) is the final approving authority. 

c. One copy shall be retained by the originator of the Report of Survey, Form (CG-5269). 

d. One copy shall be retained by the APO of the unit.  ―The Original shall be kept by the APO if 

the Unit CO is the final approving authority for audit purposes." 

 

e. One copy shall be forwarded to Commandant (CG-83) for surveys of Supply Fund Losses 

not requiring Commandant approval. 

 

f. One copy for Commandant (CG-43) of surveys for non-expendable MER equipment. 

7.6 Items Requiring Special Survey Procedures 

7.6.1 Aircraft and Aircraft Parts and Components 
 
Actions to remove an aircraft from Coast Guard records must be initiated by either Commandant 

(CG-711) or Commandant (CG-41) on Report of Survey, Form (CG-5269).  This must include 

the location of the aircraft and its condition code.  Attach statements of the history and general 

 condition of the aircraft to the Report of Survey, Form (CG-5269) as supporting documentation.  

In addition, Commandant (CG-711) must indicate by memorandum or endorsement what effect 

removing the aircraft would have on aircraft inventory level and operational readiness.  

Commandant (CG-711) designates the members of the Permanent Board of Survey for Aircraft 

on the Report of Survey, Form (CG-5269).  Inspection of the aircraft by members of the Board 

of Survey is not required.  The Board reports its findings and recommendations on the Report of 

Survey, Form (CG-5269) and forwards the original of the Report of Survey, Form (CG-5269) to 

Commandant (CG-711) for approval. 

 

a. Permanent Board of Survey for Aircraft.  The Commandant has established a permanent 

Board of Survey for Aircraft.  At least one of the senior members must be present at each 

board meeting, two other members are required to form a quorum.  The board consists of: 
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(1) Senior Members 

 

(a) Chief, Office of Aviation Forces, Commandant (CG-711). 

 

(b) Chief, Office of Aeronautical Engineering, Commandant (CG-41). 

 

(2) Other Members 

 

(a) Deputy Chief, Office of Aviation Forces, Commandant (CG-711). 

 

(b) Deputy Chief, Office of Aeronautical Engineering, Commandant        

(CG-412). 

 

b. Disposal.  When the Report of Survey, Form (CG-5269) approved by Commandant         

(CG-711) or Commandant (CG-7), recommends disposal of an aircraft, the original and two 

copies of the Report of Survey, Form (CG-5269) and Report of Excess Personal Property, 

Form (SF-120) are forwarded to Commandant (CG-844) for appropriate disposal action.  

Commandant (CG-7) retains one copy.  If salvage is indicated, Commandant (CG-84) obtains 

information, as necessary, from Commandant (CG-7), Commandant (CG-4), and the 

Aviation Logistics Center concerning the salvaging of component parts.  Instructions are 

provided to the cognizant field activity for complete disposal action in coordination with 

GSA Region 9 (San Francisco). 

c. Record of Disposal.  When action on the Report of Survey, Form (CG-5269) is completed, 

the original is retained by Commandant (CG-844) and one copy each is forwarded to 

Commandant (CG-41) and Commandant (CG-711). 

 

d. Coast Guard-created Aircraft Number Plates.  Upon receipt of authorization for disposal, 

remove aircraft number plates from the non-flyable aircraft and destroy it in the presence of a 

commissioned officer.  Manufacturer-created number plate shall remain with the aircraft.  

Document the destruction by using the Report of Abandonment/Destruction Personal 

Property, Form (CG-5598) with a certification statement that cites the reason for destruction.  

Ensure that the certification is signed by an authorized Coast Guard official and is witnessed 

by a commissioned officer.  Retain this statement as a permanent record of the unit. (See 

Enclosure (14) for a Certificate of Abandonment/Destruction sample). 

7.6.2 Ammunition 

 

Reports of Survey, Form (CG-5269) for ammunition are not required by this Manual.  

Ammunition shall be reported and accounted for per the Ordnance Manual, COMDTINST 

M8000.2 (series). 
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7.6.3 “Radiac” Equipment 

 

a. Chemical, Biological, Radiological, (CBR) and Radiac Equipment.  Shall be surveyed in  

accordance with the Coast Guard Radiac Program Management, COMDTINST M8071.1  

(series), when it is determined by the cognizant Radiac Calibration Laboratory (RCL) to be 

beyond economical repair.  Cite the RCL correspondence for authority to survey and forward 

the survey to Commander, (Code 8153), Naval Electronics Systems Command, Washington 

DC via Commandant (CG-45) or Commandant (CG-532).  Naval Electronics Systems 

Command will order a replacement item upon receipt of the survey. 

 

b. Radiation Detection.  Commandant (CG-532) is the program manager and guiding authority 

for Reports of Survey, Form (CG-5269) pertaining to Chemical, Biological, Radiological, 

Nuclear Explosive (CBRNE) detection equipment that Boarding Teams use. 

7.6.4 Small Arms 

 

Report and investigate missing, lost and/or stolen small arms per the Ordnance Manual, 

COMDTINST M8000.2 (series).  Survey missing, lost and/or stolen small arms immediately.  

Unit COs must forward a copy of the approved survey to:  

 

COMMANDER CODE JXNP 

NAVSURFWARCENDIV 

300 HIGHWAY 361 BLDG 2044 

CRANE IN 47522-5001 

 

The Naval Surface Warfare Center-Crane Division Center will remove the small arms serial 

number from the Coast Guard small arms accountability file and enter the serial number into the 

lost, missing, or stolen file of the National Crime Information Center (NCIC) computer upon 

receipt of the approved survey from Commandant (CG-844).   

7.6.5 Loss or Theft of Property with a Permanent Individual Serial Number 

 

(See the Physical Security and Force Protection Program, COMDTINST M5530.1 (series), 

Chapter 9, for guidance on reporting Government property losses).  A Coast Guard Official 

Message is required for missing property with a permanently assigned serial number and an 

acquisition cost of $500.00 or more.  (See Physical Security and Force Protection Program, 

COMDTINST M5530.1 (series) for example).  Commandant (DCMS-341) is the program 

manager for the protection of Government property. 
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7.6.6 Boats 

 

Commandant (CG-731) is responsible for reviewing Reports of Survey, Form (CG-5269), 

internally screening inactive boats, and making disposal recommendations.  Commandant (CG-

731) shall forward these disposal recommendations to Commandant (CG-844) for final 

determination.  Commandant (CG-844) becomes the program manager for boats declared excess 

to the needs of the Coast Guard by Commandant (CG-731). 

7.6.6.1 Preparing Reports of Survey (ROS) on Boats 
 

a. When submitting the Report of Survey, Form (CG-5269) on standard boats to 

Commandant (CG-731) for approval and Commandant (CG-731) for screening, 

include an evaluation as to whether the asset contains asbestos and PCBs, if 

applicable. 

 

b. When preparing a Report of Survey, Form (CG-5269) on boats, the Board of 

Survey must include additional information on maintenance and man-hours of 

operation.  (See the Naval Engineering Manual, COMDTINST M9000.6 (series) 

and the Boat Management Manual, COMDTINST M16114.4 (series), for specific 

guidance).  Include all information required.  (See Chapter 091, section 091.B.6 

of the Naval Engineering Manual, COMDTINST M9000.6 (series)).  Outboard 

motors and boat trailers shall be listed as separate line items on the ROS with the 

boat, if they are being disposed of with the boat.  Boat value shall match 

acquisition value for boats listed in Oracle FAM.  A Report of Survey, Form  

(CG-5269) shall be submitted within fourteen (14) days of boat being taken out of 

service. 

7.6.7 Capitalized Electronics  

 

Approval actions to remove Capitalized Electronics from Coast Guard records is the 

responsibility of Commandant (CG-643). 

7.6.7.1 Field Command Responsibilities 

 

Unit COs shall initiate a Board of Survey for damaged, missing, lost and/or stolen 

capitalized electronics items and forward the original Report of Survey, Form        

(CG-5269) to Commandant (CG-643) for approval. 
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7.6.7.2 Commandant (CG-643) Responsibilities 

 

Commandant (CG-643) shall endorse and forward a copy of the approved Report of 

Survey, Form (CG-5269) to Commandant (CG-844) after receiving and reviewing the 

package. 

7.6.7.3 Commandant (CG-844) Responsibilities 

 

Commandant (CG-844) shall approve and forward the package to Finance Center 

(FINCEN) (FR) for appropriate action, i.e., retire asset, modify records, etc., and a 

copy forwarded to the unit with disposition instructions if necessary.  Should the 

package be disapproved, it will be returned to Commandant (CG-643) for further 

validation. 

7.6.8 Operating Materials & Supplies (OM&S) Inventory 

 

Reporting requirements and approving authority for Inventory and OM&S items lost, damaged, 

or destroyed can be found in the Supply Policies and Procedures Manual (SPPM), COMDTINST 

M4400.19 (series).  ICPs adhere to policies set forth in the Uniform Supply Operations (USO) 

Manual, COMDTINST m4121.4.  The reporting activity shall conduct the Board of Survey and 

prepare the Report of Survey, Form (CG-5269) in accordance with the SPPM Manual.  

7.6.9 Subsistence Supplies 

 

Reporting requirements and approving authority for a Board of Survey, and instructions for 

completing a Report of Survey, Form (CG-5269) for subsistence supplies lost, damaged 

(spoiled), or destroyed  may be found in the Coast Guard Food Service Manual, COMDTINST 

M4061.5 (series), Chapter 6, Exhibit 6-1. 

 

Note:  The originator will usually be the Food Service Officer (FSO) for survey involving 

subsistence supplies. 

7.6.10 Marine Environmental Response (MER) Property 

7.6.10.1 Comprehensive Environmental Response Compensation & 

Liability Act (CERCLA) Property 

 

(Reserved) 
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CHAPTER 8. DISPOSAL OF EXCESS  

8.1 Purpose 

 

To provide policies and procedures for the disposal of reportable and non-reportable excess and 

personal property. 

8.2 Policy 

 

Disposal of reportable and non-reportable excess property must comply with Code of Federal 

Regulations (CFR) Part 41 and 42, the National Environmental Policy Act of 1969 (NEPA) and 

the Information and Life Cycle Management Manual, COMDTINST M5212.12 (series).  Each 

command is responsible for compliance with all applicable environmental laws and regulations 

that affect the disposal of Excess Personal Property.  Units must consider the possible 

demilitarization Munitions List Items (MLI) or Commerce Controlled Line Items (CCLI) 

environmental impacts of all disposals before finalizing any disposal action. 

8.3 Disposal Procedures 

8.3.1 Disposal of Material Locally  

 

a. Coordinate with the excess reporting activity to ensure reporting of the property to the 

appropriate DLA Disposition Services (Site), Coast Guard Unit, DHS component, or the 

appropriate GSA Regional Office.  Turn-ins to DLA Disposition Services (Site) must 

comply with intransit control procedures.  Use the Single Line Item Release/Receipt 

Document (DD-1348-1A) as the Disposal Turn-In Document (DTID) or the Electronic 

Turn-In Document (ETID). 

b. Upon final disposition through DHS, GSA or DLA Disposition Services (Site), the 

property is removed from Oracle Fixed Asset Module (FAM) and dropped from Coast 

Guard property records.  The screening and reporting actions are completed at this time.  

Place related documents, e.g., Report of Excess Personal Property (SF-l20), in the 

"Completed SF-l20" file for official audit purposes.  A copy of all documentation 

associated with capitalized personal property must be sent to FINCEN (FR) to be placed 

in the asset‘s file. 

 

c. Do not forward excess material for disposal to an ICP without prior approval. 

Note:  Units must account for all non-reportable and reportable property disposed of and 

recorded on the Annual Report (CG-6048 Web Form) as required by Chapter 9 of this Manual.  

This form may be found at: 

http://gweb.comdt.uscg.mil/cg8/cg84/cg844/personal_property/form/2011_report.htm 

  

http://gweb.comdt.uscg.mil/cg8/cg84/cg844/personal_property/form/2011_report.htm
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8.3.2 Excess Personal Property 

 

Personal Property that is no longer required by the reporting activity is subject to screening for 

potential reuse prior to taking disposal actions.  The exceptions to this rule are: 

 

a. Items requiring demilitarization; 

 

b. Items that are unsafe or hazardous; or, 

 

c. Items in salvage condition.  The degree of screening depends on its reportability and 

accountable classification.  

8.3.3 Reportable Property 

 

This is accomplished by offering items on the Coast Guard excess property listing for thirty days. 

Property with an acquisition cost of $2,500.00 or more, and property under Federal Supply 

Classification (FSC) Group 71 (furniture) with an acquisition cost of $500.00 or more and, in 

Disposal Conditions Codes 1 through 7 is reportable for reutilization.  
 
All reportable personal property must be screened for possible reutilization within the Coast 

Guard, then within DHS, and throughout the Federal Government via GSAXcess unless 

extenuating circumstances dictate turn in to DLA Disposition Services (Site).   

8.3.4 Non-Reportable Property 

 

Property with an acquisition cost of less than $2,500.00 ($500.00 for furniture) or property in 

Disposal Conditions Codes S or X is considered non-reportable for utilization purposes. 

 

Non-reportable property shall be screened through Coast Guard and Department of Homeland 

Security (DHS) elements within a fifty-mile radius of the reporting unit.  An email notification of 

item description, location, original acquisition value, condition, and a point of contact will be 

sufficient when offering non-reportable items via email.  A ten-day notice is generally 

acceptable.  

 

If non-reportable property will be used for trade-in or will be identified for donation, it must 

follow the screening procedures as reportable property regardless of cost or condition. 

8.3.5 Screening Authority 

Screening authorities are: 

 

a. Commandant (CG-844) shall screen all reports of excess involving aircraft, cutters, barges, 

boats and weapons. 

 

Note:  Individual requirements are defined in the specific category. 
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b. SFLC shall list all reportable personal property to comply with DHS Department-wide 

screening requirements.  Requesting Coast Guard units shall contact the holding unit within 

thirty days of posting to the Excess Property listing and prepare a Requisition and 

Invoice/Shipping Document, Form (DD-1149), for signature by the APO.  Upon receipt of 

the executed Requisition & Invoice Shipping Document, Form (DD-1149) by the receiving 

unit‘s APO, the holding unit shall transfer the electronic record to the receiving activity. 
 
Should a qualified recipient contact the holding unit within the twenty day posting period 

requesting the item, the holding unit shall immediately transfer the item.  Coast Guard units have 

priority for the first 14 days of screening.  After 14 days, the item is available to either Coast 

Guard units or DHS components.  

 

Subsequent to screening, items not requested by other Coast Guard units or DHS, may be listed 

in GSAXcess.   Items not disposed of via the GSA screening process, including public sale, can 

be disposed of with Commandant (CG-844) approval: (1) abandoned in place in lieu of 

destruction; (2) destroyed; or (3) turned in to a DLA Disposition Services (Site) utilizing the 

Release Receipt Document, Form (DD-1348-1A).  Upon receipt of the executed Release Receipt 

Document, Form (DD-1348-1A) by DLA Disposition Services (Site) personnel, if item is 

physically transferred to the DLA Disposition Services (Site), delete the property from the 

automated property inventory management system and update unit records, where applicable 

within thirty (30) days.  If, however, the item is transferred to the DLA Disposition Services 

(Site) ―In-Place,‖ the unit retains custody of the asset until the item is released to a DLA 

Disposition Services (Site).  The item itself, or its associated record, may not be removed or 

otherwise discarded until the DLA Disposition Services (Site) releases the item. 

 

Note: All units are authorized to submit the electronic Report of Excess Personal Property, 

Form (SF-120) to the Surface Forces Logistics Center (SFLC) for screening. 

 

SFLC Excess Property Report (bulletins) may presently be reviewed at:  

http://cgweb.sflc.uscg.mil/sflcweb/projects/excess/SF120Online.aspx.  The Excess Property 

Submission, Form (SF-120) is presently located at the above website.  

c. Areas, Base Support Units (BSUs/Base), Districts, and COs/OICs/Unit-level Supervisors.  

 

For local screening, units shall screen non-reportable property for reutilization with Coast Guard 

units and DHS components within a fifty mile radius of the holding command.  

 

As stated in section 8.3.4 b of this Chapter, Coast Guard units requesting items from the Coast 

Guard shall prepare a Requisition & Invoice Shipping Document, Form (DD-1149).  DHS 

components requesting items from Coast Guard units shall immediately prepare a Transfer Order 

- Excess Personal Property, Form (SF-122) and submit via their accountable property officer.  

  



COMDTINST M4500.5C 

 

8-4 

 

8.3.6 Disposal by the DLA Disposition Services (Site) 

 

Coast Guard excess property, reportable and non-reportable, may be transferred for acceptance 

by the DLA Disposition Services (Site) after the SFLC or local screening is completed.  DLA 

Disposition Services (Site) shall conduct a utilization screening with Other Government 

Agencies and shall be reclassified as surplus property after the required screening period has 

expired.  DLA Disposition Services (Site) may then proceed, at their discretion, with the 

donation or sale of the property.  The Coast Guard shall not receive any financial benefits from 

the sales when the items are physically transferred to DLA Disposition Services (Site). 

 

Normal disposal process for excess/surplus boats will be via the GSA screening process, unless 

prior approval from Commandant (CG-844) is obtained before turning in to DLA Disposition 

Services (Site). 

 

Note: In order to refer and transfer excess property to DLA Disposition Services (Site), units 

must make local arrangements with the DLA Disposition Services (Site) for the documentation 

and scheduling of shipments. 

8.3.7 Disposal by GSA  

The following property categories are reportable to GSA after Coast Guard utilization screening 

per FMR 102 Subchapter B): 

a. AE with an original acquisition cost of $1,000,000.00 or more.  Items susceptible to recovery 

of sales proceeds such as Supply Fund or Yard Fund property generated by the Coast Guard 

Yard. 

 

Note:  See section 4.3.3 of this Manual for further instructions on disposal of automated 

equipment. 

 

b. When processing any items listed in the following categories below, the specified GSA 

region must be notified. 

 

(1) Aircraft:      Handled by GSA Region 9 

 

(2) Firearms:      Handled by GSA Region 8 

 

(3) Foreign Gifts:     Handled by GSA NCR  

 

(4) Cutters, barges or boats fifty feet or greater: Handled by GSA Region 4 

 

Note 1:  See section 2.9.3 for disposal of aircraft; and section 2.9.5 for aircraft parts. 

Note 2:  See section 2.19.2 for disposal of cutters, barges, and boats.  Also, see Enclosures (7), 

(25), and (43). 

Note 3:  See Table 7-1 for Disposal Condition Codes. 
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8.3.8 Reporting 

a. Report Excess Personal Property on an (SF-120) thru the chain of command to Commandant 

(CG-844).  Commandant (CG-844) shall load the excess property into GSAXcess ®.  Upon 

receipt of the Report of Excess Personal Property, Form (SF-120), GSA establishes a surplus 

release date and the GSA control number.  On the surplus release date, the property changes 

its identity from "excess" to "surplus.‖  As ―excess" the property is available only to Other 

Federal Agencies (OFAs).  As "surplus," the property is available to state and local agencies 

due to no federal interest shown.  GSA forwards approved Transfer Orders of Excess 

Personal Property, Form (SF-122) and, Transfer Order of Surplus Personal Property, Form 

(SF-123) to the reporting activities for action.  GSA also forwards copies of sales contract 

information to reporting activities should federal utilization and donation screenings prove to 

be negative and the item is sold at auction. 

 

b. Report excess AE with an original acquisition cost of $1,000,000.00 or more on a  

Report of Excess Personal Property, Form (SF-120) to the appropriate GSA Regional Office. 

c. Use the Report of Personal Property, Form (SF-126) for reporting exchange/sale property for 

sale. 

 

d. Poorly described items cause other federal agencies or Department of Defense (DoD) 

activities to question the reliability of excess listings.  GSA Regional Offices develop 

descriptions from the agency reporting documents for sales listings. 

e. Upon receipt of the Report of Excess Personal Property, Form (SF-120) in the GSA property 

disposal activity, the form is reviewed to determine if all information is included and 

complete and adequate descriptions are provided.  Inadequate or incomplete reports are 

returned to the reporting agency for correction and resubmission.  In some cases, reporting 

units may be asked to forward photos of the item.  

8.3.9 Forfeited/Seized and Abandoned Property 

Note:  This section does not address unclaimed personal effects. 

8.3.9.1 Definitions 

 

a. Forfeited property.  Personal property that the Federal Government has acquired 

ownership of through a summary processor court order pursuant to any law of the 

U.S.  

 

b. Seized property.  Personal property that has been confiscated by a Federal agency, 

and whose care and handling shall be the responsibility of the agency until final 

ownership is determined by the judicial process.  

 

c. Voluntarily Abandoned property.  Personal property that has been deserted, left 

behind or given up by the owner (i.e. an abandoned sailboat).  Units shall attempt 

by public notice or other means to return abandoned property to its owner or to 

turn it over to local authorities who have jurisdiction. 
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8.3.9.2 Policy 

 

a. Forfeited Property.  When possible units shall transfer forfeited property to the 

local or federal authority enforcing the laws or regulations that caused the 

forfeiture. 

 

b. Seized Property.  Units shall transfer seized property to the federal authority 

enforcing the laws or regulations that causes the seizure when possible. 

c. When abandoned or forfeited/seized property cannot be disposed of as indicated 

above: 

(1) Retain the property and report on a Report of Excess Personal Property, 

Form (SF-120) to Commandant (CG-844) or, 

 

(2) Retain the property and report on an Report of Excess Personal Property, 

Form (SF-120) to the appropriate ICP for use within the Coast Guard.  

Furnish the following information on the Report of Excess Personal 

Property, Form (SF-120): 

 

(a) The date the Coast Guard came into possession of the property. 

 

Note:  It must be in the Coast Guard‘s possession forty-five (45) days before retention or 

disposal action can begin. 

 

(b) Whether the property was voluntarily abandoned, or forfeited (other 

than by court degree), or subject of a court proceeding and if so, the 

place and judicial district of the court from which the decree will be 

issued. 

(c) Existence or probability of a lien or claim, and the amount involved. 

 

(d) Charges incurred incident to care and handling. 

 

(e) If holding activity desires to retain the property, add a statement of 

need and intended location of use. 
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8.3.9.3 Acquisition Value 

 

a. The acquisition value of abandoned or forfeited/seized property shall be recorded 

in the appropriate reporting system at the estimated Fair Market Value (FMV) less 

any claims at the time of forfeiture/seizure, until the personal property is forfeited, 

returned, or otherwise liquidated. 

 

b. Abandoned forfeited/seized property that will remain with the Coast Guard for 

official Coast Guard use shall be captured as personal property and recorded into 

the appropriate reporting system. 

 

c. No financial value shall be recognized for forfeited personal property items that 

cannot be sold because of legal restrictions.  These items shall be donated or 

destroyed. 

8.3.10 Requesting Transfer of Forfeited Property for Coast Guard Use 

 

a. Forfeited property is offered to the Federal Government after the required legal findings and 

procedures are completed. 

 

b. Any Coast Guard unit must submit a request to Commandant (CG-53) through Commandant 

(CG-844) requesting that they review the Forfeited Property Inventory for possible transfer 

of items. 

c. Commandant (CG-53) in cooperation with Commandant (CG-844) shall search the forfeited 

property listing for vessels and other items that can be beneficially put to use by the Coast 

Guard.  Commandant (CG-53) shall make arrangements for the transfer of forfeited property 

to the Coast Guard ensuring that all legal requirements are met. 

8.4 Exchange Sale 

 

a. Property that is not excess to the needs of Coast Guard activities but must be replaced due to 

obsolescence, unserviceability, cost of repair, or other valid reasons, may be traded in, 

exchanged, or sold.  Units must not Exchange Sale boats without HQ Commandant (CG-731) 

authorization. 

 

b. Applicability.  The exchange/sale procedures are approved through the Item Managers (IMs), 

Areas, Base Support Units (BSUs/Base), Districts, and ICPs.  The use of exchange 

allowances or proceeds of sale in whole or as a partial payment for the procurement of 

personal property is authorized only when  the items sold or exchanged are the same or 

similar to the items to be acquired.  Below are two examples of ―Exchange/Sale Property." 

 

(1) Old printers that are traded-in on new printers, and a cash allowance for the old 

printer is applied to the purchase of the new one. 
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(2) Proceeds from the sale of used motor vehicles are used toward the purchase of a 

new motor vehicle. 

 

Note: Also see section 2.12 of this Manual for disposal of excess procedures for vehicles. 

 

c. It is important to remember that the items sold or exchanged are not excess, but the items 

acquired are needed to more efficiently meet the mission needs. 

 

d. An item is acquired to replace the same or a similar item.  The only exceptions to this one-

for-one rule are: 

(1) When a lesser or greater number of acquired items will be used to perform 

substantially all of the same tasks performed by the replaced items. 

 

(2) When items sold or exchanged, and items acquired are parts or containers for 

identical or similar end items. 

 

e. A written administrative determination to apply the exchange allowance or proceeds of sale 

to acquire the property exists at the time of exchange or sale (or at time of acquisition, if it 

precedes the sale). 

 

f. The transaction will foster the economical and efficient accomplishment of an approved 

program. 

g. Property acquired from excess must be placed in official use for a minimum of one year to be 

eligible for replacement under the exchange/sale authority.  Proceeds from the Qualified 

Recycling Program (QRP) sales must follow requirements specified in the Coast Guard 

Qualified Recycling Program (QRP) Policy, COMDTINST 16477.5 (series). 

 

h. The property is determined to be eligible for the Coast Guard's Qualified Recycling Program. 

 

i. For reimbursement, all proceeds from the sale of exchange/sale items are forwarded by GSA 

to the FINCEN for deposit in a pre-specified account. 

 

j. For Transfer of Exchange/Sale Property, Areas, Base Support Units/Base, Districts, and ICPs 

must establish a fair market value (current price) for exchange/sale items and solicit Federal 

agencies known to use such property to arrange reimbursable transfers.   

 

k. Reporting.  Report exchange/sale property to be disposed of through GSA channels to GSA 

on a Report of Personal Property, Form (SF-126).  The Report of Personal Property  Form, 

(SF-126) is found on the Coast Guard Adobe forms library on a standard work station.  It 

also needs to be reported. 

 

l. Eligibility.  In the acquisition, exchange or sale of property, the item acquired and the item 

replaced must be a like item. 
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m. Ineligibility.  Items found in any of the FSC Groups listed below are not eligible for handling 

as exchange/sale property under the provisions of FMR 102-39 or 41 CFR 102-39.  Sale of 

recyclable materials less than $5,000.00 is exempt from the requirements of the Federal 

Management Regulation (FMR). 

 
Table 8-1 Federal Supply Classification  

FSG/FSC Description 

10 Weapons 

11 Nuclear Ordnance  

12 Fire Control Equipment 

14 Guided Missiles 

15 (Note:  FSC 1560 is eligible) Aircraft and airframe structural 

components 

42 Firefighting, rescue, and safety equipment 

FSC 4472 ONLY Nuclear Reactors  

51 Hand Tools  

54 Prefabricated structures and scaffolding  

68 (Note: medical chemicals 

are eligible) 

Chemicals and chemical products  

84 Clothing, individual equipment, and  

insignia 

 

n. Items that do not fall within the prohibited categories above are eligible as exchange/sale 

property when: 

(1) The item acquired is designed and constructed for the same specific purpose as the 

item replaced. 

 

(2) Both items constitute containers for items that are similar to those listed in section 8.4 

of this Manual.  

8.4.1 Exceptions 

 

a. The sale of personal property in new or unused condition is not authorized under the 

exchange/sale provision if in conjunction with the acquisition of other personal property. 

 

b. Exchange/Sale transactions not authorized under FMR 102-39.45 and paragraph 8.4 (m).  

See Table 8-1.  
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8.4.2 Re-categorization and Waiver 

 

Determinations for waiver of reimbursement or to re-categorize exchange/sale property as excess 

property is made by Commandant (CG-844) prior to reporting such property to GSA.  

Commandant (CG-844), in cooperation with GSA, may waive reimbursement and re-categorize 

exchange/sale property as excess or surplus property when considered appropriate for reasons of 

health, safety, security, or vital national interest. 

8.4.3 Reports 

 

Within sixty (60) days of the close of each fiscal year, or as directed by Commandant (CG-8), 

field command units and ICPs must submit a summary of exchange/sale transactions for the 

previous fiscal year, except transactions involving books and periodicals.  The information shall 

be included in the Annual Report (CG-6048 Web Form).  This is a section in the Year-End 

Report.  (See Chapter 9). 

8.5 Donations 

 

Process requests for donations as follows: 

 

a. Retain all documents pertinent to donations in the "SF-l20 Suspense" file until completion 

of the Coast Guard and DHS screening. 

 

b. Non-Reportable Property.  

 

Property that is not required to be screened thru to SFLC.  After completion of local area 

screening, report the property to GSA via Commandant (CG-844) on a Report of Excess 

Personal Property, Form (SF-l20) along with the request for donation. 

 

c. Do not promise prospective donees that they will receive the requested equipment.  

Instead, advise them that you have attached their request to the documentation.  GSA shall 

allocate the asset to an eligible donee. 

 

d. Ensure that all applicable documents on accomplished donations are maintained in the 

"Completed SF-120" file for official audit purposes.  Ensure that the Report of Excess 

Personal Property, Form (SF-120) and the Disposition document are filed together. 

8.5.1 Donation of Surplus Property 

 

Commandant (CG-844) shall coordinate all donations through GSA.  GSA retains the overall 

responsibility for managing donation of Coast Guard surplus property. 
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8.5.1.1 Disposal of Non-Reportable Property 

 

All non-reportable property shall be disposed of by transfer to another DHS activity, 

other federal agency, or the nearest DLA Disposition Services (Site) after local 

screening is conducted by the unit.  For guidance on use of a Requisition & Invoice 

Shipping Document (DD-1149)  or a Collection Receipt (DD-1348-1A) to document 

transfers between Coast Guard units and Department of Defense (DoD) activities, see 

Enclosure (5).  Transfer of property between Coast Guard units and other DHS or 

federal agencies must be documented on a Transfer Order - Excess Personal Property, 

Form (SF-122).  

8.5.1.2 Ownership and Control of Property 

 

Coast Guard activities lose ownership and accountability, and often custody of excess 

property reported to the DLA Disposition Services (Site).  DLA Disposition Services 

(Site) are accountable for all items physically turned into them.  When reported 

through GSA, ownership, accountability, and custody is retained by the reporting 

activity until after federal screening is complete and disposition instructions are 

received from GSA.  Prior to reporting the excess property to GSA or DLA 

Disposition Services (Site), obliterate or remove all identifying Coast Guard markings. 

8.5.2 General 

 

This section applies to the donation of Coast Guard property by Commandant (CG-844).  For 

donations to Boy Scouts see section 2.19.6.1, and for State and Local Governments, see 2.19.6.2. 

8.5.3 Delegation of Authority 

 

Commandant (CG-844) is the final approving authority on direct donation of surplus property by 

the Coast Guard. 

8.5.4 Authority 

 

a. Subject to applicable regulations under Title 40 of the U.S. Code, and the Code of Federal 

Regulations, personal property must be donated pursuant to 14 USC 641(a) only after it has 

been determined to be surplus to the Federal Government.  The Coast Guard authority to 

donate surplus personal property under Title 14 USC 641(a), (cited in United States Coast 

Guard Regulations 1992, COMDTINST M5000.3 (series)) is equal to the general authorities 

granted to GSA.  Coast Guard donations under this authority shall be conducted after the 

twenty-one day screening period set aside for Federal utilization through GSA channels. 
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b. The donation of surplus personal property is subordinate to any need for the property by a 

federal agency but takes precedence over its sales, destruction, or abandonment.  Since the 

majority of Coast Guard excess personal property is transferred to DLA Disposition Services 

(Site) or reported to GSA, the Coast Guard shall participate in donation operations primarily 

when aircraft, cutters, boats, or Yard property, are involved.  Donations require findings as 

stated in Section 102-37 of the FMR.  Donations to public bodies take precedence over 

private organizations.  Eligible donees include: 

 

(1) Coast Guard Auxiliary; 

(2) Service educational activities; 

 

(3) Educational or public health institutions and civil defense organizations; 

 

(4) Public airports; 

 

(5) State and local government agencies; 

 

(6) Tax-supported institutions; 

 

(7) Public bodies; 

 

(8) American National Red Cross;  

 

(9) Charitable institutions; and 

 

(10) Museums certified by the Internal Revenue Service (IRS) as tax-exempt. 

 

c. An individual listing of eligible donees per 14 USC 641 (a) is shown in the ―Cumulative List 

of Organizations‖ described in Section 170(c) of the Internal Revenue Code of 1954 and 

supplements.  The publication is sold by the Superintendent of Documents, U.S. 

GOVERNMENT PRINTING OFFICE, 732 N CAPITOL ST. NW WASHINGTON D.C. 

20402-0001. 

8.5.5 Policy 

 

In the interest of efficiency and economy, it is preferred that donations be made through 

established GSA channels.  When a request is received directly from a potential donee, the 

requestor is advised to refer the request to the state agency for surplus property or to GSA, as 

appropriate.  The objective is to reduce the need for administrative efforts devoted to functions 

unrelated to Coast Guard missions.  Therefore, potential donees shall be encouraged to work 

through normal donation channels. 

 

Donations of excess/surplus personal property must contain a statement from the command that 

the policies and procedures contained in the National Environmental Policy Act (NEPA) 

Implementing Procedures and Policy for Considering Environmental Impacts, COMDTINST 
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M16475.1 (series), have been considered and that donation is in compliance with all 

environmental laws and regulations. 

 

Policies on donation to the Auxiliary are issued by Commandant (CG-542). 

8.5.6 Procedures 

 

a. Areas, Base Support Units/Base, Districts, and ICPs shall submit their request for donation to 

Commandant (CG-844) for approval.  The request shall clearly indicate: 

  

(1) Donee name 

 

(2) Address 

 

(3) Telephone if Coast Guard Auxiliary – Director of Auxiliary Information 

 

b. Prior to donation by the Coast Guard, the property to be donated, whether reportable or non-

reportable, must be reported to GSA for screening on a Report of Excess Personal Property, 

Form (SF-l20).  Copies of requests for donation shall be attached.  Commandant (CG-844) 

annotates the GSAXcess ® form to be held from sale.  

 

c. Copies of executed donation agreements and Title VI Assurances executed by the Areas, 

Base Support Units/Base, or Districts must be forwarded to Commandant (CG-844). 

8.5.7 Standard Forms and Approvals Required 

 

a. Donation Agreement.  The appropriate personal property donation agreement or vessel 

donation agreement must be signed by both recipients and Coast Guard representatives 

before donation is made.  (See Enclosure (21)). 

 

b. GSA Approval.  GSA must approve the Transfer Order of Surplus Personal Property, Form 

(SF-123). 

8.5.8 Care and Handling Costs  

 

The cost of care and handling incident to donation (including packaging, preparation for 

shipment, loading and transportation) must be paid by the donee.  When the charges for costs 

other than transportation are insignificant ($25.00 or less), the reimbursement charges may be 

waived. 
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8.6 Abandonment and Destruction 

8.6.1 General 

 

Except for property described in this chapter, do not abandon or destroy property unless it has 

been stated in writing that: 

 

a. The property has no commercial value; 

 

b. The estimated cost of continued care and handling would exceed the estimated proceeds from 

its sale; 

c. Donation of the property is not feasible.  Abandonment or destruction must not be made in a 

manner detrimental or dangerous to public health or safety, or infringe on the rights of others.  

(See the National Environmental Policy Act Implementing Procedures and Policy for 

Considering Environmental Impacts, COMDTINST M16475.1 (series), before abandonment 

or destruction of historic personal property considered objects or structures per the NHPA 

and the NEPA). 

 

d. The Report of Abandonment/Destruction Personal Property, Form (CG-5598) is pre-

approved by Commandant (CG-844) when required, and must be pre-approved by 

Commandant (CG-844) as to method.  The form shall be pre-approved by chain of command 

per Table 8-2 (Capitalized Property). 

8.6.2 Reviewing Authority (Findings) 
 
a. Field Commands.  Unit CO/OICs/Unit-level Supervisors must determine findings for items 

less than $500. 

 

b. Areas, Base Support Units/Base and Districts.  The Unit CO/OIC/Unit-level Supervisor 

makes required findings, which must be reviewed and approved by the Areas, Districts or 

Units for abandonment or destruction of surplus personal property having a total original cost 

from $500.00 to $25,000.00, prior to any abandonment/destruction action.  For a sample 

abandonment and/or destruction form, see Enclosure (14).  In the case of an Area, Base 

Support Unit/Base, or District, such findings shall be reviewed and approved by the 

Commander or CO or delegate.  See Table 8-2 for additional guidance. 

 

c. Commandant (CG-844).  When the property proposed to be abandoned or destroyed is 

capitalized property, the findings are submitted to Commandant (CG-844) for approval prior 

to abandonment or destruction; otherwise, see Table 8-2 below for items which require 

Commandant (CG-84) or Commandant (CG-83) prior approval. 
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Table 8-2 Capitalized Property  

Commandant (CG-84) Commandant (CG-83) 

Aircraft Supply Fund 

Cutters, barges and boats Supply Fund exceeding $5,000 

Weapons  

Canines/Night Vision  

Potential Donations  

d. Items Managers shall be the final approving authority for: 

(1) Night Vision Equipment 

 

(2) VOSS & Pollution response equipment 

 

e. The following units have authority to approve Reports of Survey, Form (CG-5269) including 

turn-in to a DLA Disposition Site up to $2,500 and less than $500 on Report of 

Abandonment/Destruction Personal Property, Form (CG-5598): 

 

(1) CGIS Field Commands 

(2) Field Commands 

(3) MLE Academy 

(4) SMTC LEJEUNE 

(5) Sectors/Groups 

(6) DCO Staff Offices 

(7) C4&IT 

(8) FORCECOM Staff Offices 

(9) DCMS Staff Offices 

(10) DSF (Deployable Special Forces), Field Commands 

(11) Districts 

  



COMDTINST M4500.5C 

 

8-16 

 

f. The following units have authority to approve Reports of Survey (ROS) and Abandonment & 

Destruction (A&D) less than $25,000 (based on the ―per asset value‖ not the aggregate value 

of the document): 

 

(1) CGIS-HQ, BSU/Base 

(2) TRACEN Petaluma 

(3) TRACEN Yorktown 

(4) TRACEN Cape May 

(5) CG Academy 

(6) DOG (Deployable Operations Group) 

(7) PSC 

(8) ATTC-Elizabeth City 

g. The following units have authority to approve Reports of Survey (ROS) & A&D less than 

$50,000, excluding capitalized assets: 

 

(1) HQ/SILC-DET  

(2) SILC 

(3) ALC 

(4) ATC Mobile 

(5) SFLC 

(6) CG Yard 

(7) C4&IT 

(8) TISCOM 

(9) COMMSVC 
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h. The following units have the authority to approve Reports of Survey (ROS) and 

Abandonment & Destruction (A&D) forms and all capitalized assets and any items greater 

than $50,000: 

 

(1) HQ 

(2) Commandant (CG-84)  

 

Note:  Commands not listed above are considered to be ―Field Units.‖ 

8.6.3 Notice of Proposed Abandonment or Destruction 

Except as provided in this chapter, property shall not be abandoned or destroyed until a public 

notice of such action has been made.  Such notice shall be given in the geographic area in which 

the property is located, which shall contain a general description of the property to be abandoned 

or destroyed, and shall include an offering of the property for sale. 

8.6.4 Abandonment or Destruction Without Notice 

a. Property may be abandoned or destroyed without notice upon a written finding that 

immediate abandonment or destruction of the property is necessary or desirable, and is in the 

public interest due to its nature or the expense/difficulty of its care and handling. 

 

b. When a line item value of the property to be abandoned or destroyed has a total original cost 

of less than $500.00, it is presumed that immediate abandonment, or destruction without 

notice is justified by reason of the expense/difficulty of its care and handling.  (See Enclosure 

(14) for a sample Report of Abandonment/Destruction Personal Property, Form (CG-5598)). 

8.6.4.1 Abandonment or Destruction of Expendable Property 

 

Property such as obsolete and unclassified navigation charts, electric light bulbs, radio 

tubes, fuses, resistors, air filters, dust cloths, and teletype part replacements, which 

have been rendered unserviceable, must be abandoned or destroyed without public 

notice when accumulation of the property for disposal or rehabilitation is not 

economical or in the best interest of the Government. 
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8.6.5 Disposal by Sale 

 

Surplus property, contractor inventory, and exchange/sale property (not required by OFAs) must 

be reported to GSA Regional Offices or DLA Disposition Services (Site) for disposal by sale.  

Use the forms prescribed by those activities.  Sales must not be conducted by Coast Guard 

activities without prior approval from GSA, except for sale of recyclable materials as specified in 

the Coast Guard Qualified Recycling Program (QRP), COMDTINST 16477.4.  Contact GSA 

and DLA Disposition Services (Site) for guidance on conducting those particular sales. 

 

a. Authority.  Contracting Officers are authorized to conduct sales of surplus property after 

obtaining GSA concurrence. 

 

b. Small Lot Sales.  After notifying the appropriate GSA regional office, Base Support 

Units/Base must arrange with their Contracting Officer (KO) to sell small lots of personal 

property, where the estimated proceeds from the sale shall not exceed $5,000.00.  The FMR 

provides detailed instructions for conducting small lot sales. 

 

c. Criteria for Sale via QRP.  Recommend the Command makes a cost/benefit determination if 

abandoned/destroyed scrap shall enter Qualified Recycling Program.  

8.6.6 Who May Buy Property 

 

All persons or organizations, other than those specified below, may purchase surplus property, 

contractor inventory, and exchange/sale property: 

 

a. Auctioneers and others under contract for the purpose of conducting sales, their agents, 

employees, and immediate members of their household; 

 

b. Military and civilian personnel of the Coast Guard whose duties include any functional or 

supervisory responsibility for or within the property disposal program, their agents, 

employees, and immediate members of their households, and;` 

 

c. Persons under eighteen (18) years of age. 

8.7 Property Requiring Special Processing 

8.7.1 General 

 

Some property, because of its peculiar nature, has a potential effect on public health, safety, 

security, or impact on private industry.  This property must be acquired or disposed of in other 

than a normal fashion.  This section sets forth information on those items or categories of 

property, explains their peculiarities, and furnishes guidance for their disposal. 

 

Chapter VIII of the Defense Reutilization and Marketing Manual (DoD 4160.21-M) must be 

used for guidance on other property requiring special processing. 
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8.7.2 Forfeited Property 

 

a. Return.  Units shall attempt, by public notice or other means, to return abandoned property to 

its owner or to turn it over to local authorities having jurisdiction.  Where possible, transfer 

forfeited property to the local or federal authorities enforcing the laws or regulations that 

caused forfeiture. 

b. Custody and Reporting.  When abandoned or forfeited property cannot be disposed of as 

indicated above, retain the property, and report on a Report of Excess Personal Property, 

Form (SF-120) to Commandant (CG-844) or the appropriate ICP for use within the Coast 

Guard, or for reporting to GSA.  Finish the following information on the Report of Excess 

Personal Property, Form (SF-120): 

(1) The date Coast Guard came into the possession of the property.  It must be in 

Coast Guard possession forty-five (45) days before retention or disposal action 

can begin. 

 

(2) Whether property was voluntarily abandoned, forfeited other than by court decree 

or subject of a court proceeding and if so, the place and judicial district of the 

court from which the decree shall be issued. 

 

(3) Existence or probability of lien or claim of lien and amount involved. 

 

(4) Charges incurred incident to care and handling. 

 

(5) If holding activity desires to retain the property, add a statement of need and 

intended location of use.  The holding activity must set aside the cost of the item 

for 3 years in case the owner tries to reclaim property.  

 

c. Permanent Acquisition for Coast Guard Use.  When a requirement exists for the acquisition 

of abandoned, seized or forfeited property by Coast Guard activities, submit the Report of 

Excess Personal Property, Form (SF-120) and a letter to Commandant (CG-844) with the 

following information: 

 

(1) A statement of justification. 

 

(2) A statement indicating packing, crating, handling, transportation, storage charges, 

liens and other related costs as shown in FMR, shall be paid on pickup or when 

billed by the holding activity. 

 

(3) For acquisition of seized property from the U. S. Customs Service, submit a letter 

request to the appropriate program manager outlining the specific intended use of 

the property. 

  



COMDTINST M4500.5C 

 

8-20 

 

8.7.2.1 When the Owner Has Been Determined 
 

The property may be claimed by the owner, the heirs of the state or next of kin, or 

legal representative at any time prior to disposition.  If subject property is claimed by 

anyone other than the owner, the transmittal letter or document must contain the 

following statement: 

 

"The action of the Coast Guard in transmitting the property does not vest title in the 

recipient.  Such property is forwarded to you to be retained or disposed of as custodian 

in accordance with the laws of the State of (the owner's residence)." 

 

a. If the property is not claimed, or if the owner, the heirs of the estate or next of kin, 

or legal representative are not found, the property may not be disposed of until the 

expiration of forty-five (45) calendar days following the date when notice giving 

the intended disposal date is sent by certified mail to that person at their last 

known address.  Include a statement similar to the following in the notice:  

 

"In conformity with the provisions of Title 10 USC section 2575 and 10 USC 

2475, you are hereby advised that the property described above will be disposed 

of on (date and location).  A request for the return of the property will be honored 

if received prior to the date specified.  Request for return of the property after the 

specified date will be honored only if disposition has not been made." 

 

b. If the board determines that packing, handling, transporting, or other charges are 

not a responsibility of the Government, modify the above statement to so advise 

the prospective recipient.  In this instance, indicate the manner in which payment 

for these charges will be made. 

c. The board must, at its discretion, include with the notice specified in this chapter, 

a release document.  (See Enclosure (27)).  If the release document, properly 

executed, is returned by the owner, the heirs of the estate or next of kin, or legal 

representative, of the owner, the material listed thereon becomes the property of 

the Government and is processed through normal disposal channels.  

8.7.3 Controlled Substances (Drugs, Biologicals, and Reagents) 

8.7.3.1 Definition 

 

a. Controlled substances are defined as any narcotic, depressant, stimulant, 

hallucinogenic drug, or other substance.  

 

b. Any other drug or substance which by law, treaty, convention, or protocol is to be 

controlled by the United States. 
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8.7.3.2 Condemned Controlled Substances 

 

Controlled substances that have been condemned automatically become surplus and 

must be transferred in accordance with this Manual. 

8.7.3.3 Excess Controlled Substances 

 

Report excess controlled substances retained in locations other than Coast Guard HSW 

(Health, Safety and Work-Life Regional Practice Site pharmacy in disposal condition 

code "1" to the Area, Base Support Unit/Base, or District on a Report of Excess 

Personal Property, Form (SF-120).  All excess controlled substances in other than 

condition code "1" automatically become surplus and their immediate transfer to the 

district‘s CG HSWL Regional Pharmacy Executive (RPE) is  required.  

 

a. The Areas, Base Support Units/Base, and Districts screen unit excess for 

reutilization purposes of controlled substances.  If not required within the 

geographical area, report the controlled substances on a Report of Excess Personal 

Property, Form (SF-120).  List on the Surface Forces Logistic Center (SFLC) 

Bulletin Board. 

b. Transfer excess Coast Guard controlled substances in condition code "1", utilizing 

the Requisition & Invoice/Shipping Document, Form (DD-1149), to the CG 

HSWL Regional Pharmacy Executive for transfer to the contracted reverse 

distribution company for destruction or credit, if any. 

c. Any excess controlled substances in condition code "1" not transferred in 

accordance with subparagraph (b) above is surplus, and immediate transfer is 

authorized in accordance with this Manual.  

d. Disposal and/or destruction of controlled substances are not authorized. All 

Controlled substances in condition code ―1‖ are to be transferred to the Coast 

Guard district‘s RPE, utilizing the Requisition & Invoice/Shipping Document, 

Form (DD-1149), where they will be transferred to the contracted Reverse 

Distribution Company for credit or destruction.  

8.7.4 Ensigns and Pennants 

 

United States and foreign ensigns, Coast Guard colors and ensigns, union jacks and 

commissioning pennants, when unserviceable and beyond economical repair, must be burned. 

 

Note:  Ensigns and pennants of historical significance shall not be destroyed.  They shall be 

forwarded to Commandant (CG-09224), the Coast Guard Historian‘s office.  
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8.7.5 Vehicles and Trailers  

a. The license plates of vehicles/trailers declared excess to the needs of the Coast Guard shall 

be returned to the cognizant Regional Motor Fleet Manager.  

 

b. Base Support Units/Base, and Districts are the final approving authority on Reports of 

Survey, Form (CG-5269) and Reports of Excess Personal Property for motor vehicles and 

trailers except when vehicles/trailers are to be processed for possible donation.  

c. Dispose of excess motor vehicles through DLA Disposition Services (Site) or GSA channels 

as appropriate. 

 

d. Disposal of motor vehicles as exchange/sale property is limited to GSA or diplomatic 

channels as appropriate. 

e. Submit a completed United States Government Certification of Release of a Motor Vehicle 

(SF-97) for each vehicle reported to GSA for disposal or exchange/sale. 

 

f. Submit a Vehicle Acquisition and Disposition Report, Form (CG-4327) to Commandant 

(CG-44) on completion of the disposal action. 

g. For more information on vehicle management and disposal of vehicle tags, see the Motor 

Vehicle Manual, COMDTINST M11240.9 (series). 

8.7.6 Boat Number Plates 

 

Remove the Coast Guard generated boat number plate upon Commandant (CG-731) declaring 

the boat in excess to the needs of the Coast Guard.  The boat number plate is not the 

Manufacturer’s data plate.  Forward the survey, the Coast Guard boat number plate, and the 

boat record file to Commandant (CG-731) prior to the boat‘s disposal.  Do not remove the 

manufacturer‘s data plate from the boat. 

8.7.7 Coast Guard Seals and DHS Branding (Seals/Emblems)  

 

Coast Guard seals and DHS branding which become excess or unusable shall be mutilated in the 

presence of a Commissioned Officer. 

8.7.8 Emergency Rescue Beacons 

 

a. Prohibition.  It is imperative that emergency rescue beacons used by the Coast Guard to 

transmit distress signals are not donated or sold to the public in a usable or repairable 

condition. 

 

b. Description.  Emergency Position Indicating Radio Beacons (EPIRBs), such as the CEFB-

KODEN-948-01, are used by the Coast Guard to transmit distress signals and when used, 

transmit a signal identifying the vessel to which they are registered.  If these units reach the 
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general public, the result could be false distress messages and/or destructive interference to 

the emergency frequencies. 

 

(1) EPIRBS Removed from Service.  EPIRB registration must be updated. 

 

(2) Disposal.  Areas, Base Support Units/Base, and Districts must take necessary 

action to ensure that emergency rescue beacons no longer required for Coast 

Guard use are disposed of by mutilating and then scrapping using the Report of 

Abandonment/Destruction Personal Property, Form (CG-5598).  

8.7.9 Decommissioned Cutters and Excess Barges and Boats 

 

Commandant (CG-844) becomes the program manager for decommissioned cutters after they are 

taken out of service (if the cutter is free of all HAZMAT material including PCBs and Asbestos).  

The cutter shall also qualify for domestic disposal in accordance with the Environmental 

Protection Agency (EPA) and the U.S. Maritime Administration publication 

EPA842-B-06-002  MAY 2006 "National Guidance: Best Management Practices for Preparing 

Vessels Intend to Create Artificial Reefs."  Otherwise, the program management and funding of 

storage shall be the responsibility of Commandant (CG-45). 

 

The Coast Guard Yard shall be the primary source of cutter storage pending disposal.  Use of the 

MARAD Ready Reserve Fleets shall be limited to cutters which are already HAZMAT free. 

Commandant (CG-844) becomes the program manager for excess boats once declared in writing 

that they are excess to the needs of the service by Commandant (CG-731).  Excess barges and 

boats shall be held at a suitable location determined by the Regional Boat Manager where they 

will not detract from Coast Guard operational requirements and can be protected from 

unauthorized equipment removal.  Boats which have PCB material above 50 ppm do not qualify 

for domestic disposal.  Barges and boats which have PCB removal shall be coordinated by the 

Coast Guard Yard Health and Safety Office and funded by Commandant (CG-731). 

8.7.9.1 Cannibalization/Equipment Removal 

 

The cannibalization of a boat or cutter prior to disposal shall be performed to obtain 

items for which there is a known or expected requirement within the Coast Guard.  The 

removals shall be accomplished with care and in such a manner as to prevent damage 

or impairment to the use of the remaining equipment. 

 

a. Decommissioned cutters and excess barges and boats in the Coast Guard Yard are 

in the protective custody of the Chief, Administrative Department.  However, 

Commandant (CG-844) must authorize removal of all equipment or parts from 

such vessels.  Removal assistance may be available from the Industrial Department 

on a funded project order basis.  All removal and shipping costs are chargeable to 

the requesting unit. 

 

b. Initial Request and Determination of Availability.  All requests for equipment or 

parts from decommissioned vessels shall be directed to the SFLC.  Units shall: 
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(1) Determine or confirm the availability of such equipment or parts.  If 

available, determine removal-cost estimate. 

 

(2) Contact Commandant (CG-844) and request authorization to release the 

item.  Ascertain whether replacement will be required. 

 

(3) Advise the requesting unit whether the item is available and authorized for 

release, and provide an estimated cost of removal. 

 

(4) If removal has been authorized, advise requestor to initiate a Requisition 

& Invoice/Shipping Document, Form (DD-1149) to SFLC with pertinent 

information including item description, vessel involved, what Coast Guard 

Yard services are required, shipping, or pickup information, and 

accounting data for Yard services where applicable.  Cite as authority, 

―Commandant (CG-844)/SFLC telephone conversation (date)."  Under 

emergency circumstances, official message traffic must be generated to 

SFLC containing pertinent data, but a confirmation 

Requisition & Invoice Shipping Document, Form (DD-1149) is required 

for record purposes.  SFLC must forward a copy of the Requisition & 

Invoice Shipping Document, Form (DD-1149)  to Commandant (CG-844). 

 

c. Remove and return Industrial Plant Equipment (IPE) on loan, if any, from the 

Defense Industrial Plant Equipment Center, Memphis, TN. 

d. When it is known in advance of decommissioning that a cutter will be transferred 

or donated for heritage purposes, the removal of items must be kept to a minimum 

in order to enhance the appearance of the vessel and the traditional aspect involved.  

Artifacts remaining on the vessel must be reported to Commandant (CG-09224), 

and may be loaned. 

Note: See section 2.16.4.1 for disposal procedures for heritage assets. 

e. After cannibalization is accomplished and a boat or cutter is scheduled for transfer, 

donation, or sale, no additional cannibalization can be done without the 

authorization of Commandant (CG-844).  Verbal approval by the decommission 

fleet manager will suffice in emergencies. 

 

f. When Boards of Survey are convened for disposal of boats, items aboard intended 

for local use must be specified in the survey.  The convening authority for the ROS 

shall be the unit that has the boat listed in their personal property record. 

Note:  See section 7.4.5 for further instructions for Boards of Survey. 
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g. Coast Guard ICPs shall provide instructions and funding for the removal, storage, or 

shipment of items required for system stocks. 

 

h. Remove and properly dispose of any perishable items or items considered to be 

hazardous to health and safety. 

8.7.9.2 Asbestos Survey 

 

An industrial hygienist must conduct an asbestos survey of the vessel to determine the 

location, type, and condition of any asbestos (non-friable and friable asbestos) on 

board per guidance provided in the Asbestos Exposure Control Manual, COMDTINST 

M6260.16 (series).  The hygienist provides the following information and action: 

a. Identifies where the asbestos is located on the vessel and provides a diagram of it; 

 

b. Identifies types of asbestos products used (asbestos insulating pipe sleeve, spray 

on, tape, cloth, etc.); 

 

c. Analyzes composition of asbestos insulating mixture.  Example: 16% chrysotile in 

a cement mix insulating pipe sleeve; and 

 

d. Provides qualitative assessment as to the condition of the asbestos insulation: 

Table 8-3 State of Assets Insulation 

State of Existing Insulation Friable Non-Friable 

Excellent Y/N Y/N 

Good Y/N Y/N 

Fair Y/N Y/N 

Poor Y/N Y/N 
 

e. Conducts air sampling.  Air samples shall be collected during the survey by the 

hygienist and analyzed by an American Industrial Hygienist Association (AIHA) 

accredited laboratory using current acceptable analytical techniques.  Air samples 

shall be collected in a manner that best represents or simulates conditions of 

potential exposure. 

 

f. Collects grab samples in the immediate vicinity of, and on the asbestos insulation.  

An example is the collection of dust sweepings from the floor and insulated 

exhaust pipes.  These sweepings are collected in polyethylene zip-lock bags labeled 

with the appropriate Occupational Safety and Health Administration (OSHA) 

warning statement (29 CFR 1910.1001 (g)(2)(i)(ii)) and sent to an AIHA 

accredited laboratory for analysis of asbestos content.  The preferred analytical 

method is petrographic analysis utilizing a polarized light microscope.  The 

microscopist can quantify the results by percentage of asbestos bodies appearing in 

the microscopic field.  A concentration of 1% or greater of asbestos bodies found 

in the microscopic field constitutes a condition of contamination in the area where 

the asbestos insulation is located. 
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g. Makes assessment on: 

 

(1) Specific engineering steps necessary to reasonably remove the potential for 

airborne asbestos exposure to persons on the vessel if the vessel remains in 

service. 

(2) Recommendations for decontamination, if environmental samples show the 

vessel to be contaminated. 

(3) Specific recommendations with regard to the final disposition of the vessel. 

 

h. The cost of the survey is charged to remaining vessel operating funds.  If such 

funds are not available, contact the designated program manager. 

i. Send the original asbestos survey report and the Report of Excess Personal 

Property, Form (SF-120) to Commandant (CG-844) with a copy to Commandant 

(CG-11). 

 

j. Contact Commandant (CG-11) for assistance in selecting the hygienist and 

laboratory. 

8.7.9.3 Lead Paint 

 

Lead paint is classified as a hazardous material.  Personal property, including cutters 

and boats, may contain lead paint.  Confirmation of the presence of lead paint must be 

supported by a HAZMAT survey that specifically tests the property for lead paint.  If 

lead paint is present, any report of excess including (SF-120) or Report of Survey shall 

contain a statement that lead paint is present.  Domestic disposal of personal property 

containing lead paint is permissible with the lead paint present. 

8.7.9.4 Polychlorinated Biphenyls (PCBs) and Radiological Statements 

 

A certification statement must be provided with the Report of Excess Personal 

Property, Form (SF-120) that Polychlorinated Biphenyls (PCBs) or radiological 

materials have been removed from the vessel, or that the vessel does not contain any 

PCBs or radiological materials. 

8.7.9.5 Surveillance 

 

Proper surveillance of decommissioned Coast Guard cutters is the responsibility of the 

appropriate Area, Base Support Unit/Base, or District, or their appointed custodians.  

Surveillance of a cutter is required during the storage period to prevent vandalism or 

theft and to ensure the cutter is securely moored.  A cutter reported to Headquarters for 

disposal that sustains loss or damage shall immediately be reported to Commandant 

(CG-844).  If the cutter has been reported to GSA or DLA Disposition Services (Site) 

for sale, that office is notified by Commandant (CG-844). 
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8.7.9.6 Inspection for Transfer or Public Sale 

 

The holding activity must provide equipment for easy accessibility to the cutter when 

inspected by a representative of Commandant (CG-844) or a prospective bidder. 

8.7.9.7 Customer Relations 

 

The holding command must extend courtesy to sales representatives and prospective 

bidders.  Information furnished to prospective bidders must be limited to that which is 

contained in the sales invitation.  Questions that cannot be answered by information 

contained in the invitation shall be referred to Commandant (CG-844). 

8.7.9.8 Donations 

 

a. General.  Donations shall be processed through GSA.  Occasionally a vessel or 

boat will be donated by congressional legislation.  

 

b. Statement Required from Donor.  Prior to donation of a boat, the unit holding the 

boat is required to submit a statement that there are deficiencies determined by the 

Coast Guard that must be corrected before the boat is operated.  The statement 

must also indicate that the donee understands the boat is surplus and that the 

Coast Guard is not responsible for any injury or damage caused due to the 

condition of the boat.  Retain these statements in the disposal file. 

(1) Donations to Boy Scouts 

 

(a) Vessels of 100 gross tons or over are not offered to the Boy Scouts before 

consultation with the Chief Scout Executive, Boy Scouts of America, 1325 

W Walnut Hill Ln, Irving, TX 75015-2079, in accordance with the 1972 

Agreement between the Boy Scouts of America and the Coast Guard. 

 

(b) Commandant (CG-844) determines which boats are eligible for donation to 

the Boy Scouts of America (BSA) after required GSA screening.  Boy 

Scout regulations require that all inquiries and applications for boats for 

Scout use be reviewed by the National Director of Exploring or a designee  

14.U.S.C 641. 

 

(2) Destruction of Boats  
 

Dispose of unseaworthy boats, forty feet and under in length, in disposal codes X 

(salvage) or S (scrap) using a Report of Abandonment/Destruction Personal Property,  

Form (CG-5598) with advance approval.  This can be accomplished by salvaging 

usable parts and cutting the remainder into sections, or destroying them by other 

means to prevent their use as boats.  Refer the residue to the local DLA Disposition 

Services (Site) or local GSA scrap contractor if economically feasible.  Otherwise, 

residue may be processed through a unit QRP (Qualified Recycling Program) in such 
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a manner that reflects credit on the Coast Guard and prevents criticism by the public.  

Disposal documentation must be prepared to support such disposal. 

8.7.9.9 Heritage Records/Documentation 

 

It shall be the responsibility of the Military Services' generating activity to ensure that 

all available heritage records/documentation are included at the time of turn-in to DLA 

Disposition Services (Site) when FSCAP are transferred to DLA Disposition Services 

(Site) for disposal processing from DoD inventory.  FSCAP items lacking 

records/documentation, or for other reasons, shall be mutilated.  Normally, FSCAP 

items shall be mutilated by the owning Service prior to turn-in to a DLA Disposition 

Services (Site). 

8.7.9.10 FSCAP Codes 

 

When an FSCAP item is transferred to DLA Disposition Services (Site) for disposal, 

Block D or 27 of the DTID/ ETID shall cite the appropriate FSCAP code. 

8.7.9.11 FAA Requirements 

 

DoD makes no representation as to a part‘s conformance with the FAA requirements.  

As a condition of transfer, donation, or sale of an FSCAP, prior to putting the parts into 

use, the receiving persons or organizations must subject the parts to safety inspection, 

repair, and/or overhaul by a competent manufacturer or other entity certified by the 

FAA to perform such inspection and repair.  Failure to comply with FAA requirements 

can result in unacceptable safety risk and also subject the purchaser to enforcement 

actions.  The aircraft parts may not meet FAA design standards, and/or may have been 

operated outside the limitations required under FAA regulations.  Inspections and FAA 

approvals will be needed to determine if the condition of an aircraft part is safe for 

operation or to determine a part‘s eligibility for installation on a civil aircraft. 

8.7.9.12 FSCAP 

 

a. Is Uninstalled FSCAP documented? 

 

(1) Item is available for exchange/sale or offer to OGA.  

 

(2) GSA may donate for flight use.  

 

(3) GSA may donate for ground use only (multiple and mark it FSCAP ―not air 

worthy‖). 
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b. Undocumented but traceable:  

 

(1) Item is eligible for exchange/sale to original equipment manufacturer (OEM) 

or production approval holder (PAH).  

 

(2) GSA may offer/donate for flight use but only if as a condition of transaction 

item is inspected, repaired and certified by OEM or PAH prior to putting in 

service. 

 

(3) GSA may donate for ground use only (mutilate it and mark it FSCAP ―not air 

worthy‖). 

 

c. Undocumented and untraceable  

 

(1) GSA must transfer or donate for ground use only (mutilate and mark it 

FSCAP ―not airworthy‖).  

 

(2) Mutilate and sell for scrap through HQ approved QRP (Qualified Recycling 

Program). 

 

d. Is item uninstalled life limited part documented with remaining service life?  

 

(1) Exchange/sale or offer to an OFA. 

 

(2) GSA may donate for flight use. 

 

(3) GSA may donate for ground use only (mutilate and mark it expired life 

limited ―not air worthy‖). 

 

e. Documented with no remaining service life  

 

(1) GSA may not offer to Other Federal Agency (OFA) for flight use, but may 

offer/donate for ground use only (mutilate and mark it expired life limited 

―not air worthy‖). 

 

(2) Mutilate and sell for scrap via HQ approved QRP. 

 

(3) Installed life limited parts.  

f. Is item documented with remaining service life? 

 

(1) Exchange/sale or offer to OFA. 

 

(2) GSA may donate for flight use. 
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(3) GSA may donate for ground use only (mutilate and mark it expired life 

limited ―not air worthy‖). 

g. Is item documented with no remaining service life or undocumented entirely? 

 

(1) Remove/mutilate part prior to exchange/sale. 

 

(2) Remove/mutilate prior to GSA offer or donate for flight use. 

 

(3) Remove/mutilate and mark it expired life limited ―not air worthy‖ prior to 

GSA donate for ground use only. 

 

h. Critical Code 

 

(1) F – Std. FSCAP; 

 

(2) E -Nuclear hardened FSCAP. 

8.7.9.13 Resale to Military Services 

 

Parts that are unique to military application aircraft, which have been sold in the 

disposal process, must be resold to the Military Services, authorized R/T/D/S 

customers, and to Foreign Military Sales (FMS) with less than a fully-approved FAA 

documentation package as long as the sales contract notifies the buyer that the parts: 

 

a. Cannot be used on commercial application aircraft in the absence of specific FAA 

approval; and 

 

b. Cannot be sold back to the DoD or to foreign governments/military without the 

records/documentation originally provided by DLA Disposition Services (Site) at 

the time of sale. 

8.7.9.14 Markings  

 

Use markings to ensure demilitarization of parts or destruction of components that are 

considered to be dangerous to public health, safety, and security to include aircraft 

components and accessories; aircraft engines; aircraft and airframe structural 

components; aircraft launching and landing equipment; and, to include all associated 

repair parts. 

8.7.9.15 Authorization for Removal 

 

The initial authorization for removal of equipment or parts is issued by the responsible 

division prior to issuance of disposal instructions for the aircraft.  Do not remove 

additional equipment or parts without the approval of Commandant (CG-844). 
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8.7.9.16 Aircraft Number Plates 

 

Remove Coast Guard-created aircraft number plates from non-flyable aircraft and 

destroy them in the presence of a Commissioned Officer.  The manufacturer‘s name 

plate shall remain.  Document the destruction with a certification statement that cites 

the reason for destruction.  Ensure that the certification is signed by an authorized 

Coast Guard official and is witnessed by a Commissioned Officer.  Retain this 

statement as a permanent record of the unit.  (See Enclosure (14) for a sample 

Certificate of Destruction). 

8.7.9.17 Exchange/Sale  

 

A/C Exchange Sale is prohibited unless waiver request applied for and approved per 

(41 CFR). 

8.7.9.18 Disposal 

 

Commandant (CG-844) report excess air cargo to GSA Region 9.  Coast Guard units 

disposing of end-of-service life/unserviceable aircraft repair parts/components will 

render the items unusable by crushing, smashing, shearing, cutting, breaking, melting, 

burning, slashing, or other effective means to render the item(s) incapable of 

restoration, rehabilitation, or re-manufacture as an item usable for its originally 

intended purpose before turn-in to any disposal activity. 

8.7.9.19 Certification Statement 

 

Turn-ins to disposal activities shall be accompanied by a certification statement citing 

that the reason for the destruction and disposal action is due to end-of-service life 

and/or un-serviceability.  The original of this statement shall be retained by the unit as 

a permanent record and retained in perpetuity (forever),  per life cycle management 

maintenance.  (See Enclosure (14) for a sample Certificate of Destruction). 

8.7.10 Salvage and Scrap of Aircraft and Aircraft Parts 

8.7.10.1 Salvage 

 

Salvage is defined as property that has some value over and above its basic material 

content but for which repair or rehabilitation is clearly impractical and/or 

uneconomical.  Property in this condition is inspected to determine whether any 

components or parts for which a definite need exists will be salvaged.  The parts 

removed will be put back in use.  The remaining property, asset hull, or carcass is 

processed for sale as scrap.  All aircraft parts/components deemed scrap must be 

mutilated prior to sending out for sale as scrap. 
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8.7.10.2 Scrap 

 

Scrap means property that has no value beyond its basic material content.  

 

a. Scrap Programs.  Scrap material must be sold directly through the Qualified 

Recycling Program (QRP).  Scrap containing precious metals must be disposed of 

in accordance with section 8.11.1 of this Manual.  Coast Guard Contracting 

Officers (KOs), after obtaining the concurrence of GSA, must conduct sales of  

Segregated scrap.  (See the Coast Guard Qualified Recycling Program (QRP) 

Policy, COMDTINST 16477.5 (series) for guidance on establishing unit recycling 

programs).   

 

b. All Coast Guard units are required to recycle or participate in a community 

recycling program.  This is accomplished by utilizing: 

(1) DLA Disposition Services (Site);  

 

(2) GSA Services; or,  

 

(3) Coast Guard services via the QRP program. 

  

The QRP program authorized by the Coast Guard Authorization Act of 1992 Public 

Law 102-587.106 Stat 5071, was enacted to prevent pollution, reduce the amount 

turned over to landfills, conserve natural resources, and minimize waste disposal costs.  

A side benefit is that the unit may retain up to 50% of the proceeds for use in the 

Morale Wellbeing and Recreation (MWR) coffers.  However, if the unit opts to 

dispose of the scrap, the metals shall be segregated to the maximum extent possible in 

order to maximize potential proceeds.   

 

Note:  See section 2.7.3.3 of this Manual for further MWR disposal procedures. 

 

c. Unauthorized Use.  Removal of Government property from the scrap pile or 

dumpster for private use is prohibited.  It denies the Government the opportunity to 

recover the value of the property. 

8.7.10.3 Documentation 

 

Remove property in a salvage or scrap condition from inventory and financial records.  

Once all disposal actions have taken place, retain the documentation in accordance 

with the Information and Lifecycle Management Manual, COMDTINST M5212.12 

(series).  
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8.7.11 Foreign Excess 

8.7.11.1 Definition 

 

Foreign excess personal property means any Federal personal property owned/operated 

by the Coast Guard at units with excess personal property located outside the CONUS, 

the Commonwealth of Puerto Rico, American Samoa, Guam, the Trust Territory of the 

Pacific Islands, and the United States Virgin Islands; Federated States of Micronesia, 

the Marshall Islands, Palau, and the Northern Mariana Islands.  

8.7.11.2 Policy 

 

The disposal of Coast Guard foreign excess personal property must be accomplished in 

congruence with foreign policy of the United States.  Agreements with Other Federal 

Agencies (OFAs) for disposal of foreign excess personal property are negotiated 

whenever practicable.  Full consideration must be given to making this property 

available to DoD users, or to GSA for selection and return to the United States for 

further Federal use or donation.  Determine cost benefit analysis of retaining assets to 

the United States, and dispose of as appropriate:  

 

a. Offer the property for reuse by OFAs situated outside the United States.  

 

b. Return to the United States for reuse by eligible recipients.  

 

c. Turn in to a regional DLA Disposition Services (Site).  

 

d. Inform the State Department of any transfers to a foreign government.  

8.7.11.3 Utilization and Reporting 
 

a. Excess property located in a foreign country in condition code "1," "4," or better, 

having an acquisition cost of more than $2,500.00, must be reported to the 

appropriate ICP for disposal instructions. 

 

b. Determination that property is foreign excess must be made by the units having 

cognizance over such property.  No determination is made until it is established 

that the personal property cannot be used within the Coast Guard or cannot be 

transferred to another agency of the United States Government.  In this respect, 

consideration must be given to the location, nature, and value of the personal 

property, its potential use, and cost of packing, handling, and transportation. 

 

c. Personal property located in foreign countries is not subject to reporting to GSA.  

However, if a program has been established where GSA representatives located in 

designated overseas locations, screen foreign excess personal property made 

available on behalf of Federal agencies for return and use in the United States.  An 

arrangement for shipment of selected items is accomplished by GSA.  Cost for 
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packing, handling, and shipping  is charged to the receiving agency.  Every effort 

must be made to use these services. 

8.7.11.4 Disposal 

 

General 

 

a. In order that foreign policy of the United States may be effectively served in 

foreign countries, all disposals by sale, donations (including transfers to foreign 

countries), abandonment, or destruction must be coordinated with and approved by 

the appropriate Foreign Service Post, Department of State.  Where feasible, Coast 

Guard foreign excess property transfers shall be coordinated through Commandant 

(CG-922). 

 

(1) Coast Guard activities contemplating a disposal action must provide 

pertinent information to the Foreign Service Post, Department of State, 

serving the area in which the foreign excess property is located.  

Information provided to the Foreign Service Post is also provided to 

Commandant (CG-922) except for contemplated disposal actions involving 

abandonment or destruction, administrative and housekeeping items, 

expendables, and technical equipment having a unit value of $1,000.00 or 

less.  No disposal action can be initiated until clearance is received from the 

Foreign Service Post and a period of thirty (30) days has elapsed from the 

date of notification to Commandant (CG-922). 

b. Sale of Foreign Excess Property 

 

(1) Property having commercial value which is not transferred to OFAs must 

be disposed of by sale, provided the estimated cost of care and handling 

until the date of final disposition does not exceed the estimated proceeds 

from sale.  Care and handling include preserving, protecting, storing, 

transportation for sale, and in the case of foreign excess personal property 

that would be dangerous to public health or safety, rendering such property 

harmless in order to effect its sale. 

 

(2) Foreign excess personal property may be sold without formal advertising 

when the proper authority approves a finding that, in so doing, such action 

would be most practicable and advantageous to the Government. 
 
(3) All sales of Coast Guard foreign excess property must include a condition 

which forbids importation of the property into the United States. 

 

(4) Forward proceeds from the sale of foreign excess by the Coast Guard to the 

FINCEN (FR) for deposit.  
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c. Donation 

 

(1) Foreign excess personal property may be donated upon a written finding 

(reviewed and approved by proper authority) that the property has no 

commercial value, or that the cost of care and handling, including cost to 

sell, would exceed the estimated proceeds from sale. 

 

(2) Foreign excess personal property must be donated in preference to 

abandonment or destruction.  No donation shall be made in a manner that is 

detrimental or dangerous to public health and safety, or that causes 

infringement on the rights of other persons. 

 

(3) Donations shall involve no expense to the U.S. Government.  Eligible 

donors include:  organizations, institutions, agencies of friendly foreign 

governments or subdivisions; and, nonprofit scientific, literary, educational, 

public health, public well-being, or charitable institutions of friendly 

foreign countries, whose activities are not hostile to the interests of the 

United States. 

 

(4) Donors are required to submit a written request for foreign excess property 

that includes a brief statement of the donor‘s activities, how the property 

will be used, and assurance that the property will not be resold or used for 

purposes other than stated in the request. 

d. Abandonment or Destruction 

(1) Foreign excess personal property must be abandoned or destroyed upon a 

written finding reviewed and approved by proper authority when: 

 

(a) Property has no commercial value; 

 

(b) Estimated cost of its care and handling, including cost to sell, from the 

date determined to be foreign excess, to the estimated date of final 

disposition would exceed the estimated proceeds from its sale for any 

purpose;  

 

(c) Donation is not feasible; or, 

 

(2) No abandonment or destruction of foreign excess personal property shall be 

made in a manner which is detrimental or dangerous to public health and 

safety. 
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8.7.12 Hazardous Materials, Substances, and Wastes 

 

a. Disposal.  Dispose of hazardous materials, substances, and wastes in accordance with the 

Hazardous Waste Management Manual, COMDTINST M16478.1 (series).  Areas, Base 

Support Units/Base, and Districts are to ensure the following: 

 

(1) Ensuring that a support agreement is prepared with the DLA Disposition Services 

(Site) Operation East/West (formerly DRMS) to provide the Coast Guard with the 

same level of support provided to the DoD military services for the disposal of 

hazardous and toxic materials and wastes. 

(2) Supporting agreements negotiated must be in compliance with current state laws.  

 

(3) Supporting  agreements must clearly define responsibilities for permits, manifests, 

transportation, treatment, storage, handling, disposal, and hazardous waste 

identification and testing.  The generator, as defined by the Hazardous Waste 

Management Manual, COMDTINST M16478.1 (series), must be identified.  Please 

note that a generator who ships hazardous waste to an off-site treatment, storage, or 

disposal facility must comply with state laws in all states.  They must (unless a 

conditionally exempt small quantity generator which is subject only to the special 

requirements of 40 CFR 261.5) also comply with 40 CFR 262 in those states which 

have not received interim authorization to operate a hazardous waste management 

system in lieu of the Federal program.  Further, disposal sites must have an 

Environmental Protection Agency (EPA) or state permit for hazardous waste. 

 

(4) Arranging for any funding required by the negotiated support agreement. 

 

(5) Ensuring that hazardous materials and wastes are properly labeled and stored in 

restricted areas until disposed of. 

(6) Ensuring that hazardous materials and wastes are packed in Department of 

Homeland Security (DHS) or Department of Defense (DoD)-approved containers. 

 

(7) Ensuring that all disposal turn-in documents contain the required information and 

certifications.  (See Enclosure (12)). 

8.7.13 Silver Service Furnishings 

 

Silver service furnishings on board decommissioned cutters or cutters removed from active 

service, as well as silver service located at shore units, are disposed of in accordance with 

procedures in paragraph 8.11 and Enclosure (24) with reference to ―Project 54A.‖  This excludes 

stainless steel flatware, and includes silver and silver-plated serving utensils. 
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8.7.14 Weapons and Ordnance Parts 

8.7.14.1 Transfer to Coast Guard Small Arms Repair Facility (SARF) 

 

All obsolete, excess, and non-standard small arms shall be transferred to the Coast 

Guard Small Arms Repair Facility (SARF) for disposal per the Ordnance Manual, 

COMDTINST M8000.2 (series).  The SARF shall effect disposal by transfer to the 

appropriate DLA Disposition Services (Site) or as directed by Commandant (CG-7d) 

and in accordance with DEMIL munitions list items and mutilation requirements.  

8.7.14.2 Other Disposal Actions 

 

All broken, worn, or otherwise unserviceable weapons parts shall be disposed of per 

the Ordnance Manual, COMDTINST M8000.2 (series). 

8.7.15 Expended Cartridges (Weapons Type) 

 

A potential source of revenue to the Government is the brass used in ammunition shells (FSC 

Group 13, Expended Cartridges).  Areas, Base Support Units/Base, and Districts shall, within 

operational requirements and capabilities, establish a central collection point at their commands 

for expended cartridges.  The cartridges are segregated and reported by caliber.  Report such 

cartridges quarterly as exchange sales property on an Report of Personal Property,  Form       

(SF-126) to a local GSA Federal Supply Service Bureau.  (See Enclosure (25) for a sample of the 

Report of Personal Property for Sale, Form (SF-126)).  Proceeds from the sale must be deposited 

into a pre-approved account  and FINCEN.  Use Activity Location Code (ALC) 70001103 on all 

documents to indicate the station deposit symbol and in accordance with DEMIL munitions list 

and mutilation requirements.  (See section 8.4 for exchange/sale provisions). 

8.7.16 Used Ammunition Cans 

 

Use the same procedures outlined in section 8.7.15 above to dispose of used ammunition cans 

and in accordance with DEMIL munitions list and mutilation requirements. 
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8.7.17 Artifacts 

 

Artifacts help to illustrate the military, social and cultural heritage of the Coast Guard and its 

predecessor agencies (Lighthouse Service, Life Saving Service, Revenue Marine, Bureau of 

Navigation and Steamboat Inspection Service, and Revenue Cutter Service).  These items may 

include, but are not limited to: lighthouse and lightship lenses, bells, life rings, life jackets, ball 

caps, engine order telegraphs, gyro compasses, brass citations, builders' plates, dodgers (if 

decorative), flags, pennants, ship's seals, ship's cachet, ship's bibles, ship's (and other) silver, 

binnacles, clocks, chronometers, clinometers, compasses, shipbuilders' contract (and other) 

models, personal equipment, clothing, medals and insignia, weapons, aviation materiel, original 

paintings and other artwork, memorabilia, and any other items which represent the uniqueness of 

the service. (See the National Environmental Policy Act (NEPA) Implementing Procedures and 

Policy for Considering Environmental Impacts, COMDTINST M16475.1 (series), for possible 

actions required under Section 106 of the National Historic Preservation Act (NHPA) before 

implementing any disposal action for the above items). 

8.7.17.1 Reporting 

All personnel who manage and dispose of Coast Guard property must carefully screen 

and evaluate all material for historical significance.  In addition, personnel must 

coordinate and report artifacts to Commandant (CG-09224) as outlined in the Public 

Affairs Manual, COMDTINST M5728.2 (series), and the Operating Facility Change 

Orders (OFCO).  Commandant (CG-09224) shall research the item and determine 

whether the item is to be categorized as an artifact.  If yes, the units must report the 

artifact in General Purpose Property under the heritage minor category.  (See Chapter 2, 

for additional information on the accountability of artifacts). 

8.7.17.2 Excess 

The Coast Guard does not, as a rule, excess artifacts.  However, if there are times when 

units no longer need the items, units shall forward a list of heritage artifacts to 

Commandant (CG-09224) when excess or at least thirty (30) days prior to 

decommissioning or disestablishing of a unit.  Artifacts are the property of the Coast 

Guard and any unauthorized transfer of artifacts is illegal.   

Artifacts shall be shipped as directed to: 

COAST GUARD CURATORIAL SERVICES  

7945 FERNHAM LN  

FORESTVILLE MD 20747-4518 

 

If an artifact has been significantly damaged by an act of nature, or by some other 

method, units shall contact Commandant (CG-09224).  At that point Commandant     

(CG-09224) shall determine whether the item will be refurbished or deaccessioned from 

the collection.  If the item is deaccessioned, then the unit is authorized to dispose.   
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8.7.18 Automation Equipment (AE): Hardware and Computer Software (CS) 

AE equipment refers to electronic computers and computer peripherals that help to produce, 

manipulate, store, communicate, and/or disseminate information.  Such equipment includes, but 

is not limited to, central processing units (CPUs), hard drives, servers, hubs, modems, mother 

boards, monitors, and printers, collectively often referred to as hardware. 

8.7.18.1 Computer Hardware (Unclassified) 

 

Unclassified Automation Equipment (AE) or Hardware.  Unclassified AE includes 

general and special purpose automated data processing equipment, such as word 

processors and other information processing devices.   

 

Unclassified hardware may be disposed of via: 

a. Inter-Department transfer to other DHS elements; 

b. Offer to Federal, State agencies via GSA Excess; 

c. Executive Order 12999 – Computers to schools; and 

d. Prepare the Report of Excess Personal Property, Form (SF-120) attaching the 

listing of appropriate components (preferably from Oracle FAM, their serial 

numbers and costs).  Forward to Commandant (CG-844).  Prepare the Release 

Receipt Document, Form (DD-1348-1A).  All operating systems must be 

―scrubbed‖ using an approved Commandant (CG-6) method: 

(1) Turn-in to DLA Disposition Services (Site); 

(2) Hard drives must be removed and destroyed; and 

(3) Prepare the Release Receipt Document, Form (DD-1348-1A) via Electronic 

Turn-in Documents (ETIDS). 
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8.7.18.2 Computer Hardware (Classified) 
 

All classified computer hardware should have their drives wiped and completely 

removed.  

 

In accordance with the DHS efficiency review board , the equipment shall be screened 

through DHS components‘ personal property staff/NUO (National Utilization Officer) 

for reuse.  Once released,  screening the items may be: 

 

a. Offered thru the Computers For Learning (CFL) program per Executive Order 

12999 (once scrubbed of software operating systems); 

 

b. Turned in to the DLA Disposition Services (Site) (if original acquisition cost is less 

than $100,000) after the hard drives have been removed and destroyed as required 

by DLA Disposition Services (Site); or  

 

c. Referred to GSA (if original acquisition cost is greater than $100,000).  

 

8.7.18.3 Computer Software 
 

Computer software (CS) is any intellectual property that digitally stores data or 

applications, including fax machines and copiers with memory.  Further, CS is any 

computer program, procedure, rule, or routine specifically designed to make use of and 

extend the capabilities of AE.  The following are examples of computer software: 

  

a. Application software that performs tasks for users; 

b. Middleware – Controls/coordinates distributed systems; 

c. System software – Operating systems which govern computing resources and 

provide convenience for users; 

d. Software testing – Consists of various methods to test and declare a software 

product fit before it can be launched for use by either an individual or group; 

e. Testware – Utilities and applications designed to test and debug; 

f. Video games – (except the hardware component); and 

g. Websites/Portals 

Dispose of AE and CS are outlined below after Coast Guard screening has been 

accomplished. 

 

Software not reutilized and software not authorized for transfer must be destroyed 

(using a Report of Abandonment/Destruction Personal Property, Form (CG-5598) or 

returned to the vendor by the reporting unit.  On occasion it may be necessary to report 
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copyrighted/patented CS to the Defense Automation Resources Information Center 

(DARIC) for screening, but this is a rare event.  

8.7.18.4 Software Disposal 

Excess computer software not reutilized or not returned to the vendor/manufacturer 

may be destroyed by the responding unit.  Use the Report of Abandonment/Destruction 

Personal Property, Form (CG-5598).  This is also true for obsolete programs which 

have been overwritten by newer software versions.  

8.8 Loan of Personal Property  

8.8.1 General 

In the interest of promoting and maintaining a high degree of cooperation with OFAs, such Coast 

Guard personal property that may be helpful in the performance of official duties may be loaned 

to any Federal agency.  In addition, in order to promote goodwill between the Coast Guard and 

the public, with prior approval of Commandant (CG-09224), Coast Guard artifacts may be 

loaned to Government agencies, not-for-profits, IRS-approved museums and historical societies, 

as well as public bodies for prominent public exhibition.  (See the Public Affairs Manual, 

COMDTINST M5728.2 (Series), and Enclosure (3) for details of loan procedures).  Cite the 

appropriate Report of Survey or other initiating document number on the loan agreement as 

applicable.  Forward proposed loan agreements for personal property other than historical 

artifacts to Commandant (CG-844) for approval.  Forward proposed loan agreements for artifacts 

to Commandant (CG-09224) for approval.  The loan recipient shall put artifacts on public 

display.  Proof of insurance must be included in the proposed loan agreement.  Items on loan 

from the Coast Guard are neither disposed of nor retired from the asset tracking system.  In fact, 

all items on loan shall be tracked regardless of original acquisition value, physically verified 

annually, and condition evaluated periodically to ensure that the item is being properly 

maintained. 

8.8.2 Guidelines 

See the National Environmental Policy Act Implementing Procedures and Policy for Considering 

Environmental Impacts, COMDTINST M16475.1 (series) for possible actions required under 

Section 106 of the NHPA before processing any request for personal property eligible for the 

National Register).  Personal property must be transferred on a loan basis in accordance with the 

following guidelines: 

 

a. The loan of Coast Guard property must be in the public interest, the borrower must have a 

bona fide need for the property, and if such property is not readily available through the 

borrower's normal supply channels. 
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b. Loans of Coast Guard property to OFAs, other than artifacts, are made at the discretion of the 

Base Support Unit/Base, or District.  In emergencies, a CO may authorize transfer of Coast 

Guard property on a loan basis without prior approval, but shall forward notification of such 

loans to the OFA for review purposes.  Coast Guard property shall not be loaned to OGAs 

when its release interferes with normal operational requirements during the period.  Such 

property would not be available for Coast Guard use. 

 

c. Property furnished on a loan basis is subject to recall at the discretion of the Coast Guard, 

and subject to return in the same condition as when loaned (normal wear and tear excepted).  

The initial loan period shall be in manageable increments but must not exceed twenty five 

(25) years.  However, the loan may be renewed for additional twenty five-year periods. 

 

d. Any cost incidental to transfer of property on a loan basis from and back to the Coast Guard 

is charged to the agency requesting the property. 

e. When loaned property is not returned or returned in a damaged condition, the Coast Guard 

shall be reimbursed for the cost of the item or the cost of restoring the item to the same 

condition as when loaned.  Reimbursement may be specifically waived when: 

 

(1) The property was furnished in connection with a joint venture involving the Coast 

Guard. 

 

(2) The property at time of return, is excess to Coast Guard requirements. 

 

(3) Base Support Unit/Base, or District determines the waiver to be in the public interest.  

In the case of artifacts, such waiver is determined by Commandant (CG-09224). 

8.9 Tagging of Items 

 

When storing items awaiting disposal, it is recommended that units mark the excess items 

complete with the corresponding Oracle tag number, when applicable.  The unit shall isolate 

(keep separate) excess property that is awaiting disposal.  Any associated Oracle FAM records 

shall be annotated as excess if moved to an excess Custodian Code. 

8.10 Demilitarization/Mutilation 

8.10.1 Definition 

 

Demilitarization (DEMIL) is the act of destroying the military offensive or defensive advantages 

inherent in certain types of material.  The term includes mutilation, dumping at sea, scrapping, 

burning, or alteration designed to prevent the further use of such material for its originally 

intended military or lethal purpose.   

 

Note:  Historic firearms shall not be permanently demilitarized.  Contact Commandant         

(CG-09224) for further information. 
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8.10.2 Mandatory Demilitarization Training  

 

a. Training has been identified as a critical action to help eliminate unsafe and improper 

disposal of equipment requiring demilitarization.  The Defense Demilitarization Program 

Course (DDPC) initial and annual refresher courses are required.  In addition, the Defense 

Demilitarization Program Manager (DDPM) reviews other training developed for specific 

organizational entities for compliance and effectiveness.  

 

b. The DDPC refresher training is mandatory for personnel (including ICPs) who are 

responsible for the management, administration and/or oversight of the DEMIL items. 

Funding for the DDPC is the responsibility of units.  Information regarding the DDPC can be 

found at https://demil.osd.mil.  Candidates for training include, but are not limited to: 

(1) Systems Acquisition Management personnel such as Acquisition Program Managers, 

Program/Project Officers, Provisioning Specialists, and Engineering Support Activity 

personnel; 

(2) Contracted Logistics Support personnel; 

(3) Cataloging Specialists; 

(4) Equipment/Product Specialists, Inventory Managers, Technical Managers and Weapons 

Systems Managers, also often referred to as Integrated Material Managers; 

(5) Plant Clearance Officers, Property Administrators of Government Furnished 

Equipment; 

(6) Investigators; 

(7) Logistics/Supply Administration and Operations Personnel; 

(8) Property Accountability Personnel; 

(9) Maintenance Management Personnel. 

8.10.3 Requirements 

Coast Guard property which has lethal characteristics, or is dangerous to public health and 

safety, shall be withheld from public sale to prevent further use.  Demilitarize/mutilate such 

items by crushing, smashing, shearing, cutting, breaking, removing of key parts, melting, 

burning, slashing, or other effective means to the extent necessary to render the item innocuous, 

and to prevent its use, restoration, rehabilitation, or remanufacture as an item usable for its 

originally intended purpose.  Demilitarization or mutilation is not required with property which 

is being transferred to OGAs for utilization purposes.  If an item is an FSCAP and can be used by 

a DoD or other Federal organization, all historic documentation must accompany the item. 

  

https://demil.osd.mil/
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8.10.4 Coverage 

The arms, ammunition, and implements of war subject to these instructions include, but are not 

limited to: 

 

a. Category I – Firearms.  Close Assault Weapons, and Combat Shotguns.  All firearms up to 

.50 calibers inclusively and all components and parts (silencers, bayonets, rifle scopes). 

 

b. Category II – Guns and Armament.  Guns over .50 calibers (howitzers, mortars, recoil rifles, 

flame throwers, projectors, components and parts) and armaments.  

 

c. Category III – Ammunition/Ordnance.  Ordnance ammunition for arms in Categories I and II 

above, cartridge cases, powder bags, bullets, jackets, cores, shells, primers, boosters, fuses, 

and other detonating devices, belting and linking machines, manufacturing and loading 

machines. 

d. Category IV – Launch Vehicles, Guided Missiles, Ballistic Missiles, Rockets, Torpedoes, 

Bombs and Mines.  Torpedoes, bombs, grenades, rockets, depth charges, mines, demolition 

blocks, and blasting caps.  Apparatus, devices, and material for handling, control, activation, 

detection, protection, discharge, or detonation of articles in this category, including launching 

devices. 

 

e. Category V – Explosives and Energetic Materiel, Propellants, Incendiary Agents and their 

constituents.  Propellants for articles in Categories III and IV, military explosives, fuel 

thickeners, pyrotechnics. 

 

f. Category VI – Vessels of War and Special Naval Equipment, Cutters, Landing Craft, patrol, 

or auxiliary vessels, service craft, floating dry docks.  Turrets, gun mounts, arresting gear, 

catapults, components, parts, and accessories designed for combatant vessels.  Nets, mine 

sweeping equipment, detention devices, components, parts, and accessories. 

 

g. Category VII – Military Vehicles and Tanks.  Military type armed and armored vehicles, 

trucks, trailers, hoists, mobile repair shops designed to service military equipment, 

amphibious vehicles, components, parts, and accessories. 

 

h. Category VIII – Aircraft and Associated Equipment.  Aircraft, spacecraft, engines (except 

reciprocating), airborne equipment, launching, arresting and recovery equipment, parachutes, 

components, parts, and accessories. 

 

i. Category IX – Military Training Equipment and Training.  Trainers and training devices, 

components, parts, and accessories. 

 

j. Category X - Protective Personnel Equipment and Shelters.  Military oxygen masks, crash 

helmets, liquid oxygen converters (aircraft), catapults, components, parts, and accessories. 
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k. Category XI – Military Electronics.  Electronic equipment bearing a military designation for 

radar (active and passive counter measures), underwater sound detection, computers, 

navigation, guidance, telemetering and communications, components, parts, and accessories. 

 

l. Category XII – Fire Control, Range Finder, Optical, and Guidance and Control Equipment.  

Fire control equipment, range position and height finders, spotting instruments, aiming 

devices (gyroscopic, optic, acoustic, electronic), bombsights, gun sights, and periscopes for 

the articles in this section. 
 
m. Category XIII - Auxiliary Military Equipment.  Aerial and special purpose military cameras 

and specialized processing equipment, cryptographic devices, self-contained diving and 

underwater swimming apparatus and components, and armor plate. 

 

n. Category XIV – Toxicological Agents; Chemical and Biological, and Radiological and 

Associated Equipment.  All military toxicological and lethal agents and gases, military 

equipment for the dissemination, detection, and defense there from. 

o. Category XV – Space Craft Systems and Associated Equipment. 

p. Category XVI – Nuclear Weapons Design and Testing Related Items. 

 

q. Category XVII – Classified Articles. 

 

r. Category XVIII – Directed Energy Weapons. 

 

s. Category XIX – (Reserved). 

 

t. Category XX – Submersible Vessels.  Oceanographic, and associated equipment reference 

DoD Manual 4160.22-M, V-2. 

 

u. Category XXI – Miscellaneous Articles.  Any items listed in Categories I through XVIII 

above in a partially completed state that have reached a stage in manufacture when they are 

clearly identifiable as arms, ammunition, and implements of war. 
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8.10.5 Obliteration of Markings 

 

Units are responsible for the obliteration or removal of all identifying Coast Guard markings on 

their excess and surplus personal property (including aircraft, cutters, and boats) designated for 

disposal by transfer, donation, sale, scrapping, or abandonment, unless specifically authorized to 

the contrary by Commandant (CG-844).  Do not remove or deface manufacturer‘s name plates or 

physically remove by such acts as abrading, grinding, buffing, etc. 

 

Aircraft transferred to the Military Aircraft Storage and Disposition Center (MASDC), Davis-

Monthan AFB, are exempted.  MASDC shall obliterate markings on all aircraft leaving their 

control unless otherwise directed by Commandant (CG-844). 

 

Removal of markings must be accomplished by mechanically removing; such as abrading, 

buffing,  grinding, or by other appropriate means of existing Coast Guard markings, stenciling, 

etc.  on unpainted metal surfaces; non-metal surfaces maybe painted over with paint which will 

not wash off, and completely hide markings. 

8.11 Precious Metals  

8.11.1 General 

 

The proper accounting, recovery, utilization, control, safeguarding, and disposal of precious 

metals saves the Government money.  The market value of precious metals far exceeds recovery 

costs.  Use of precious metals as Government Furnished Material (GFM) in Coast Guard 

contracts may also result in substantial savings to the Government.  (See the Supply Policy and 

Procedures Manual (SPPM), COMDTINST M4400.19 (series) for requisitioning procedures). 

8.11.2 Policy 

 

Coast Guard activities shall use the services of the Defense Logistics Agency (DLA) Disposition 

Services (Site) to obtain assistance in the recovery and disposal of precious metals for 

compliance with FPMR 101-45.10.  Participation in the Precious Metals Recovery Program is 

mandatory for all units. 

8.11.3 Procedures 

 

DLA Disposition Services (Site) provide for logistical support services in the recovery and use of 

precious metals.  (See Enclosure (23)).  Areas, Base Support Units/Base, and Districts must: 

a. Provide Commandant (CG-844) with a contact point for the recovery of precious metals; 

b. Provide Commandant (CG-844) with a list of activities generating recoverable precious 

metals, annual quantities generated, name, address, and telephone numbers of the contact 

points at the activity generating the precious metals.  Provide updates to Commandant     

(CG-844) as necessary; 

 



  COMDTINST M4500.5C 

 

8-47 

 

c. Remind all accountable property and supply officers of the importance of their assigned 

responsibilities in maintaining stringent control over valuable metals; 

 

d. Use precious metals on-hand to the fullest extent; 

 

e. Ensure maximum security of all valuable metals; 

 

f. Comply with provisions of the Memorandum of Understanding (MOU).  (See Enclosure 

(23)); and 

 

g. Contact the appropriate Disposal Service Representative to assist in identifying precious 

metals and methods of recovery.  (See Enclosure (26)). 

8.12 Batteries (Zinc Air Primary, Lithium-Sulfur Dioxide, Lead Acid, Nickel-

Cadmium Pocket Plate, and Others) 

 

(See the Hazardous Waste Management Manual, COMDTINST M16478.1 (series), for  

additional guidance). 

8.13 Lost, Voluntarily Abandoned, or Unclaimed Personal Effects 

8.13.1 Personal Effects 

 

Personal effects include articles having an intimate relation to the owner.  Personal effects may 

include Coast Guard-specific clothing and equipment, uniform clothing/items, money, negotiable 

and non-negotiable instruments (bonds, checks, wills, deeds, etc.), miscellaneous articles of 

intrinsic, sentimental, and utility value (jewelry, fountain pens, cameras, medals, etc.), and 

perishable items such as tobacco, food, and beverages (including alcohol).  (See the Coast Guard 

Personal Property Transportation Manual, COMDTINST M4050.6 (series)) for transportation 

and storage of lost, abandoned, or unclaimed personal effects and other privately owned personal 

property, such as motor vehicles, mobile homes, trailers, boats, and household goods. 

8.13.2 Lost and Found Offices 

 

These instructions do not preclude the prompt return through lost and found offices or otherwise, 

of property lost, misplaced, or inadvertently abandoned by residents of Coast Guard activities, or 

patrons of such activity facilities as theaters, restaurants, clubs, athletic arenas, etc.  If the CO or 

OIC of afloat and ashore units determine that property cannot be returned to owners within thirty 

(30) days or as determined by CO or OIC, process it in accordance with this section. 

8.13.3 Privately Owned Property 

 

Only privately owned property applies to this section.  Misplaced Coast Guard property is 

returned to stock and if excess or unserviceable, the property is disposed of in the normal 

manner. 
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8.13.3.1 Inventory Board 

 

a. The diligent effort to find the owner (or the heirs, next of kin, or legal 

representative of the owner) shall begin, to the maximum extent practicable, not 

later than seven days after the date on which the property comes into the custody of 

the Coast Guard.  When privately-owned personal effects are found on or come 

into custody or control of the Coast Guard, and have apparently been lost or left 

unclaimed for any reason by the owner, the CO or OIC appoints a board of one or 

more commissioned, non-commissioned officers, or civilian employees.  The board 

examines the property and records the inventory on the Personal Effects Inventory 

and Disposition, Form (CG-3853).  The inventory board removes any classified 

matter, indecent material, and any articles likely to injure personnel from the 

personal effects.  The material so removed is not recorded on the inventory and is 

disposed of in such a manner as may be approved by the officer who appointed the 

board.  The board conducts diligent inquiries to ascertain or locate the owner or 

owners (or their heirs), next of kin, or legal representative.  Pending inquiries, the 

property is afforded safekeeping by the activity having physical custody to prevent 

theft, pilferage, or unwarranted deterioration.  Property in this category which the 

board has been able to identify as belonging to an individual, by reason of name, 

service number, or other identification, is segregated and tagged with the name of 

the person believed to be the owner. 

 

b. Toilet articles, cosmetics, used or soiled personal items, and undergarments having 

no value except to the original owner are excluded.  List these items on the 

Personal Effects Inventory and Disposition, Form (CG-3853) and discard them, 

and note such action on the inventory listing. 

8.13.3.2 When the Owner Has Not Been Determined 

 

When diligent efforts to determine the owner, the heirs of the estate, or next of kin, or 

a legal representative of the owner are unsuccessful, the property must be turned-in to 

the DLA Disposition Services (Site) for immediate disposition, except that if the 

unclaimed property has a fair market value of more than $300, it may not be disposed 

of until forty-five (45) days after the date it has been received at a designated storage 

point.  The exception is property with a fair market value of $300 or more.  It must not 

be turned into the DLA Disposition Services (Site) for disposition until forty-five (45) 

days after the date it is received at the designated storage point.  Storage, unless 

otherwise specified, is at the installation having physical custody of the property.    

(See Enclosure (29)). 

8.13.3.3 Uniform Items 

 

Uniform items are not turned-in to the DLA Disposition Services (Site) but sold at 

public auction to authorized personnel by the CO or Officer-in-Charge.  Uniform 

items not disposed of by sale are destroyed. 
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8.13.3.4 Reclaiming Property From DLA Disposition Services 

 

Subsequent to turn-in and prior to disposal by the DLA Disposition Services (Site), the 

board must reclaim property by submitting a properly completed requisition.  The 

requisition document must reflect certification that property is being acquired for 

return to the legal owner. 

8.13.3.5 Transfer to DLA Disposition Services (Site) 

 

When lost or unclaimed privately-owned personal property is transferred to a DLA 

Disposition Services (Site), the following information must be provided: 

 

a. A copy of the Personal Effects Inventory and Disposition, Form (CG-3853) for use 

in establishing accountability.  Determination of the fair market value of this 

property shall be made according to its original purpose as opposed to its scrap 

value. 

 

b. Name of owner, if known. 
 
 
c. A statement in the remarks section of the turn-in document indicating that l00 

percent of the proceeds from sale shall be deposited into the pre-designated account 

at FINCEN. 

 

d. A properly executed release document or a finding.  The finding is a clear and 

concise statement of the facts established, and is the conclusion of the board.  The 

finding(s) shall show that the requirements of the above have been fulfilled. 
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Table 8-4 Audit Documentation Forms 

Transfer to DLA Disposition Services (Site) Release Receipt Document, Form 

 (DD-1348-1A) 

Transfer to DoD/CG Requisition and Invoice/Shipping 

Document, Form (DD-1149)   

Release Receipt Document, Form  

(DD-1348-1A) 

Transfer to Other Federal Agencies Transfer Order of Excess Property, 

Form (SF-122) 

 
CFL (Computers for Learning) Transfer 

Donation to State & Local Government & 

Qualified Organizations 

Transfer Order of Surplus Personal 

Property, Form (SF-123) 

Lost/Missing Report of Lost and Missing Property,   

Form (CG-5269) Unusual Damage 

Sold to Public via GSA Auction Sales Contract/Purchaser‘s Receipt 

Abandoned/Destroyed Report of A/D, Form (CG-5598) 

Removal of Optional Item or OPFAC Location 

Change 

Initiation of Adjustment, Form        

(CG-3114) 

 Duplicate Record 

Adjustment of Serial Number  

8.13.4 Perishable Items  

 

Perishable items such as tobacco, food, and beverages found among the personal effects shall be 

disposed of by the CO/OIC/Unit-level Supervisor who first received the personal effects from 

the inventory board. 

8.13.5 Monies 

 

When the owner, next of kin, heir, or legal representative of the owner is known, money found in 

the personal effects, and money derived from the sale of perishable personal effects, such as 

tobacco, food, and beverages, shall be forwarded to the owner, next of kin, heir, or legal 

representative either by check or money order via First Class Mail.  When the owner, next of kin, 

heir, or legal representative of the owner cannot be determined, contact FINCEN (OG) for 

further instruction on how to deposit monies to a pre-approved account/lockbox at the FINCEN.   

8.13.6 Disposition of Negotiable and Non-Negotiable Instruments 

  

Disposition of negotiable and non-negotiable instruments found in personal effects that cannot be 

sold are returned with a letter of explanation as stated below: 

 

a. US GOVERNMENT BONDS 

 BUREAU OF PUBLIC DEBT 

 PO BOX 426 

 PARKERSBURG WV 26106-0426 
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b. U.S. Government Checks (Issuing Treasury) Disbursing center for handling as 

undeliverable checks. 

c. MONEY ORDER BRANCH 

 US POSTAL SERVICE 

 PO BOX 82450 

 ST LOUIS MO 63182-2450 

 

d. Commercial Checks.  The bank upon which funds are drawn. 

 

e. Bank Books.  The bank that issued the book. 

 

f. Commercial Stocks and Bonds.  The corporation that issued the stocks or bonds. 

 

g. Insurance Policies.  The insurance company that issued the policy. 

 

h. Deeds.  The municipality where recorded. 

 

i. All Others.  Refer the matter to legal, furnishing all information available that may assist 

in making a decision. 

8.13.7 Organizational Items 

 

Organizational items such as foul weather jackets, safety equipment, recreational gear, or 

clothing found among personal effects shall be turned-in to the issuing office for reissue. 

8.13.8 Buying Back Lost Personal Effects 

 

If lost personal effects are found after a claim has been paid, the owner may elect to recover 

some or all of the property.  A repayment of the amount paid to the owner must be made to the 

Coast Guard, or disclaim interest in "buying back" anything.  When the member chooses the 

latter, the personal effects become Government property and disposed of through normal 

channels. 

8.13.9 Personal Effects of Deceased, Captured, Missing or Physically or Mentally 

Incapacitated Personnel 

(See Personnel Manual, COMDTINST M1000.6 (series)). 

8.13.10 Personal Effects of Absentees and Deserters 

(See Personnel Manual, COMDTINST M1000.6 (series)). 
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CHAPTER 9. MANAGEMENT REPORTS 

9.1   Purpose 
 
This chapter outlines and specifies reporting requirements pertaining to the utilization and 

property disposal operations of the U.S. Coast Guard. 

9.2   Objective 
 
The objective of these reporting requirements is to establish a uniform reporting system which 

provides: 

 

a. Management data required to fill statutory and Other Government Agency (OGA) reporting 

requirements mandated by the Department of Homeland Security (DHS). 

 

b. Complete, timely, and accurate statistical data necessary for management evaluation of the 

Coast Guard's Utilization and Property Disposal program. 

9.3   Required Reports 

9.3.1 Year-End Reports for Personal Property (CG-6048) Web Form 

 

This is a unit report that consolidates the previously required individual reports into one (listed 

below).  The report can be found at: 

http:cgweb.comdt.uscg.mil/cg8/cg844/personal_property/form2011_report.htm.  This report 

provides an annual account of the utilization and disposal of excess/surplus property to 

Commandant (CG-844).  Each unit must submit a report for all personal property disposal 

actions within their command.  Reports must include all property scrapped, donated, abandoned, 

and/or transferred to other Coast Guard units or OGAs.  Negative reports are required.  Reports 

can be signed by CO or designee.  Guidance for completing this consolidated report follows. 

 

The following instructions provide a desk-top reference to assist the user in completing the Year-

End Report for Personal Property, Form (CG-6048): 

 

a. Section 1 Annual Report of Survey Activity.  (RCN-4500-6) 

(1) Section 1, Line 1.  Total count and cost of items that could not be located 

(lost/missing/damaged) during required physical inventories, such as annual or relief 

of custodian, resulting in a Report of Survey, Form (CG-5269). 

 

(2) Section 1, Line 2.  Total count and cost of Reports of Survey, Form (CG-5269) 

processed for other than lost/missing/damaged items during the fiscal year being 

reported.  
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(3) Section 1, Line 3.  Total count and acquisition cost of items pending on Reports of 

Survey, Form (CG-5269), completion at end of the fiscal year. 

(4) Section 1, Line 4.  Number of items and cost of items not found during physical 

inventory. 

(5) Section 1, Line 5.  Number of items and cost of items on Reports of Survey, Form 

(CG-5269) where liability was found for the loss or damage.  

 

(6) Section 1, Line 6.  Number of items and total acquisition cost of property on Reports 

of Survey, (CG-5269),where no negligence was found for the loss or damage.  

 

(7) Section 2, Line 11.  For units with QRPs, enter proceeds received from the Scrap 

Sales for the fiscal year being reported. 

 

(8) Section 2, Line 12.  Enter the total acquired value of all personal property items 

received from the OGA in the fiscal year being reported to Commandant (CG-6048). 

b. Section 2 Annual Report-Utilization and Disposal of Excess and Surplus Personal Property. 

RCN-4570-1. 

c. Section 3 Annual Summary Report of Personal Property Exchange or Sale Transactions.  

(RCN-4540-1) 

 

(See section 8.4 of this Manual for categories of property eligible for exchange/sale).  The report 

must show transactions in two categories as noted below: 

 

d. If the activity occurred in the United States, District of Columbia, Guam, the Trust Territory 

of the Pacific Islands, and the Virgin Islands. 

 

(1) Section 3, Line 1.  Select the appropriate Federal Supply Classification (FSC), total 

count and total cost. 

 

(2) Section 3, Line 2.  Enter total cost of the proceeds or trade in cost. 

 

e. If the activity occurred in all other areas of the world, contact Commandant (CG-844). 

 

f. If no exchange sale activity, enter zero. 

 

g. Section 4 Annual Report of Non-Federal Recipient of Excess and Surplus Property.  

(RCN-4570-2)  

 

Note:  Public Law 94-519 requires that each executive agency submit an annual report to GSA 

indicating personal property obtained as excess property, or as property not excess, to the 

owning agency that is subsequently furnished in any manner, to any recipient other than a 

Federal agency. 
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h. The reports will not include property determined to be surplus under the provisions of the 

FMR.  Negative reports are required. 

 

(1) Section 4, Line 1.  Identification of item by the FSC. 

(2) Section 4, Line 2.  The total dollar amount deposited to the U.S. Treasury during the 

fiscal year as miscellaneous receipts where reimbursement is required. 

(3) Section 4, Line 3.  The purpose for which property was furnished to the recipient and 

the type of recipient, e.g., cost-reimbursement type contractor, fixed-fee type 

contractor, project grantee, Indian tribe, state cooperative agency, leaser, licensee, 

permittee, etc. 

 

(4) Section 4, Line 4.  Name and address of recipient. 

(5) Total government acquisition cost of all property furnished to that recipient. 

 

i. Reporting activities must maintain surveillance to ensure eligibility of recipients as well as 

receipt of reimbursement. 

9.3.2 Reporting Schedule 

 

REPORTS REQUIRED FROM EACH UNIT:                                               DATE DUE 
                                              

  1.  Annual Certification Letter of all Capitalized Property  NLT 2
nd

 week of September 

       as directed by Commandant. (sent to FINCEN (FR)) or as 

directed by Commandant 

(CG-8) 

 

  2.  Unit Approved Plan (UAP) 1 October-annually  

(sent to FINCEN (SQ)) 

 

  3.  Consolidated Year End Report for Personal Property                 15 October-annually  

(CG-6048) Web Form                                                            (sent to Commandant  

         (CG-844)) 

 

  4.  Foreign Gifts and Decorations to the Coast Guard For reporting requirements 

see the Financial Resource 

Management Manual 

(FRMM), COMDTINST 

M7100.3 (series) 

 

  5.  Gifts to the Coast Guard For reporting requirements 

see the Financial Resource 

Management Manual 

(FRMM), COMDTINST 

M7100.3 (series) 

 



COMDTINST M4500.5C 

 

9-4 

 

  6.  Vehicles For reporting requirements 

see the Motor Vehicle 

Manual, COMDTINST 

M11240.9 (series) 

  7.  Government Furnished Property For reporting requirements 

and instructions, see the 

Coast Guard Acquisition 

Procedures (CGAP), 

COMDTINST M4200.19 

(series) 

 

REPORTS REQUIRED FROM COMMANDANT (CG-844):                 DATE DUE 
   

1.  Annual Report of Utilization and Disposal of Excess 01 November-annually 

and Surplus Property (RCN-4570-1) (As required by DHS (CAO)) 

 

2.  Annual Report of Excess Personal Property Provided 01 November-annually 

to Non-Federal Recipients Letter (RCN-4570-2) (As required by (CAO)) 

 

3.  Annual Report of Exchange/Sale Transactions  01 November-annually 

Form (RCN-4540-1) (As required by (CAO)) 

 

4.  Heritage Assets for Financial Statement Footnote At end of each FY Qtr due to 

Commandant (CG-844) Desk 

Officer 

 

5.  Loss, Damaged, Destroyed (LDD) Report Quarterly At end of each FY Qtr  

(due to DHS (CAO)) 

 

6.  Computers For Learning Report 01 November-annually  

(As required by (CAO)) 

9.5 Score Card 

 

The Department of Homeland Security is now using an electronic score card on a quarterly basis 

to track agency success or failure in two areas of Personal Property Management.  Loss of 

Property is being tracked at the Department level and by Senior Leadership of the Coast Guard. 

Units are reminded of the requirement for message traffic within 24 hours following the 

discovery that something is lost.  The second area of measurement is the timely submission of 

investigation reports on the lost item.  These instigations need to be a top priority.
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ENCL. (1) DESIGNATION AS PROPERTY CUSTODIAN SAMPLE LETTER 

 
 

 
 

 

Commandant 
United States Coast Guard 

 

2100 2ND ST, SW STOP 7245 
WASHINGTON, DC 20593-7245 

Staff Symbol: 

 
 

                         

                                                                            

                                            

From:  Property Officer                                                     

To:      SKC Franklin P. Custodian, USCG                                      

                                                                            

Subj:  RELIEF AS PROPERTY CUSTODIAN                                         

                                                                            

Ref:   (a) U.S. Coast Guard Property Management Manual, COMDTINST M4500.5 (series)      

                                                                            

1. SK1 James C. Spencer has been designated to relieve you as custodian for all personal 

property under Custodian Account AAE per paragraph 1-E-4 of reference (a).  You, SK1 

Spencer and two disinterested parties must conduct a complete inventory of that property, 

which is listed in Enclosure (1), within 30 days.  The results of that inventory must be 

reported to the Property Officer before you can be relieved of your present 

responsibilities.  The independent persons participating in the physical inventory must be 

named in the relief letter to complete the audit trail process.                                                                    

 

2. Should circumstances prevent you from conducting a full and complete relief inventory, 

you must notify the Property Officer immediately.                

                                                                            

                                                                            

                                                                            

                                                                            

                                      I. D. PLANNER                             

                                       Property Officer                          

                                                                            

                                                                            

                                                                            

                                 

                                                                            
 

 

                                                                            

  



Encl. (1) to COMDTINST M4500.5C 

2 

 

ENCL. (1) DESIGNATION AS PROPERTY CUSTODIAN SAMPLE LETTER 

 
 

 
 

 

Commandant 
United States Coast Guard 

 

2100 2ND ST, SW STOP 7245 
WASHINGTON, DC 20593-7245 

Staff Symbol: 

 
 

                         

                                                                            

                                            

From:  Property Officer                                                     

To:      SKC Charles B. Wilson, USCGR                                      

                                                                            

Subj:  DESIGNATION AS PROPERTY CUSTODIAN 

Ref:   (a) Property Management Manual, COMDTINST M4500.5 (series) 

 (b) Financial Resource Management Manual, COMDTINST 7100.3. (series)     

                                                                            

1. Your are hereby designated as Personal Property Custodian for all reference (a).  As 

custodian, you will be responsible and accountable for property entrusted to your care.   

 

2. A physical inventory of all General Purpose (GP) property is required every year (this 

includes furniture in storage, if any) and upon relief of the custodian.  Inventories must be 

taken more frequently than required, if deemed necessary.  Periodically, you will be 

furnished an original and one copy of a custody receipt listing for inventory and control 

purposes.  The original will be signed and returned to the Property Officer within the time 

period specified.  The duplicate will be retained by the custodian and annotated between 

inventories to reflect receipt and transfers of property.  Capitalized property shall be 

inventoried in accord with Reference (b) or as directed by CG HQ. 

 

3. As the custodian, you are solely responsible for notifying the Property Officer of 

additions, deletions, or changes to your property listing and ensuring the prompt 

submission of survey reports of lost, damaged, or destroyed property to the Accountable 

Property Officer.  Please review references (a) and (b) for additional guidance or contact 

the Property Officer.  

 

 

 

                                      K. D. FORTUNE                             

                                       Property Officer                          
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ENCL. (2) PROPERTY LISTING (ITEM NAME CODES) 

                                                                            

General Property.  The Item Name Code (INC) listing is a tool to assist in the description of 

assets.  Regardless of the name of the asset such as a boat lift, or a boat cradle, or a hydraulic lift 

the INC provides a commodity code that helps when managers require a data call.  The INCs are 

listed in the DoD Federal Item Name Directory for Supply Cataloging Index, (H/6) directory.  

This directory is online at http://www.dlis.dla.mil/H6/ .  When connectivity is hampered while 

underway, or by location or distance, use the following excerpt when adding new property to 

Oracle FAM:       

 

DESCRIPTION  

 

INC  

 

FSC 

                                                   A   

Accessory Kit, Electrocardiograph Monitor 47147 6515 

Adding Machine 15096      7420 

Address Plate Machine 02920      7490 

Agitator, Electric Food Blender 16336      7320 

   

   

Air Compressor (see Compressor, Reciprocating)                              

Air Conditioner 06486 4120 

Alidade, Telescopic 03550  6605 

Alidade, Binocular       03551   6605 

Ammeter        16450   6625 

Amplifier, Audio Frequency (communications)   00511   5895 

Amplifier, Audio-Radio Frequency (standard)   31195   5963 

Analyzer, Alcohol       38662   6630 

Analyzer, Clinical Chemistry      42054   6630 

Analyzer, Gasoline Engine Exhaust     06236       4910 

Analyzer Module, Clinical Chemistry    41370       6630 

Analyzer, Spectrum       00833       6625 

Anchor, Marine, Fluked      04944       2040 

Anchor, Marine, Mushroom      04945       2040 

Answering Machine (see Recorder-Reproducer, Sound)                          

Antenna        00749       5985 

Anvil, Blacksmith       03082       5120 

Ark Set, Eternal Light and Bema     16435       9925 

Artifact        ART02       9915 

Attenuator, Variable       00838       5985 

Audiometer        13338       6515 

Auger, Earth Boring, (Hand)      06193       5120 

Auger, Earth Boring, (Portable)     19582       3820 

Auger, Kit, Water Closet, Pipe & Sewer, Elect.   20177       5130 

Auger, Post Hole, (Hand) 05625 5120 

  

http://www.dlis.dla.mil/H6/
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DESCRIPTION  INC  FSC 

B 

 

Balance Trip.        13580       6670 

Balancer, Vehicle, Wheel      06309       4910 

Bar, Serving 21145 7105 

Bar Bell, Gymnastic 07104 7830 

Bar Code Scanner  

Barometer, Aneroid, Meteorological 01070  6660 

Barometer, Mercurial, Meteorological 01072 6660 

Base, Bookcase, Section 11288 7110 

Base, Stand (Microphone) 02854 5965 

Battery Charger (see Charger, Battery)                                      

Battery Counter, Electromotive Force 03736 6140 

Bed, Adjustable (excl. shipboard type) 38483 6530 

Bed, Non-Adjustable (hospital type) 32406 6530 

Bedstead 08283 7105 

Beeper (see Receiver-Transmitter, Subassembly)                              

Bell Sanctus 04697 9925 

Bell, Ship's 09211 6350 

Bender Set, Tube, (Hand) 18964 5120 

Bending Machine, Pipe & Conduit 05517 3441 

Bicycle   

Binoculars (excl. fire control) 08634 6650 

Blackboard (see Chalkboard)                                                 

Blast Cleaning Machine (maintenance type) 10890 4940 

Board, Transfer, Patient 48951 6530 

Boat, Gravy (see Gravy Boat)                                                

Boat, Landing, Inflatable 14262 1940 

Boat, Utility 14284 1940 

Bolt Cutter (see Cutter, Wire Rope)                                         

Bookcase (office type) 14925 7110 

Bookcase Section (office type) 08078 7110 

Booth, Audiometric Examination 23201 6515 

Borescope 21654 6650 

Bowl, Baptismal 04698 9925 

Bowl, Eating 13780 7350 

Bowl, Food Serving 13781 7350 

Bowl, Lid, Food Mixing 40807 7330 

Bowl, Serving (see Tureen, Soup)                                            

Bowl, Sugar 15186 7350 

Breath Analyzer (see Analyzer, Alcohol)                                     

Breathalyzer (see Analyzer, Alcohol)                                        

Breathing Apparatus, Oxygen Generating 17300 4240 

Breathing Apparatus, Self-Contained 21123 4240 
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DESCRIPTION  INC  FSC 

 

Buffet (excl. shipboard type) 08285 7105 

Buffing & Polishing Machine (see Polisher Floor, Electric)                  

Bulletin Board 00215 7195 

 

C 

 

Cabinet, Bedside (excl. hospital) 11364 7105 

Cabinet, Dental 12832 6520 

Cabinet, Filing (see also filing cabinet)                                   

Cabinet, Filing, Address Plate 16546 7110 

Cabinet, Food Warming, Steam 16743 7310 

Cabinet, Map 21436 7125 

Cabinet, Medicine, Combination 11341 6530 

Cabinet, Storage 11299 7125 

Cable Puller Assembly, Hydraulic 40536 2040 

Calculator, Electronic 42684 7420 

Caliper, Indicator, Outside 08266 5210 

Caliper, Micrometer, Outside 15278 5210 

Camera, Motion Picture (16mm only) 02706 6710 

Camera Set, Motion Picture (exclude 16mm) 18976 6780 

Camera Set, Television (non-airborne) 19382 5820 

Camera, Still Picture 03571 6720 

Camera, Television (comm. Eqpt. non-airborne) 00091 5820 

Camera-Recording, Video 39518 5836 

Candelabra, Chapel 04707 9925 

Candle Burner 13106 6260 

Candlestick, Altar 16434 9925 

Candlestick Set, Altar 58476  9925 

Canoe 41475 1940 

Cart, General Hauling 07110 3920 

Cart, Medicine 13952 6530 

Carving Set, Meat 58591 7340 

Case, Chronometer, Gimbal 18697 6645 

Cash Register 02938 7490 

Casserole, Food 16273 7350 

Cassette Recorder (see Tape, Sound Recording, Office)                       

Cell Counter Electromotive Force (see Battery, Counter,                     

Electromotive Force)                                                        

Cellular Phone (see Telephone)                                              

Center Message, Teletypewriter 00545 9999 

Centrifuge, Laboratory 17093 6640 

Chain, Hoist, Set 14376 3950 

Chair, Barber's (excl. shipboard type) 02664 3590 

Chair, Dental Operating 13898 6520 
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DESCRIPTION  INC  FSC 

 

C 

Chair, Easy (household type) 11392 7105 

Chair, Hospital Ward 19299 6530 

Chair, Rotary (office type) 11398 7110 

Chair, Straight (office type) 11397 7110 

Chair, Student, (with Desk) 11344 7110 

Chalkboard 32578 7110 

Chaplain's Kit 16430 9925 

Charger, Battery 00480 6130 

Chest Weight, Gymnastic 07069 7830 

Chisel, Power Hammer 05211 5130 

Chlorination Kit 21057  6850 

Chronometer 18695 6645 

Clarinet 15859 7710 

Cleaner & Tester, Spark Plug 06695 4910 

Cleaner, Spark Plug 08339 4910 

Cleaner, Steam, Pressure Jet 10239 4940 

Cleaner, Steam, Pressure Jet, Trailer Mount 19228 4940 

Cleaner, Vacuum, Electric 28054 7910 

Cleaner, Vacuum, Self-Propelled, Street 21509 3825 

Cleaner, Vacuum, Trailer Mount 22385 3825 

Climber's Equipment Set 33281 8465 

Climbing Rope, Exercise, Gymnastic 07100 7830 

Climbing Rope Set, Exercise, Gymnastic 07364 7830 

Clinometer, Inclination 42537 6605 

Clock, Alarm 05082 6645 

Clock, Marine, Mechanical 05085 6645 

Clock, Recording, Watchman's 62177 6645 

Clock, Time Recording, Stamp Time (see Stamp, Time or                       

Recorder, Time)                                                             

Clock, Wall 05086 6645 

Club, Golf 06952 7810 

Coffee Maker, Drip 11031 7310 

Coffee Maker, Percolator 11032 7310 

Coffeepot, Serving 15169 7350 

Coffeepot-Teapot, Individual Service 7350 15170  

Collator, Paper, Mechanical 15098 7490 

Collection Plate 04699 9925 

Communion Set, Chapel 16431 9925 

Communion Set, Visitational 16432 9925 

Compass, Magnetic, Mounted 16206 6605 

Compass, Magnetic, Surveyor's 18439 6675 

Compass, Magnetic, Unmounted 16207 6605 

Compressor, Centrifugal 17641 4310 

Compressor, Reciprocating (excl. VEH air brake) 03815 4310 
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DESCRIPTION INC  FSC 

 

Compressor Unit, Reciprocating 29301 4310 

Computer, Analog   

Computer, Digital   

Computer System, Digital   

Control Assembly, Push-Pull, Misc. Power Trans) 07468 3040 

Control, Multiplexer (radio & TV-excl airborne) 19613 5820 

Control, Receiver 19617 5895 

Control, Receiver-Transmitter 60291 5895 

Cooker, Steam        07463   7310 

Copying Machine, Direct, Electrostatic Process 29070 3610 

Copying Machine, Indirect Electrostatic Proc 29072 3610 

Copying Machine, Thermographic Process 29074 3610 

Core, Memory Unit, Input/Output/Storage Devices   

Counter, Blood Cells 13653 6640 

Counter, Electrical 16412 6680 

Counter, Electronic Digital Readout 26835 6625 

Counter, Reciprocating 30761 6680 

Counter, Rotating 30762 6680 

Coveralls, Men's (excl. special purpose) 13757 8405 

Credenza, Office 22812 7110 

Creeper, Mechanic's 06436 4910 

Cruet, Communion 04709 9925 

Cruet, Condiment 04664 7350 

Cultivator, Garden 41738 3750 

Cutlery Kit 16525 7360 

Cutter, Bolt, (hand) 03072 5110 

Cutter, Cable, Hand-Operate 19183 5110 

Cutter, Paper 18023 5110 

Cutter, Pipe 03081 5110 

Cutter, Steel Strapping 15924 5110 

Cutter, Wire Rope, Hand 19184 5110 



Encl. (2) to COMDTINST M4500.5C 

6 

 

  

DESCRIPTION  INC  FSC 

   

D 

 

Davenport (office type) 08346 7110 

Davenport, Sectional (excl. shipboard type) 22568 7105 

Dehumidifier, Space 21284 4440 

Densitometer, Physical Properties Testing 06154 6635 

Densitometer, Radiographic 06154 6625 

Dental Equipment Set (central lab) 14015 6545 

Dental Operating Unit 13948 6520 

Desk Attachment, L-Unit 22480  7110 

Desk, Flat Top, Office      13241   7110 

Desk-Table, Drawing 61979  6675 

Desk, Typewriter (office type) 13240 7110 

Detecting & Tracing Set, Metal 35360 6695 

Detector, Gas 37401 6665 

Detector, Metallic Particle 31902 2995 

Die Set, Metal Stamping, Hand 1777 5110 

Dish, Baking 15282 7330 

Dish, Eating 15187 7350 

Dish, Food Serving 15183 7350 

Dishwashing Machine, Commercial 04737 7320 

Dishwashing Machine, Household 04753 7320 

Dispenser and Counter, Narcotic Capsule-Tablet 22395 6530 

Dispenser, Beverage, Mechanically Cooled 32690 7310 

Dispenser, Bulk, Milk, Mechanically Cooled 61580 7310 

Dispenser, Butter 45780 7310 

Dispenser, Cream Liquid 05435 7310 

Dispenser, Drinking Water, Mechanically Cooled 04766 4110 

Dispenser, Drinking Water, Non-Mechanically Cool 04436 4110 

Dispenser, Salt Tablet 13740 4510 

Dispenser, Service Tray, Automatic 28961 7320 

Dispenser, Sugar 14248  7350 

Dispenser, Tableware, Automatic 19769 7320 

Diver's Suit 45022 4220 

Drafting Machine 04423 6675 

Dresser (excl. shipboard type) 08297 7105 

Drill, Electric, Portable 11249  5130 

Drill, Pneumatic, Portable 11250 5130 

Drilling Machine, Upright (stationary) 03945 3413 

Dryer, Clothes (see Drying Tumbler)                                         

Drying Kit, Photographic Print 18965 6780 

Drying Tumbler, Commercial Laundry 04233 3510 

Drying Tumbler, Household Laundry 04176 3510 

Dummy Load, Electrical 00335 5985 
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DESCRIPTION  INC  FSC 

 

Duplicating Machine, Key (see Key Duplicating Machine)                      

Duplicating Machine, Spirit (Ditto) 02822 3610 

Duplicating Machine, Stencil 02823 3610 

Duplexing Group 17400 5895 

                                                                            

E 

                                                                            

Edger, Lawn, Power 22658  3750 

Editor, Motion Picture Film 06148 6740   

Electrocardiograph 13021 6515 

Electrode, Grounding, Electrosurgical 38363 6515 

Electrosurgical Apparatus (dental) 13904 6520 

Electrosurgical Apparatus (other than dental) 13904 6515 

Embossing Machine, Address Plate 02923 7490 

Embossing Machine, Identification Tape 27018 7490 

Emergency Medical Treatment Unit 21551 6545 

Engraving Machine, Pantograph 03359 3417 

EPIRB (Beacon, Distress) 68034 5820 

EPRIB (Beacon, Distress – Airborne) 68034 5821 

Eraser, Magnetic (sound recording/reproducing) 19288 5835 

Etcher, Electric 05395 5130 

Exercise Machine, Stationary Bike 45592 7830 

Exerciser, Arm, Gymnastic 07055 7830 

Extinguisher, Fire, Carbon Dioxide (CO2) 06359 4210 

Extinguisher, Fire, Dry Chemical 06363 4210 

Extinguisher, Fire, Water (H2O) 06365 4210 

                                                                            

F 

                                                                            

Face shield, Industrial 22768 4240 

Facsimile Set 00177 5815 

Fan, Circulating 30260 4140 

FAX Machine (see Facsimile Set; Receiver-Transmitter,                       

Facsimile; Copying Machine, Direct Electrostatic Process)                   

File, Visible Index, Cabinet 11300 7460 

Filing Cabinet, Office 11287 7110 

Filing Cabinet, Rotary 20854 7460 

Fishing Tackle Kit 16460 7810 

Flagon, Communion 04705 9925 

Flagstaff 04478 8345 

Flash Unit, Photographic, Repeating 08061 6760 

Flatware Set        19297   7360 

Food Blender, Electric (excl. laboratory type) 16335 7320 

Fork, Dessert 04668 7340 

Fork, Lift, Truck 06186 3930 

Fork, Pickle 04670 7340 
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Fork, Salad 04672 7340 

Fork, Seafood 04673 7340 

Fork, Table 04674 7340 

Freezer, Mechanical, Food 35636 4110 

Fryer, Deep Fat 08102 7310 

Furniture, Systems/Modular (see Work Station, Office                       

Workstation Sub-Assembly, Office Type)                                      

                                                                            

G 

                                                                            

Galvanometer 16451 6625 

Game, Shuffleboard 24212 7820 

Gangplank 40468 2040 

Generator, AC (Alternating Current) 00781 6115 

Generator, AC/DC (Alternating/Direct Current) 00482 6115 

Generator Set, Gasoline Engine (stationary) 00477 6115 

Generator Set, Gasoline Engine Trailer 16375 6115 

Generator, Signal 03901 6625 

Goblet 07603 7350 

Gravy Boat 15171 7350 

Griddle, Self-Heating 07454 7310 

Grill, Electric 05274 7310 

Grinder, Electric, Portable 02523 5130 

Grinding and Polishing Machine, Dental Lab 11131 6520 

Grinding Machine, Bench, Hand Operated 03367 3415 

Grinding Machine, Surface, Reciprocating 03153 3415 

Grinding Machine, Utility 03170 3415 

Grinding Machine, Valve Face (indus. prod type) 08490 3415 

Gun, Air Blow 05657 4940 

Gun, Rivet Pin 21401 5130 

 

H 

                                                                            

Hammer, Electric, Portable 02525 5130 

Hammer, Pneumatic, Portable 02526 5130 

Handset 00786 5965 

Headset, Acoustical 00092 5965 

Heater, Space, Electric 03232 4520 

Helmet, Welder's 11102 4240 

Hoist, Chain 04587 3950 

Hoisting Unit, Engine Aircraft Mount 17088 1730 

Hoisting Unit, Tripod, General Purpose 17012 3950 

Horse, Gymnastic 20708 7830 

Hose, Non-Metallic 22670 4720 

Hot Plate, Electric (excl. laboratory type) 05271 7310 
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I 

 

Ice Making Machine, Cube 06872 4110 

Ice Making Machine, Flake 06870 4110 

Incubator, Bacteriological 17095 6640 

Incubator, Dry Heat 36778 6640 

Incubator, Infant 03234 6530 

Indicator, Dial 06275 5210 

Indicator, Scale 13794 5210 

Inhaler, Oxygen-Carbon Dioxide (O2CO2) 13844 6515 

Inter-Communication Station (airborne) 03570 5831 

Intoximeter (see Analyzer, Alcohol)                                         

                                                                            

 

J 

 

Jack, Dolly Type, Hydraulic 19970 4910 

Jack, Hydraulic, Hand 03346 5120 

Jack, Hydraulic, Tripod 19900 1730 

Jacket, Chemical and Oil Protective 07772 8415 

Jacket, Cold Weather 14760 8415 

Jacket, Wet Weather 04524 8405 

Jaws-Of-Life (see Rescue & Salvaging Kit, Hydraulic)                        

Jointer, Woodworking 07238 3220 

  

K 

 

Key Duplicating Machine 03362 3419 

Key Punch Machine 21342 7040 

Kiddush Cup 16425 9925 

Knife, Butter 16338 7340 

Knife, Dessert 16339 7340 

Knife, Grapefruit 16399 7340 

Knife, Pie (see Server, Pie & Cake)                                         

Knife, Steak Table 16343 7340 

Knife, Table 16344 7340 

 

L 

                                                                            

Ladder, Jacob's 02571 2090 

Ladle, Gravy, Table 04675 7340 

Ladle, Sauce, Table 04677 7340 

Ladle, Soup, Table 04678 7340 

Laminator (see Press, Laminating)                                           

Lamp, Incandescent 00727 6240 
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L 

 

Lamp, Safety, Flame 06565 6665 

Lantern, Candle 40471 6260 

Lantern, Color Perception Testing 15136 6540 

Lantern, Electric 00747 6230 

Lantern, Gasoline 04294 6260 

Lantern, Kerosene 04267 6260 

Lantern, Ocular Muscle Testing 13296 6540 

Lantern Set, Electric 42311 6230 

Lantern Set, Gasoline 16588 6260 

Lathe, Metal, Spinning 03123 3449 

Lathe, Woodworking 07250 3220 

Lens, Camera, General Photographic 04616 6760 

Lens, Camera, Motion Picture 04617 6760 

Lens, Light 29939 6210 

Lens, Projection 04623 6760 

Life Preserver, Vest 07794 4220 

Light, Dental Operating, Ceiling 28437 6520 

Light, Dental Operating, Field 13903 6520 

Light, Dental Operating, Unit 14779 6520 

Light, Dental Operating, Wall Bracket 13900 6520 

Light, Dental, Tran illuminator 41508 6520 

Light, Desk 00515 6230 

Light, Floor (excl. medicinal) 00516 6230 

Light, Ignition, Timing 05819 4910 

Light, Photographic 13565 6760 

Light, Surgical, Ambulance 26367 6220 

Light, Surgical, Bracket 16813 6530 

Light, Surgical, Ceiling 09724 6530 

Light, Surgical, Field 09722 6530 

Light, Surgical, Stand 09723 6530 

Line Throwing Device 04792 1095 

Litter, Folding, Rigid Poles 04117 6530 

Litter, Rigid, Stokes 16279 6530 

Load Bank, Electrical 33776 6150 

Locker, Clothing (excl. shipboard type) 05303 7125 

                                

M 

                                                                            

Magnetic Inspection Unit, Portable 19006 6635 

Mailing Machine 35480 7490 

Maneuvering Board 03584 6605 

Mannequin, Resuscitation Training 28193 6910 

Mask, Gas 10097 4240 
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Meat Slicing Machine, Electric 05247 7320 

Medical Kit, Hospital Emergency 46135 6515 

Megaphone, Hand 07666 8465 

Menorah 04708 9925 

Meter, Ampere - Hour 60725 6625 

Meter, Atmospheric Test (see Meter, Arbitrary Scale or                      

Meter, Special Scale)                                                       

Meter, Arbitrary Scale 16476 6625 

Meter, Electrical, Multi-movement 04429 6625 

Meter, Special Scale 61955 6625 

Microfiche (see Viewer-Printer, Projection; Viewer Still                    

Picture)                                                                    

Micrometer, Electronic, Mutual Inductance  09785 6695 

Microphone, Dynamic 00362 5965 

Microscope, Laser 61887 6650 

Microscope, Optical 09176 6650 

Microscope Set, Medical Laboratory Equipment 28898 6545 

Microwave Oven (see Oven, Microwave)                                        

Mixer, Concrete, Trailer Mounted. 05454 3895 

Mixer, Food (see Mixing Machine, Food, Electric)                            

Mixer, Liquid, Revolving Shaft 05706 4940 

Mixer, Rotary Tiller 05711 3895 

Mixing Machine, Food, Electric 05245 7320 

Model, Aircraft & Ships Mod01 6910 

Model, Anatomical       03212   6910 

Modem (See Encl.44)  

Modular Furniture (see Work Station, Office; Workstation                    

Sub-Assembly, Office Type)                                                  

Motor, Alternating Current 00530 6105 

Mouthpiece, Spirometer 39061 6515 

Mower, Lawn, Hand 03337 3750 

Mower, Lawn, Power 03333 3750 

Mower, Lawn, Tractor Propelled 03338 3750 

Mustard Pot 15188 7350 

Multimeter 00794 6625 

                                                                            

N 

 

Nailing Machine, Automatic 12919 3540 

Navigation Set, Satellite Signal, airborne 39376 5826 

Navigation Set, Satellite Signal, non-airborne 39376 5825 

Net, Cargo Tie-Down, Aircraft Pallet 25035 1670 
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Nibbler, Electric, Portable 02540 5130 

Notching Machine, Sheet Metal, Hand 05508 3445 

Nozzle, Fire Hose 38129 4210 

 

O 

 

Oar 15270 2040 

Office Trailer (see Trailer, Van)                                           

Ohmmeter 00494 6625 

Opener, Can, Electric 1627 7330 

Organ 07692 7710 

Oscilloscope (electronic testing) 00357 6625 

Ottoman 11340 7105 

Outboard Motor, Gasoline 13576 2805 

Oven, Baking, Deck 07460 7310 

Oven, Baking & Roasting, Deck 07461 7310 

Oven, Baking & Roasting, Portable 58132 7310 

Oven, Laboratory 17096 6640 

Oven, Microwave 34752 7310 

Oven, Thermal Drying, Electric 12824 4430 

Oven, Warming, Electric 07462 7310 

 

P 

 

Pad, Cleaning, Surgical Instruments 45538 6515 

Pad, Writer, Electrocardiograph 46747 6515 

Padlock Set 17013 5340 

Pager (see also Receiver-Transmitter, Subassembly)                          

Pager, Communication 49625 5805 

Paintings ART01 9915 

Paper Shredding Machine (see Shredding Machine, Paper)                      

Parallel Bars, Gymnastic 07060 7830 

Partition, Free Standing 32275 7195 

Pepper Shaker 04662 7350 

Photocopying Machine 26145 3610 

Piano, Upright (service band) 07648 7710 

Pipe, Bent, Fire Extinguishing System 61612 4210 

Pitcher, Cream 15172 7350 

Pitcher, Syrup 15173 7350 

Pitcher, Water 15174 7350 

Plane, Electric, Portable 07977 5130 

Plane Jointer 03241 5110 

Planer, Plastic, Woodworking 62328 3220 

Plate, Eating 15168 7350 



  Encl. (2) to COMDTINST M4500.5C 

 

13 

DESCRIPTION                                                   INC  FSC 

 

Platter, Food Serving 15185 7350 

Polisher, Floor, Electric 04089 7910 

Polisher, Portable, Electric 22276 5130 

Pool Table 16465 7830 

Porcelain, Dental 38992 6520 

Power Supply 00740 6130  

Press, Laminating, Protective Covering 13506 3590 

Press, Lead Seal, Hand 05677 5120 

Press, Punch, Power 17971 3443 

Printer, Projection, Photographic 05951 6740 

Processing Machine, Photographic Film 06110 6740 

Processing Machine, Radiographic Paper & Developer,                         

Developer Assembly, Medical 14916 6525 

Processing Unit, Dental Resins 23558 6520 

Processing Unit, Photographic Film     06131   6740  

Processing Unit, X-Ray Film      14853   6525 

Programmer, Electronic, Command Signal-comm eqpt. 60851 5895 

Projector, Motion Picture, Silent 17514  6730 

Projector, Motion Picture (excl. 16mm) 03038 6730 

Projector, Motion Picture, Silent & Sound 03037 6730 

Projector, Still Picture (Slides, O/H) 03033 6730 

Projector, Video 38886 5836 

Public Address Set (non-airborne) 00179 5830 

Pulpit and Lectern Hanging 16428 9925 

Pump, Axial Pistons (excl. aircraft) 14791 4320 

Pump, Centrifugal 14741 4320 

Pump, Reciprocating 30409  4320 

Pump Unit, Centrifugal 17988 4320 

Pump Unit, Hydraulic, Hand Driven 27494 4320 

 

R 

 

Rack, Book (hanging, office type) 14880 7110 

Radiac Set 07331 6665 

Radiacmeter        07833   6665 

Radio Set (excl. navigational) (non-airborne 19533 5820 

Radio Set (excl. navigational) (home style) 19533 7730 

Radio Set, Control Group (excl. airborne) 19408 5820 

Radio Set Group 19409 5820 

Radio Set Group 19409 5895 

Radio Terminal Set (except navigation) 19552 5820 

Range, Electric 10856 7310 

Range, (Natural) Gas 05273 7310 

Reader, Bar Code  
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Receiver & Monitor, Video (see Television Set)                              

Receiver, LORAN (excl. airborne) 19523 5825 

Receiver, Radio (excl. navigational) 19438 5820 

Receiver, Subassembly 17068 5895 

Receiver, Transmitter, Radio (excl. navigation) 19506 5820 

Receiver-Transmitter, Facsimile 19354 5815 

Receiver-Transmitter Set, Radio (excl. navig.) 24409 5820 

Receiver-Transmitter, Subassembly 17069 5895 

Receiving Set, Radio 19511 7730 

Record Player (home type) 19264 7730 

Record Set, Disk 15986 7740 

Recorder, Time 02671 6645 

Recorder-Reproducer, Sound (office type) 02932  7450 

Recorder-Reproducer Set, Sound (Tape Player) 19538 7730 

Recorder-Reproducer Sub-Assembly, Sound 19295 5835 

Recreational Kit 07389 7810 

Reel, Fishing Rod 03284 7810 

Refrigerator, Mechanical, Food 35637 4110 

Refrigerator-Freezer, Mechanical, Food 35635 4110 

Refrigeration Unit, Mechanical 13501 4110 

Reproducer, Sound 19293 7730 

Rescue & Salvaging Kit, Hydraulic 35173 4240 

Respirator Outfit 14568 4240 

Resuscitator & Aspirator 26769 6515 

Ring Buoy, Lifesaving 07590 4220 

Rivet Set, Hand 04956 5120 

Rivet Set, Pneumatic Tool 05261 5130 

Rod, Fishing 03288 7810 

Roller, Lawn, Hand 17763 3750 

Rope, Wire 30295 4010 

Rotary Tool Kit, Electric 18083 5130 

Router, Electric, Portable 20881 5130 

Routing Machine, Woodworking 07511 3220 

Rowing Machine 16751 7830 

Rubber Stamp, Fixed Type 03586 7520 

Rubber Stamp Set, Price Marking 18010 7520 

Rug Set, Chapel       16437   9925 
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S 

 

Safe 02662 7110 

Safe Assembly, Burglar Resistant 13007 7110 

Salt Shaker 04663 7350 

Sand Blaster (see Blast Cleaning Machine) 

Sander, Disk 08043 3220 

Sander, Disk, Electric, Portable 19877 5130 

Sander, Belt, Electric, Portable 02536 5130 

Sander, Drum, Power Feed 08054 3220 

Sander, Floor, Power-Driven 09165 3220 

Sander, Oscillating Pad, Electric, Portable 18502 5130 

Saw & Jointer, Woodworking 07247 3220 

Saw & Miter Box, Circular Power 62329 3220 

Saw, Band, Metal Cutting 17908  3405 

Saw, Band, Portable, Power Driven 62214 5130 

Saw, Band, Woodworking 07433 3220 

Saw, Chain 07249 3695 

Saw, Circular, Portable, Electric 07847 5130 

Saw, Circular, Table Type 07434 3220 

Saw, Jig, Woodworking 07239 3220 

Saw, Power Hack. 03350 3405 

Saw, Power Hack, Portable 22287 3450 

Saw, Radial, Overarm, Woodworking 07446 3220 

Saw, Radial, Overarm, Woodworking, Trailer Mnt 20775 3220 

Saw, Reciprocating, Portable, Electric 18798 5130 

Saw, Reciprocating, Portable, Pneumatic 11076 5130 

Saxophones 15864  7710 

Scale, Alloy and Mercury Proportioning, Dental 13330 6520 

Scale, Inlay Investment Proportioning, Dental 19089  6520 

Scale, Mail & Parcel Post. 19012  6670 

Scale, Weighing 38066 6670 

Scaling & Chipping Tool, Electric 28960 5130 

Scanner, Bar Code  

Scanner, Optical  

Scooter, Motor 14652 2340 

Screen, Bedside 11037 6530 

Screen, Projection 06132 6730 

Sealing Iron, Electric 05314 3540 

Sealing Machine 47060 3540 

Secretary (excl. shipboard type) 08286 7105 

Server, Pie & Cake 15361 7340 

Serving Bowl (see Tureen, Soup) 
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Sewing Machine, Household 16757  7290 

Sewing Machine, Industrial (excl. shoe stitch) 04781 3530 

Sextant, Marine 03717 6605 

Shaper, Metal Cutting, Horizontal 03816 3418 

Shredding Machine, Paper (office type) 38099 7490 

Slicer, Fruit & Vegetable 22360 7330 

Slide File, Photographic 05952 6760 

Socket Set, Socket Wrench (hand) 19036 5120 

Soda Fountain        16514   7310 

Software  

Soldering Gun 00207 3439 

Soldering Iron, Electric 03559 3439 

Spanner Attachment Set, Socket Wrench 35340 5120 

Spectrometer, Diffraction Grating 62416 6650 

Spineboard 48324 6530 

Spirometer, Mouthpiece (see Mouthpiece, Spirometer)                         

Splicer & Rewinder, Photographic Film    06151   6740 

Spoon, Bouillon 04679 7340 

Spoon, Demitasse 04680 7340 

Spoon, Dessert 04681 7340 

Spoon, Food Service 14696  7340 

Spoon, Iced Tea 04683 7340 

Spoon, Salad Serving 61108 7340 

Spoon, Soup 04685 7340 

Spoon, Sugar 04686 7340 

Spoon, Table 04687 7340 

Spoon, Tea 04688 7340 

Spray Gun, Paint 05692 4940 

Spray Outfit, Paint 06253 4940 

Staircase, Exercise 48274 6530 

Stamp, Time (excl. hand stamp) 02672 6645 

Stamping Machine, Nameplate 10896 7490 

Stand, Bible and Missal 04710 9925 

Stand, Jump 07101 7810 

Stand, Maintenance, Aircraft Engine 06392 4920 

Stand, Music 05966 7720 

Stand, Office Machine 11239 7110 

Steam Table 07612 7310 

Stencil Cutting Machine, Hand 04082 7490 

Step, Jacob's Ladder 45034 2090 

Step, Ladder 46835 5440 

Stepladder 02119 5440 

Sterilizer, Surgical Instrument 04495 6530 

Stool, Dental Operating Chair 28018 6520 

Stool, Revolving (office type) 11342 7110 
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Stool, Straight (office type) 11330 7110 

Stopwatch 04786 6645 

Streamer, Award 29356 8345 

Streamer Set, Award 29357 8345 

Stroboscope 00536 6680 

Stylus, Sound Reproducing (excl. office type) 00831 5835 

Sugar Shaker (see Dispenser, Sugar)                                         

Suit, Wet (see Diver's Suit)                                                

Swim Fins 11043 4220 

Switchboard, Signal Distribution, Radar 03746 5895 

Systems Furniture (see Work Station, Office; Workstation                    

Sub-Assembly, Office Type)                                                  

 

T 

                                                                            

Table, Bedside (excl. hospital type) 14920 7105 

Table, Chart (excl. shipboard type) 14929 7110 

Table, Dining (excl. shipboard type) 11271 7105 

Table, Drawing 18886 6675 

Table, Electrical Test & Maintenance-basic tool 13641 6625 

Table, Examining 11278 6530 

Table, Examining and Treatment 11294 6530 

Table, Food Preparation 16495 7320 

Table, Game 19225 7820 

Table, Obstetrical and Gynecological 11295 6530 

Table, Occasional (office type) 11375 7110 

Table, Office (conference type) 11282 7110 

Table, Obstetrical and Gynecological 11295 6530 

Table, Operating, Hospital 11279 6530 

Table, Radiographic 06342 6525 

Table, Radiographic-Urological 06343 6525 

Table, Surgical Instrument and Dressing 36420 6530 

Table, Table Tennis (Ping Pong) 07048 7810 

Table Tennis Set 07398 7810 

Table, Tracing, Drafting 18137 667 

Table, Work, General 19574 7195 

Table, Work, Automotive Maintenance 19575 4910 

Tachometer, Mechanical, Hand Held 07114 6680 

Tap Set, Thread Cutting 19797 5136 

Tape Recorder (see Tape, Sound Recording)                                   

Tape, Sound Recording (office type) 00315 7450 

Tape, Video Recording 35664 5836 

Teapot, Serving 15176 7350 

TDD Telephone Unit (see Telephone Connecting Station)                       

Telephone 00306 5805 

Telephone Answering Machine (see Recorder-Reproducer, Sound)                
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Telephone Connecting Station (for hearing impaired) 01823 5805 

Telephone System 35522 5805 

Telescope, Straight (excl. fire control) 08633 6650 

Teletypewriter 00353 5815 

Television Set (Home) 19535 7730 

Tensiometer 18902 6635 

Tester, Torque Wrench 61233 6635 

Threading Machine, Pipe & Bolt (excl. portable) 03352 3419 

Tiller (see Cultivator, Garden)                                             

Toaster, Electric 05299 7310 

Tool Box, Portable 22043 5140 

Tool Kit, Electronic System 34588 5180 

Torch Outfit, Cutting 42571 3433 

Torch Outfit, Welding 26007 3433 

Tractor, Wheeled, Agricultural 02703 2420 

Trailer, Boat Moving 10936 2330 

Trailer, Transportable Shelter (Camping) 61266 2330 

Trailer, Van (Office) 12985 2330 

Transit 18489 6675 

Transmitter Assembly, Radio (non-airborne) 19420 5820 

Transmitter, Radio (excl. navigational) 19436 5820 

Transmitting Set, Radio (excl. navigational) (non-airborne) 19516 5820 

Tray, Communion 16426 9925 

Tray, Service 08108 7350 

Trimmer, Hedge, Power 03325 3750 

Trimmer, Paper, Drop Knife 03592 7520 

Tripod, Photographic 13638 6760 

Trombone, Bass 06010 7710 

Truck, Food Service 41189 7310 

Truck, Lift, Hand 33461 3920 

Truck, Lift, Fork 03197 3930 

Truck, Pallet, Powered 21921 3930 

Trumpet 15997 7710 

Tureen, Soup 15177 7350 

Turntable, Sound Reproducer (Phonograph) 00245 5835 

TV (see Television Set)                                                     

Typewriter 02814 7430 
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U 

 

Urn, Coffee, Single 07436 7310 

Urn, Coffee, Twin 07437 7310 

Urn, Coffee, Battery 07439 7310 

                                                                            

V 

 

Vegetable Cutting & Slicing Machine 16394 7320 

Vending Machine 45263 3550 

Video, VCR (see Tape, Video Recording)       

Viewer, Infrared (night vision eqpt.) 26085 5855   

 

V 

 

Viewer, Still Picture 17324 6730 

Viewer-Printer, Projection (microfiche) 21930 6730 

Vise, Bench & Machine Table 03096 3460 

Voltmeter (excl. specially designed) 16449 6625 

                                                                            

W 

 

Waffle Iron, Electric 05270 7310 

Wardrobe (excl. shipboard type) 08287 7105 

Washing Machine-Drying Tumbler-Household Laundry 23192 3510 

Washing Machine, Household Laundry, Power 04166 3510 

Watch, Pocket 17173 6645 

Water Cooler (see Dispenser, Drinking Water)                                

Welding Machine, Arc 03714 3431 

Work Station, Office 45122 7110 

Workstation Sub-Assembly, Office Type 47286 7110 

Wrench, Impact, Pneumatic 18446 5130 

Wrench, Torque 17611 5120 

                                                                            

X 

                                                                            

X-Ray Apparatus, Dental 06317 6525 

X-Ray Apparatus, Radiographic, Medical 06320 6525 

X-Ray Equipment Set, Dental, Field 21565 6545 
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ENCL. (3) LOAN AGREEMENT FOR HERITAGE PROPERTY (OUTGOING) 

                                                                            

Approvals.  Forward agreements for heritage property to Commandant (CG-09224) for approval.  

Commandant (CG-844) is the approving authority for personal property other than historical 

artifacts.                    
                                                                            

 

Coast Guard Curatorial Services 

Borrowing Artifacts From the U.S. Coast Guard 
 

 

Artifact Loans 

The mission of Coast Guard Curatorial Services is to ensure the proper collection, preservation, 

security, accountability, and educational use of historically significant Coast Guard artifacts and 

properties.  This includes artifacts from the Coast Guard and its predecessor agencies: Revenue 

Cutter Service, U.S. Lighthouse Service, U.S. Lifesaving Service, Bureau of Marine Inspection, 

and Steamboat Inspection Service.  

 

Organizations wishing to borrow artifacts from Coast Guard Curatorial Services must submit a 

written proposal detailing how they would utilize, exhibit, and interpret Coast Guard artifacts. 

Coast Guard artifacts must only be loaned to 501(c)(3) not-for-profit, educational organizations, 

and will only be placed in appropriate educational venues. 

 

Borrowing organizations must demonstrate their ability to properly care for, monitor, and exhibit 

collections in a manner consistent with the standards set by the American Association of 

Museums, and agree to any specific conditions set forth by Coast Guard Curatorial Services 

collections management policy.  Organizations requesting to borrow classic Fresnel lenses must 

adhere to an additional set of requirements.   

 

The borrowing organization shall agree to provide Coast Guard Curatorial Services with 

condition reports and photographs of borrowed artifacts throughout the loan term.  The borrower 

also agrees to permit staff from Coast Guard Curatorial Services to inspect the facility and 

conditions of the exhibit and storage space if necessary. 

 

The borrowing organization shall be responsible for any costs associated with the loan, including 

but not limited to: shipping, crating, and packing, installation/de-installation, security, and 

photography if necessary. 

 

Artifacts from Coast Guard Curatorial Services must not be sub-loaned to other institutions.  

Loan lengths will be determined based on the artifacts borrowed, proposed exhibits, current 

requests for similar artifacts, and the needs of the Coast Guard.  Requests for artifacts for 

traveling exhibits will be decided on a case by case basis.  First time borrowing organizations 

may be subject to a one year trial period. 

 

Coast Guard Curatorial Services reserves the right to terminate any loan as set forth in the loan 

agreement.  Loans must be terminated if the borrowing organization violates the standards set 
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forth by the American Association of Museums, Coast Guard Curatorial Services collections 

management policy, the loan agreement, or any additional specific conditions placed on the 

borrowing organization. 

 

Organizations that meet these requirements shall submit to Coast Guard Curatorial Services the 

following information: 

a. Proof of 501 (c)(3) non-profit status.  

b. Proof of sufficient insurance.  

c. Coast Guard Curatorial Services standard Facility Report or a current American Association 

of Museums Facility Report.  

d. Description of the museum, museum mission statement, museum organizational/staff 

structure, current educational exhibits, collections management policy/statement.  

e. Description of the objects or collections the organization wishes to borrow and proposed 

educational plan for those objects.  

f. Photographs and/or plans of the proposed exhibit space.  

Send the completed documentation to: 

 

COAST GUARD CURATOR 

US COAST GUARD CURATORIAL SERVICES 

7945 FERNHAM LN 

FORESTVILLE MD 20747-4518 

 

Borrowing requests for the Coast Guard Academy Museum shall be sent to: 

 

COAST GUARD ACADEMY MUSEUM CURATOR 

COAST GUARD ACADEMY MUSEUM 

15 MOHEGAN AVENUE 

NEW LONDON CT  06320-8131 

 

Request for artifacts shall be received six months before the proposed exhibit opening. Requests 

received sooner than six months stand a greater chance of fulfillment as artifacts become 

available. 

If you are a Coast Guard command or unit requesting an artifact loan, please contact the Curator 

directly. 

Extracted from:  http://www.uscg.mil/hq/g-i/artifacts/borrowingartifactsindex.asp 

mailto:angela.e.drews@uscg.mil
http://www.uscg.mil/hq/g-i/artifacts/borrowingartifactsindex.asp
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ENCL. (4) DHS PROPERTY MANAGEMENT DIRECTIVE SYSTEM MD NUMBER 0565 

 

D e p a r t m e n t  o f  H o m e l a n d  S e c u r i t y  

Management Directive System 

MD Number: 0565 

Issue Date: 12/10/2004 

 

I. PURPOSE 

This Directive establishes the Department of Homeland Security (DHS) policies and 

procedures for managing personal property.  It also assigns responsibilities for 

managing personal property to effectively carry out the responsibilities of 

accountability, use, maintenance, protection, transfer, and disposition of personal 

property. 

II. SCOPE 

This Directive applies to all DHS Organizational Elements (OEs). Each OE must 

augment this Directive with more stringent internal policies and procedures.  All 

supplemental internal policies must be coordinated with DHS‘ Office of Asset 

Management to confirm compatibility with the DHS policy. 

III. AUTHORITIES 

 

The following Acts, Regulations, and Standards govern this Directive: 

A. ―The Federal Property and Administrative Services Act of 1949,‖ 40  USC 

482, et. seq. 

B. ―Hazardous Materials Transportation Act,‖ 93 Pub.L. 633, as 

amended. 

C. ―Resource Conservation and Recovery Act,‖ 94 Pub.L. 580, as 

amended. 

D. ―Toxic Substances Control Act,‖ 94 Pub.L. 469, as amended. 

E. ―Chief Financial Officers Act of 1990,‖ as amended. 

F. Federal Management Regulations (FMR), 41 CFR 102. 

G. Federal Property Management Regulations (FPMR), 41 CFR 101. 

H. 5 C.F.R. Part 2635, ―Standards of Ethical Conduct for Employees of the Executive 

Branch." 

I. Federal Acquisition Regulation, Part 45, Government Property. 

J. Statement of Federal Financial Accounting Standards (SFFAS) #6, ―Accounting 

for Property, Plant, and Equipment (PP&E)." 
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K. Statement of Federal Financial Accounting Standards (SFFAS) #8, 

―Supplementary Stewardship Reporting.‖ 

L. Statement of Federal Financial Accounting Standards (SFFAS) #10, ―Accounting 

for Internal Use Software.‖ 

M. Statement of Federal Financial Accounting Standards (SFFAS) #11, ―Amendments 

to Accounting for PP&E: Definitions." 

N. Joint Financial Management Improvement Program (JFMIP), ―Property 

Management Systems Requirements.‖ 

O. DHS Management Directive 0010.1. ―Management Directives and DHS 

Announcements." 

P. DHS MD 1010. ―Accepting Foreign Gifts and Decorations." 

Q. DHS MD 1120.1. ―Capitalization and Inventory of Personal Property." 

IV .  DEF INITIO NS  

A. Accountable Property Officer (APO).  The individual responsible for the 

accountability and control of personal property within their jurisdiction.  The 

responsibility may be a collateral duty designated to an individual with a different 

title within the organization. 

B. Accountable Personal Property.  Personal property with an initial acquisition cost 

at, or above, a specific threshold, and items designated as sensitive, that are 

recorded in the organization‘s automated control system, which contains, at a 

minimum, the mandatory requirements set forth in the JFMIP Property 

Management System Requirements. 

C. Acquisition.  To procure, purchase, or obtain personal property in accordance with 

Federal Acquisition Regulations (FAR) and DHS Management Directives, 

including, but not limited to, transfer, donation, forfeiture, manufacture, or 

production at government-owned plants or other facilities. 

D. Administratively Controlled Property.  Items below $5,000 that are not recorded as 

sensitive, which are subject to reasonable controls relative to property values.  At a 

minimum, consumable property (supplies and spare parts) must have a double 

entry noting what was received and to whom it was issued. 

E. Capitalization.  Recording and carrying forward an expense into one or more future 

periods, which results in expensing the cost of an asset over the remainder of its 

useful life by matching the benefit, gained from that expenditure, with the 

associated cost. 

F. Capital Leases.   Leases that transfer substantially all the benefits and risks of 

ownership to the lessee and that meet at least one of the following criteria: 

1. The lease transfers ownership of the property to the lessee by the end of the 

lease term. 

2. The lease contains an option to purchase the leased property at a 
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bargain price. 

3. The lease term is equal to or greater than 75 percent of the estimated 

economic life of the leased property. 

4. The present value of rental and other minimum lease payments, excluding 

that portion of the payments representing executory cost, equals or exceeds 

90 percent of the fair value of the leased property. 

G. Capitalized Personal Property.  Personal property that has an estimated service 

life of two years or more and is acquired at or above a specified cost established 

in DHS Management Directive 1120.1. 

H. Dangerous Property.  Items of harmful potential such as weapons, 

ammunition, and dual-use property that can be converted to terrorist use.  

Dangerous property will be subject to life-cycle management. 

I. Depreciation.  The systematic, rational allocation and periodic accounting entries 

made in financial records to reflect decreases in the value of property through 

age, wear, deterioration, or obsolescence over its estimated useful life. 

J. Excess Personal Property.  Personal property that is no longer required by DHS 

OEs in the performance of their duties. 

K. Hazardous Property.  Personal property components or material that are deemed 

hazardous, chemical substances or mixtures, or hazardous waste as  

defined under the Hazardous Materials  Transportation Act (HMTA), 

the Resource Conservation and Recovery Act (RCRA), or the Toxic Substances 

Control Act (TSCA). Such items are recognized by Material Safety Data Sheets 

or Hazardous Material Information Sheets.  This property is subject to life cycle 

management. 

L. Idle Property.  Personal property that is not being used by the OE. 

M. Life-Cycle Management.  All direct costs associated with a program and 

indirect costs that can be linked to a program. Life-cycle management also 

includes certifications of reviewing officials on all relative documentation. 

N. Maintenance.  The act of cleaning, servicing, and repairing equipment to 

ensure that items are in operational condition. 

O. Personal Property.  Tangible and intangible property that can be physically 

moved from place to place. 

P. Physical Inventory.  A physical count of items for the purpose of verifying the 

actual items on hand against those recorded on the personal property record.  A 

physical inventory consists of sighting, viewing, tagging or otherwise marking, 

determining condition, describing, reconciling of exceptions, recording, and 

reporting inventory completion. 

 

Q. Property Custodian (PC).  An individual assigned day-to-day stewardship for 

personal property in a particular area or OE.  The designation of PC may or 
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may not correspond to the individual‘s official job title. 

R. Property Management Officer (PMO).  An official responsible for ensuring 

compliance with internal policies and Government-wide regulations regarding the 

acquisition, receipt, accountability, utilization, distribution, and disposal of 

personal property. 

S. Property, Plant and Equipment (PP&E).  Tangible assets that have an estimated 

useful life of two years or more, are not intended for sale in the ordinary course 

of operations and have been acquired or constructed with the intention of being 

used or made available for use by the organization. PP&E also includes real 

property that is covered under Management Directive 0560. 

T. Sensitive Personal Property.  Personal property requiring a high degree of 

protection and control due to its high-risk nature or its inherent attractiveness, 

portability, and/or sensitivity.  This type of property must be recorded in a 

formal personal property system. Sensitive personal property includes, but 

is not limited to, the following property categories regardless of dollar value: 

1. Dangerous and hazardous property. 

2. Firearms, including drill weapons, stun guns and shock weapons such as 

stun belts with or without serial numbers. 

3. Property with data storage capability. 

4. Inherently portable property and property that can easily be converted to 

private use or has high potential for theft, such as laptop computers and 

personal computing devices. 

5. All property authorized for processing and/or storing classified 

information. 

V. RESPONSIBILITIES 

A. Chief of Administrative Services.  The Chief of Administrative Services is 

responsible for oversight of the Department‘s Property Management Program. 

B. Director of Asset Management.  The Director of Asset Management is 

responsible for the overall management of personal property programs within the 

Department.  This authority is delegated, in writing, by the Chief of 

Administrative Services, and includes: 

1. Ensuring that the Personal Property Management Program is carried out 

according to established procedures. 

2. Establishing thresholds for accountability and control. 

3. Prescribing Departmental rules and procedures. 

4. Providing Departmental oversight for OE property programs. 
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5. Managing Departmental property management control and accountability 

systems. 

C. Head of the OE.  The Head of each OE is responsible for: 

1. Providing effective administration, maintenance, accountability, and 

control of its property and equipment. 

2. Establishing internal control systems to ensure management accountability, 

and providing optimum protection against fraud, waste, misuse and abuse of 

Government property during the acquisition, receipt, use, movement, 

maintenance, and disposal cycles. 

3. Providing sufficient resources to carry out property management 

functions. 

4. Designating a PMO in writing for each organization. 

5. Providing internal oversight for property management activities. 

D. Property Management Officer (PMO).  The PMO shall be delegated the following 

personal property management responsibilities, in writing: 

1. Maintaining an effective Personal Property Management Program within 

their area of jurisdiction. 

2. Ensuring that reports for lost, missing, or damaged (beyond normal wear and 

tear) items are properly and promptly reported on a Report of Survey, and 

summoning a Board of Survey, if required. 

3. Providing technical assistance to the Board of Survey, including 

information pertaining to the acquisition, use, value, age, and 

accountability of the property involved. 

4. Evaluating local program effectiveness and implementing actions to 

improve property accountability. 

5. Establishing controls to ensure locally acquired assets, meeting the 

accountable thresholds (mandatory tracking requirements), are 

recorded in the personal property system. 

6. Ensuring that APOs and PCs within their jurisdiction receive proper 

training to effectively perform personal property management duties 

and responsibilities, and are designated in writing. 

7. Designating an excess property coordinator to receive, circulate, and 

transfer excess property for internal screening between other OEs 

within DHS. 
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E. Accountable Property Officer (APO).  The responsibilities of the APO shall be 

delegated in writing and include, at a minimum, the following responsibilities: 

1. Designate custodial areas and Property Custodians to manage the 

property within that specified area. 

2. Ensure all Property Custodians are properly trained in the local processes 

and procedures. 

3. Ensure that all property transactions, including acquisitions, transfers, and 

disposals, are recorded in the designated accountable property system. 

4. Develop procedures for Property Custodians to conduct required 

physical inventories of personal property meeting the criteria 

established by this Directive, and ensure that all discrepancies are 

promptly reconciled. 

F. Property Custodian (PC).  Each PC is responsible for the day-to-day support of 

the Personal Property Management Program, including: 

1. Maintaining current records for accountable property within the assigned 

custodial area. 

2. Initiating or processing documents affecting the accountability 

or custody of equipment. 

3. Ensuring authorized use and proper care and protection of the property. 

4. Reporting missing, lost, or stolen property, or property damaged 

beyond normal wear and tear. 

5. Notifying Federal or local security officials, as appropriate, of adverse 

incidents relating to the loss or theft of personal property, and preparing 

related documentation. 

6. Preparing and coordinating Reports of Survey, Form (CG-5269) to 

document incidents regarding loss, theft, or damage of personal property. 

7. Serving as a technical advisor to the PMO, APO, and Board of Survey, 

providing assistance as required.   

8. Assisting in locating property during physical inventories. 
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9. Retaining documentation to support the audit trail for all acquisitions, 

transfers, and disposition activity. 

G. Department Employees.  Each employee of DHS who uses, supervises the 

use of, or has control over government property is responsible for such 

property.  This responsibility may take either, or both, of the following 

forms: 

1. Supervisory responsibility, in which an officer-in-charge, an administrative 

officer, or a supervisor is obligated to establish and enforce necessary 

administrative and security measures to ensure proper preservation and use 

of all government property under their jurisdiction. 

2. Personal responsibility, in which each employee is obligated to properly 

care for, handle, use, and protect government property issued to or assigned 

for the employee‘s use at, or away from, the office or station. 

VI. POLICY AND PROCEDURES 

A. Policy. 

1. The OE shall use the eMerge
2
 solution to track personal property.  Until the 

eMerge
2
 solution is implemented Department-wide, each OE shall ensure it 

maintains its property records in an automated system that contains, at a 

minimum, the mandatory requirements set forth in the JFMIP Property 

Management System Requirements.  All accountable personal property 

shall be recorded in the personal property system of records, as necessary, 

for managerial control. 

2. OE‘s shall use commercial and/or government standards to account for 

personal property throughout its life cycle. Such personal property items 

shall be tracked using bar code technology and/or radio frequency 

identification (RFID), manufacturer serial numbers, and model numbers in 

accordance with DHS labeling standards. 

 

B. Procedures. 

1. Personal Property Accountability. 

a. All PP&E acquired as new property shall be recorded at the 

acquisition cost and will include all executory costs including, but not 

limited to, payments to vendors for freight, handling, storage, design, 

construction, and installation. 

b. Property acquired via inter-governmental transfer, forfeiture, gifts, or 

by methods other than new purchases shall be recorded at the net 

book value, or the fair market value when net book value cannot be 

determined, inclusive of transportation costs. 

c. A Property Management Officer or Accountable Property Officer 
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shall provide input, guidance, and direction to support all contract 

actions for personal property, as required in accordance with the 

Federal Acquisition Regulation and internal DHS standards. 

C Identifying Hazardous Property or Material.  The Federal Acquisition 

Regulation requires that manufacturers identify items, or a component of the item, 

and document potential hazards on material safety data sheets as part of the 

acquisition process. When an item has been determined hazardous, it must be 

identified with a Material Safety Data Sheet or Hazardous Material 

Information Sheet, and the personal property record shall be annotated throughout 

its life cycle. 

D. Capitalization Policy. All acquired DHS property meeting the thresholds 

established in DHS Management Directive 1120, as amended, shall be capitalized 

in a personal property management system. 

 

E. Personal Property Physical Inventories.  Each OE shall develop specific 

guidelines and procedures to conduct and reconcile required physical 

inventories.  A physical inventory of personal property shall be conducted as 

follows: 

1. A wall-to-wall physical inventory of all accountable personal property 

shall be conducted a minimum of every two years, or on a cyclical basis. 

2. A complete physical inventory of all sensitive personal property and 

capitalized property shall be conducted annually. 

3. OEs shall provide the Director of Asset Management a schedule of planned 

physical inventories by January 30 of each year. 

4. For internal control purposes, employees participating in physical inventories 

shall not be the same individuals who are responsible for such property; 

however, property management personnel and custodians may assist 

in locating, identifying, and reconciling the physical inventory process. 

5. At the end of an inventory cycle, Reports of Survey, Form (CG-5269) will be 

initiated to account for any property that cannot be located during the 

physical inventory, and will be submitted to the Office of Asset 

Management, along with the inventory results, for reconciliation purposes. 
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F. Annual Physical Inventory Requirements.  DHS property that meets or exceeds 

the following thresholds shall be subject to an annual physical inventory: 

1. All capitalized personal property. 

2. All sensitive property. 

3. Foreign gifts and decorations for official display purposes that   meet the 

minimal value.  The current definition of minimal value can be obtained 

from the Office of Asset Management and shall be consulted whenever a 

foreign gift/decoration is received. 

G. Nonconforming Physical Inventories.  If inventory results indicate that an OE has 

not complied with internal DHS policies, or the OE‘s reconciliation results show a 

loss ratio greater than two (2) percent of the dollar amount at a single inventory 

location, the Office of Asset Management will recommend remedial action.  The 

OE shall be responsible for developing a plan specifying the steps to correct the 

deficiencies or discrepancies within a specified time.  If the deficiencies or 

discrepancies are not resolved, the Office of Asset Management will consult with 

the Chief Financial Officer (CFO) and/or the Office of Inspector General as to 

possible remediation, such as removing the OE‘s delegated authority to manage its 

property, and/or providing remedial services to account for its property.  The 

expense of providing external auditing and management services will be the 

responsibility of the OE. 

H. Reporting Lost, Stolen, Damaged, or Missing Personal Property. 

1. Any incidents of loss, theft, damage, destruction, or other conditions 

adversely affecting personal property shall be reported to the PMO.  The 

PMO shall refer incidents to a Board of Survey, or other internal review 

organization, for investigation under the following circumstances: 

a. The incident is known to be the result of, or is suspected to be the result 

of, willful intent or gross negligence, regardless of the property value. 

b. The item involved has an original acquisition cost of $50,000, or more, per 

line item (with consideration also given to the fair market value of the 

property), unless the PMO certifies, in writing, that the particular 

circumstances clearly indicate that a survey investigation is unwarranted. 

c. Other circumstances as dictated by departmental policy and 

procedures. 

2. Incidents of loss, theft, damage, destruction, or other circumstances 

adversely affecting personal property that are not referred to a formal Board 

of Survey, in accordance with this policy, shall be subject to a less formal 

administrative review. However, inconclusive reviews and recurring 

irregularities in a single location or property account shall be referred to a 
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Board of Survey for formal investigation. 

POs shall submit an electronic report of loss,  damage, and 

destruction (LDD) to the PMO on or before November 30 of each fiscal 

year.  The report shall include: unique identification number (e.g., bar 

code or serial number), item description, total acquisition cost, 

accountable location, the completed Report of Survey date, status of action 

taken, corrective measures taken to prevent repetition, and root 

cause of the lost or missing item. 

I. Boards of Survey. 

1. The OE Head shall appoint a Board of Survey with membership outside the 

direct chain of command to conduct an investigation of any circumstances 

surrounding the loss, theft, damage, destruction, or other circumstances 

adversely affecting personal property.  This duty must be delegated.  

The Board of Survey shall investigate the circumstances, submit 

recommendations based upon findings, and prescribe appropriate actions. 

2. The Board of Survey must be either a standing or ad-hoc committee, 

consisting of three to five members serving a fixed term, and charged 

with: 

a. Conducting prompt, objective, and comprehensive investigations into 

the circumstances that caused the adverse conditions involving loss, 

damage, or destruction of government personal property, including 

the presentation of all written information and testimony applicable 

to the incident under investigation and the verification of pertinent 

evidence. 

b. Submitting recommendations to the Head of the OE consistent with 

the circumstances and findings disclosed by the investigation. 

c. Determining employee responsibility and recommending 

financial liability and/or referral for other action. 

d. Ensuring that the employee has the opportunity to present a case, in 

writing, to the Survey Officer or Board of Survey during the course of 

the investigation, and prior to any final determination. 

e. Referring findings of responsibility to the appropriate official or 

Human Capital/Personnel Office for action, as necessary. 

f. Limiting access to the information received, and to findings and 

recommendations, to personnel having a need to know. 

g. Authorizing the removal of items from the official property 
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records. 

3. Alternative investigative mechanisms, such as a review by the Office of 

Inspector General or internal review, may substitute for a Board of Survey 

provided that the alternative mechanism includes a comprehensive review 

and a specific finding of responsibility, or no responsibility, which may be 

used as the basis to relieve property accountability, and/or refer for action 

as appropriate. 

J Gifts.  Gifts accepted by the Secretary, or designee, on behalf of the 

Department shall be managed in accordance with Management Directive MD 

1010, as amended. 

 

K. Reassignment of Idle Personal Property. 

a. Personal property no longer required by the owning activity will be reported 

to the OE Excess Property Coordinator for internal screening and possible 

transfer to another DHS activity.  Items uneconomical to repair, or for which 

the cost of care and handling exceed expected sale proceeds, shall be 

abandoned or destroyed in accordance with written findings, as 

approved by OE Managers.  Transfers of available property within the 

Department, including contractor inventory, shall be made without exchange 

of funds when the proceeds would be deposited in Miscellaneous Receipts. 

b. The disposing office may elect to receive reimbursement, at the fair 

market value, when property involved is reimbursable by law. 

c. The receiving office shall pay the fair market value in all instances where the 

property being acquired will be carried in accounts where property 

disposals are reimbursable. 

L. Disposal of Excess Personal Property.  Personal property no longer required 

for its intended purpose shall be disposed of in accordance with the FMR and 

FPMR.  Before reassigning or disposing of any property capable of containing 

sensitive/classified information (e.g., computers, transcribers, safes, etc.), OEs 

shall ensure that property has been inspected and all sensitive/classified materials 

removed or destroyed.  IT equipment shall be sanitized and certified as such on all 

disposal documentation.  Books, periodicals, other publications, and related 

material will be disposed of as directed by the OE‘s PMO. 

M. Reports of Excess to General Services Administration (GSA).  Idle property 

that has cleared DHS internal screening will be reported by the OE to the GSA 

Electronic System for subsequent utilization and disposal actions. 
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N. Disposal of Property Containing Hazardous Material or Waste, and Dangerous 

Property.  Property containing hazardous material or wastes, and dangerous 

property shall not be reported to GSA for disposal.  OEs are responsible for 

contacting the Department‘s Director of Safety and Environmental Programs to 

ensure that hazardous materials and waste are disposed of in accordance with 

Environmental Protection Agency (EPA), State, and local laws and regulations. 

O. Document Retention. 

a. The original acquisition documentation shall be retained for the life of the 

item, plus three (3) years beyond disposition.  The Property Custodian 

shall retain this documentation for audit trail purposes. 

b. The original acquisition documents for non-capital assets shall be retained 

for three (3) years beyond the date of final payment.  The Acquisition 

Office shall retain documentation for non-capital assets in accordance with 

the General Services Administration Schedule records requirements. 

P. Annual Reporting Requirements.  OEs shall furnish the following annual reports 

to the DHS Office of Asset Management by the dates stipulated below: 

Title       Annual Due Date 
 

Foreign Gifts Received from Individuals  January 10 

Annual Inventory Plan    January 30 Government 

Furnished Property to the 

Contractor      March 30 Excess Property 

Furnished to Non-Federal Recipients   November 30 

Exchange/Sale Report     November 30 

EO 12999 ―Computers for Learning‖   November 30 

Annual Report of Lost, Damaged, or Stolen  

Property      November 30 

Foreign Gift Given to Individuals   November 30 

VII.  QUESTIONS OR CONCERNS 

Questions or concerns regarding this directive must be addressed to the Office of 

Administrative Services, Office of Asset Management. 

.
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ENCL. (5) DHS PROPERTY MANAGEMENT DIRECTIVES SYSTEM MD NUMBER 1120 

CAPITALIZATION AND INVENTORY OF PERSONAL PROPERTY 

 

Issue Date: 06/01/2003 

Capitalized Property 1120 

 

I. Purpose 

This directive establishes the Department of Homeland Security (DHS) policy for 

capitalization and inventory of personal property.  

II. Scope 

This directive applies to all DHS organizational elements serviced by the DHS Office of the 

Chief Financial Officer.  All organizational elements that receive financial management support 

from another Federal agency, or that have existing programs, shall continue to use that support 

until a DHS-wide system is developed and implemented. 

III. Authorities 

This directive is governed by numerous national policies, such as: 

A. Statement of Federal Financial Accounting Standards (SFFAS) #6 

―Accounting for Property, Plant and Equipment (PP&E)." 

B. Statement of Federal Financial Accounting Standards (SFFAS) #8 

―Supplementary Stewardship Reporting.‖ 

C. Chief Financial Officers Act of 1990, as amended. 

D. Joint Federal Management Improvement Program (JFMIP) ―Property 

Management Systems Requirements." 

E. Statement of Federal Financial Accounting Standards (SFFAS) #10 

―Accounting for Internal Use Software." 

F. Statement of Federal Financial Accounting Standards (SFFAS) #11 

―Amendments to Accounting for PP&E: Definitions (Amends SFFAS #6 and 

#8)." 
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I V .  D e f i n i t i o n s   

A. Accountable Property.  The formal records of personal property which 

assign specific responsibility for control to an individual.  Such records may 

control single items or aggregates of similar property. 

B. Capitalization.  Recording and carrying forward any expenditure into one or 

more future periods.  This results in expensing the cost of an asset over the 

remainder of its useful life by matching the benefits gained from that 

expenditure with the associated cost. 

C. Capitalization Threshold.  The threshold for capitalization of property and 

improvements. 

D. Capitalized Personal Property.  Personal property with an initial acquisition 

cost at or above a specific threshold, which is recorded in the general ledger of 

the financial management accounts. 

E. Department.  The Department of Homeland Security (DHS). 

F. Depreciation.  The systematic and periodic accounting entries made in the 

financial records to reflect decreases in the value of property through age, 

wear, deterioration, or obsolescence over its estimated useful life. 

G. Information Technology Equipment (IT).  A generally accepted term to 

include all types of computer components. Other acronyms that have been 

used by agencies to reflect computer equipment include: ADPE (automated data 

processing equipment), AE (automation equipment), and AR (automation 

resources). 

H. Property, Plant and Equipment (PP&E).  Tangible assets that have estimated 

useful lives of 2 years or more, are not intended for sale in the ordinary course of 

operations, and have been acquired or constructed with the intention of being 

used, or being available for use by the entity. 

V .  R e s p o n s i b i l i t i e s  

A. The Under Secretary for Management Shall:  Be responsible for all 

aspects of this directive. 

B. The Chief Financial Officer Shall:  Ensure that all acquired property that 

meets established capitalization and/or accountability thresholds is entered 

into the designated accountable property accounting system. 
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C. The Director of Administration Shall: 

1. Ensure that all property acquisitions are promptly and accurately recorded in the 

accountable property management system; 

2. Establish internal control procedures to prevent losses, and if necessary 

conducts Reports of Survey, Form (CG-5269)  when items are lost or 

damaged beyond normal wear and tear; 

3. Establish procedures to ensure that all accountable property is adequately 

safeguarded; 

4. Establish procedures for the physical inventory of accountable items; 

5. Ensure information concerning capitalized property is forwarded to the financial 

administration and the Chief Financial Officer; 

6. Provide custodial personnel to account for personal property; and 

7. Ensure that physical property inventories are conducted and reconciled 

regularly. 

D. The Property Officer Shall: 

1. Maintain an effective administration program for the property accountability 

and control system within their area of responsibility; 

2. Designate custodial areas and property custodians to manage the personal 

property within a specified area; 

3. Ensure all custodians are properly trained in the local processes and procedures; 

4. Provide custodians with current records for assets within their area; 

5. Ensure reports for lost, missing or damaged (beyond normal wear and tear) items 

are properly and promptly reported on a Report of Survey, Form (CG-5269); 

6. Evaluate the local system performance and program effectiveness; 

7. Establish controls to ensure locally acquired assets meeting the accountable 

thresholds (mandatory tracking requirements) are met; 

8. Retain documentation of audit trail documents of acquisition, transfer, and 

disposition activity; 

9. Enter or designate personnel to enter property acquisitions, transfers and 

disposals into the designated fixed asset system; and 
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10. Develop procedures for custodians to conduct annual physical inventories 

of accountable property meeting the criteria in Section VI.B of this 

Manual and all discrepancies are reconciled. 

VI. Policy & Procedures 

A. Policy. 

1. Capitalization: 

a. All PP&E shall be recorded at original acquisition cost.  Cost shall 

include all costs incurred to bring the PP&E to a form and location 

suitable for its intended use, including payments to vendors, 

freight, handling and storage, design, construction, training, and 

installation; 

b. All acquired DHS property meeting the following thresholds shall 

be capitalized in the accountable asset management system: 

(1) Software & software projects: $750,000 and over. 

(2) Aircraft, vessels, and electronic systems: $200,000 and 

over. 

(3) Other personal property: $50,000 and over. 

c. All capitalized DHS property shall be depreciated over its 

useful life using the straight-line method with no salvage value: 

(1) Vessels above 65‘ in length: 30 years 

(2) Aircraft: 20 years 

(3) Electronics Systems: 8 years 

(4) Software: 3 years 

(5) Boats, Standard: 20 years 

(6) Boats, Nonstandard: 5 years 

(7) Vehicles 
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(a) Construction Equipment: 15 years 

(b) Buses: 8 years 

(c) All Other Vehicles: 5 years 

(8) All other personal property: 5 years 

d. Improvements: Any improvements made to a capital asset that 

meets or exceeds the capital threshold and (1) extends the life of the 

original asset OR (2) significantly enhances the mission capability 

of the original asset shall be capitalized and depreciated, 

accordingly. 

2. Accountable Personal Property & Physical Inventory: All DHS property 

which meets or exceeds the following thresholds shall be subject to annual 

physical inventory. (Weapons require daily counts, monthly reviews, as 

well as the annual physical inventory.): 

a. Telephones and electronic equipment, including Blackberry devices 

and cell phones: $1,000 and over. 

b. Information Technology (IT) components having memory 

(including personal data assistants, often called palm pilots) and 

software licenses: any price. 

c. Vehicles: any price. 

d. Weapons: any price. 

e. Other personal property: $5,000 and over. 

B. Procedures. 

1. Original acquisition documentation shall be retained by the property officer 

of all capitalized assets acquired by the Office of the Secretary.  Retention 

period shall be held for the life of the item plus 3 years beyond 

disposition.  The documentation for capital assets shall be retained by the 

financial management office (but may be held elsewhere). 

2. Original acquisition documentation of noncapital assets shall be held for 3 

years beyond the date of final payment.  The documentation for noncapital 

assets shall be retained by the acquisition office per the General Service 

Schedule records requirements. 

 

C. Questions or Concerns Regarding the Process.  Any questions or concerns regarding 

this directive shall be addressed to the Office of the Under Secretary for Management. 
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ENCL. (6) REQUISITION AND INVOICE/SHIPPING DOCUMENT, FORM (DD-1149) 

                                                                            

1.  Use of the Requisition and Invoice/Shipping Document, Form (DD-1149) form.  Use the Requisition and Invoice/Shipping Document, Form (DD-1149) for procurement of 

material which is excluded from MILSTRIP or other procurement documents.  It  may also be used to requisition repairs or rentals of labor-saving devices, repairs for general 

purpose property, dry cleaning, transfer of excess personal property between Coast Guard units and Department of Defense activities, or renovation services, etc.            

                                                                            

2.  Preparation of  the Requisition and Invoice/Shipping Document, Form (DD-1149).  Prepare the Requisition and Invoice/Shipping Document, Form (DD-1149) in the  following 

format when used for procurement of specified materials  (other than bulk petroleum) and services.  See Figure 5-1 for a sample Requisition and Invoice/Shipping Document, 

Form (DD-1149).                       

DATA                                                                        BLOCK  CAPTION                                                ENTRY 

1 FROM                     Enter the service designator "Z", OPFAC, and name 

(include hull number for vessels).                

 

2 TO Enter the service designator, OPFAC, and name of the 

activity which will provide the material or service. 

3 SHIP TO - MARK FOR       Enter Supply Officer, the name of requesting activity and 

point of delivery (include hull number if a vessel). 

4 APPROPRIATION/SUBHEAD    Enter complete line of accounting data 

5 REQUISITION DATA         Enter the calendar date (day, month, and year) on which 

the requisition is prepared. 

6 REQUISITION NUMBER       Enter the service designator, OPFAC, and Julian date of 

the requisition number.  Do not enter the requisition serial 

number, as an individual serial number is required to be 

assigned in data block (b) for each line item.         

7 DATE MATERIAL REQUIRED   Enter the calendar date (day, month, and year) that 

delivery of material or completion of service is required.   

For material, entry is required only when the priority 

assigned in data block 8 will not enable timely delivery.                   

 

8 PRIORITY   Enter the appropriate two digit priority designator     

9 AUTHORITY OR PURPOSE     When available, enter the authoritative reference 

applicable to procurement of the specific material or 

service requested; otherwise, leave blank. 

 

10 SIGNATURE                The name, rank, and signature of the Supply Officer. 

(a) ITEM NO. Leave blank. 
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Continuation of Requisition and Invoice/Shipping Document, Form (DD-1149) 

(b) NATIONAL STOCK NUMBER    Type "REQN SER NO." in the left margin of the printed 

caption of data block (b) and under the typed caption, 

enter a four-digit  

requisition serial number for each item requested; and 

following the requisition serial number, enter an adequate 

identification of each item.  When a (DD-1149) form is 

submitted for repair of general purpose property items 

which are identified by serial number, the item 

description will include the applicable serial number.           

 

(c) UNIT OF ISSUE            Enter the appropriate unit of issue abbreviation for 

material requested, or "JOB" if service is requested.                       

(d) QUANTITY REQUESTED       Enter the quantity required.  Enter quantity of 1 when the 

unit of  issue is "JOB."  

(e) thru (g)  LEAVE BLANK                         

(h)  Enter unit price (*) 

(i) Total Cost               Enter total cost. (*) 

 

Entry is for accounting purposes only when used for transfer of excess personal property between Coast Guard units or other DoD activities.     

Note:  Base Support Units (BSUs/Base), Integrated Support Commands, and commanding officers must ensure that all property transferred within 

their command is reported on Form CG Web Form 6048 (Annual Report – Section 2: Utilization and Disposal of Excess and Surplus Personal 

Property).  See Chapter 9 c1 of this Manual for reporting information.   
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ENCL. (7) SUPPLY/DISPOSAL CONDITION CODES AND DISPOSAL AUTHORITY CODES 

                                                                            

1.  Supply Condition Codes.                                                 

                                                                            

                          SUPPLY CONDITION CODES                              

 

CODE     TITLE  DEFINITION 

   

A Serviceable (issuable without 

qualification)        

New, used, repaired or 

reconditioned material which 

is serviceable and issuable to 

all customers without  

limitation or restriction.  

Includes material with more 

than 6 months shelf life 

remaining.                           

 

B Serviceable (issuable with 

qualifications)     

New, used, repaired, or 

reconditioned material which 

is serviceable and issuable for 

its intended purpose, but is 

restricted from issue to 

specific units, activities, or 

geographical areas by reason 

of its limited usefulness or 

short service-life expectancy.  

Includes material with 3 

months through 6 months 

shelf life left.  

 

C Serviceable (priority issue)                 Items which are serviceable 

and issuable to selected 

customers, but which must be 

issued before condition A and 

B material avoid loss as a 

usable asset.  Includes 

material with less than 3 

months shelf life remaining.                           

   

D Serviceable (test/modification)                    Serviceable material which 

requires test, alteration, 

modification, or disassembly.  

(This does not include items 

which must be inspected 

immediately prior to issue). 
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E Unserviceable (minor repairs)                        Material which involves only 

limited expense or effort to 

restore to serviceable 

condition and which is 

restored in the storage agency 

where the stock is located. 

F Unserviceable (repairable)                          Economically repairable 

material which requires repair, 

overhaul, or reconditioning, 

and includes repairable items 

which are radioactively 

contaminated. 

G Unserviceable (incomplete)                          Material requiring additional 

parts or components to 

complete the end item prior to 

issue.  

H Unserviceable (condemned)           Material which has been 

determined to be 

unserviceable and does not 

meet repair criteria (includes 

condemned items which are 

radioactively contaminated). 

S Unserviceable (scrap)  Material that has no value 

except for basic material 

content.  No stock will be 

recorded as on hand in this 

condition. This code is used 

only on transactions   

involving shipments to a DLA 

Disposition Services (Site).  

Material will not be 

transferred to condition code S 

prior to turn in to DLA 

Disposition Services (Site) if 

in codes A through H at the 

time material is determined 

excess.  Materiel identified by 

NSN will not be identified by 

this  condition code.                            

2.  Disposal Condition Codes . The General Services Administration (GSA) has recently pared 

down the number of Disposal Condition Codes.  While the DLA Disposition Services (Site) 
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has not adopted the recent changes, the U.S. Coast Guard shall use GSA‘s list, in accordance 

with  41 CFR 102-36.240.                    

 

DISPOSAL CONDITION CODES 

 

CODE     TITLE DEFINITION 

1 Excellent Property which is in new 

condition or unused condition 

and can be used immediately 

without modifications or 

repairs. 

4 Usable Property which shows some 

wear, but can be used without 

significant repair. 

7 Repairable Property which is usable in its 

current condition but can be 

economically repaired.  

X Salvage Property which has value in 

excess of its basic material 

content, but repair or 

rehabilitation is impractical 

and/or uneconomical 

S Scrap Property which has no value 

except for its basic material 

content. 

3.  Disposal Authority Codes.  This code is required by DoD in record position (RP) 64 of the 

Defense Turn-in Document (DTID / ETID) (DD 1348-1A) to indicate that the items are 

authorized for disposal by the property authority.                                                              

                                                                            

CODE      EXPLANATION  

                                                                            

M       Items on this transaction are Integrated Material 

Manager or Inventory Control Point (IMM or ICP) 

stocks and are being transferred to disposal by 

authority of the responsible inventory manager.      

                                                                            

N        Items on this transaction are not reportable by virtue 

of an exclusion to the Material Returns (MRP) of 

MILSTRIP or other specific criteria (such as  
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CODE      EXPLANATION  

 

extended dollar value or condition limitations on 

excess reporting) and are duly authorized to be     

transferred to disposal.                                            

                                                                            

R  Items on this transaction have been reported to the 

IMM/ICP in accordance with MILSTRIP MRP 

procedures and have been directed to disposal by 

the inventory manager.  Excess transaction status 

codes SF, SL, SN, TC, TD, or TK was provided by 

the IMM/ICP on DI Code FTR. 
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ENCL. (8) REPORT OF EXCESS PERSONAL PROPERTY, FORM (SF-120) 

                                                                            

1.  Use the following instructions to complete Report of Excess Personal Property, Form        

(SF-120):                      

                                                                            

a. Block No. 1(*).  The first element of the report number is the Department of Defense  

Activity Address Code (DODAAC) of the  activity preparing the report.  This is followed 

by a dash and the Julian date.  Example:  Z30303-8120.  DODAAC's are listed in the 

DoD Activity Address Directory (DoD 4000.25-6-M).  A four-digit  item number 

beginning with the letter L (see Block 18a) creates a serial number, e.g., Z30303-8120-

L001, for identification of any individual item on the report.  If the report is a correction 

or withdrawal (complete or partial) of a prior report, enter the original report number 

followed by the letter (a), (b) or (c), etc., to identify the number of successive correcting 

or withdrawing reports, e.g., the first correction or withdrawal on a report would be 

numbered Z30303-8120 (a).                           
                                                                            

b. Block No. 2.  Leave blank.                                          

 

c. Block No. 3.  Total acquisition cost of items reported.             

                                                                            

d. Block No. 4(*).  Inserting an "X" in appropriate box shows the type of report.  If a 

correction is identified in Block 4, the report number and item number shown in Block 

18a must be identical to those shown on the original report.  "W/D" refers to withdrawals 

or cancellations.  The word  "WITHDRAWAL" will be typed in Block 18b, if applicable.     

                                                                            

e. Block No. 5.  Leave blank.                                          

                                                                            

f. Block No. 6.  Leave blank.                                          

                                                                            

g. Block No. 7.  Name and address of the excess reporting activity. Field units leave blank.  

Also, leave blank if an (SF-120) will be sent to Commandant (CG-844).     

                                                                            

h. Block No. 8.  To be completed by the excess reporting activity preparing the report.         

                                                                            

i. Block No. 9(*).  Name, address, and telephone number of property custodian who may be 

contacted for additional information.  

                                                                            

j. Block No. 10.  To be completed by approving officer.                

                                                                            

k. Block No. 11.  Name, address, and telephone number of the Area, Base Support 

Unit(BSU/Base), District, or Inventory Control Point (ICP).  Leave blank if the Report of 

Excess Personal Property, Form (SF-120) shall be sent to Commandant (CG-844).           

                                                                            

l. Block No. 12.  Leave blank.                                                                                                               
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m. Block No. 13(*).  Enter FSC (4-digits).  Do not report items in different FSCs on the 

same Report of Excess Personal Property, Form (SF-120).                                 

                                                                            

n. Block No. 14(*).  The complete address of the physical location of the property, 

including the DODAAC assigned to that activity.  Also indicate appropriate support 

command, ICP as appropriate, e.g., CGD D-8, TRACEN, Yorktown.                           

                                                                            

o. Blocks No. 15, 16, and 17.  Leave blank.                             

                                                                            

p. Block No. 18a (*).  Enter a unique four-digit item number beginning with the letter L.  

Number items in sequence throughout the reporting day without regard to the number of 

separate (SF-120)s used.  Identify the first item on the first Report of Excess Persona 

Property (SF-120) prepared as L001, the second L002, etc.  Always use a four-digit 

number, e.g., item number 22 would be number L022.  Do not use the same item twice 

during a day.  Each item reported shall have its own (SF-120)  report number using this 

system.                                    

                                                                            

q. Block No. 18b (*).  When available, the description will include the name of the 

manufacturer, the manufacturer's part number, the applicability of the reported item to its 

respective end item, manufacturer's model number, year of manufacture, (the year of      

manufacture is mandatory for automation equipment (AE) and references to technical 

manuals or the manufacturer's catalogs.  The description of each line item must begin 

with the noun description immediately followed by the stock number, when available, 

such as: Receiver Transmitter, 5820-00-303-4882.  If the complete stock number is not 

available, enter the applicable FSC.  For cutters and boats include the builder, place built, 

and year built.  However, there are special requirements:             

                                                                         

(1) Motor Vehicles.  Report the odometer mileage of motor vehicles.  In cases in which 

the property officer knows that the odometer reading differs from the number of miles the 

vehicle has actually traveled and the difference is greater than that caused by odometer 

calibration error, include a statement indicating that the actual mileage is  

unknown.                                                   

                                                                            

(2)  Vessels.  See paragraph 8-I-10. of this Manual for specific instructions for reporting      

vessels.               

                                                                            

    r.  Block No. 18c(*).  Insert the appropriate supply and disposal condition codes as shown 

in Enclosure (7) of this Manual.           

                                                                            

s. Block No. 18d.  Enter the standard unit of issue.                   

                                                                           

t.  Block No. 18e (*).  Enter the total number of units reported. 

   

u.  Block No. 18f (*).  Enter the acquisition cost per unit as carried on the Personal Property 

Accountability system or stock records.    
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v.  Block No. 18g (*).  Enter the extended price for the total number of units reported.  

                                                                            

w.  Block No. 18h.  Leave blank.                                        

Report of Excess Personal Property, Form (120A) 

*  Indicates information is mandatory.  Failure to complete these blocks results in the return of   

the Report of Excess Personal Property, Form (SF-120), thus delaying disposal action.      
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Report of Excess Personal Property, Form (120) 
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ENCL. (9) FEDERAL SUPPLY GROUPS AND CLASSES 

                                                                            

GROUP/CLASS     DESCRIPTION                                

10 Weapons  

1005 
Guns, through 30mm  

1010 Guns, over 30mm up to 75mm  

1015 Guns, over 75mm up to125mm  

1020 Guns, over 125mm up to 150mm  

1025 Guns, over 150mm up to 200mm  

1030 Guns, over 200mm up to 300mm  

1035 Guns, over 300mm  

1040   Chemical Weapons & Equipment  

1045 Launchers, Torpedo &  Depth Charges  

1055 Launchers, Rocket & Pyrotechnic  

1070 Nets & Booms, Ordnance  

1075 Degaussing & Mine Sweeping Equipment  

1080 Camouflage & Deception Equipment  

1090 Assemblies Interchangeable Between Weapons in Two or 

More Classes 

 

1095 Miscellaneous Weapons  

11 Nuclear Ordnance   

1105 Nuclear Bombs  
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GROUP/CLASS     

 

DESCRIPTION                               

 

1110 

 

Nuclear Projectiles 

 

1115 Nuclear Warheads & Warhead Sections  

1120 
Nuclear Depth Charges  

1125 Nuclear Demolition Charges  

1127 Nuclear Rockets  

1130 Conversion Kits Nuclear Ordnance  

1135  Fusing & Firing Nuclear Ordnance Devices  

1140 Nuclear Components  

1145 Explosive & Pyrotechnic Components, Nuclear Ordnance  

1190 Specialized Test & Handling Equipment, Nuclear Ordnance  

1195 Miscellaneous Nuclear Ordnance  

12 Fire Control Equipment  

1210 Fire Control Directors  

1220 Fire Control Computing Sights & Devices  

1230 Fire Control Systems, Complete  

1240 Optical Sighting & Ranging Equipment  

1250 Fire Control Stabilizing Mechanisms 
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GROUP/CLASS     DESCRIPTION 

1260 Fire Control Designating & Indicating Equipment  

1280 
Aircraft Bombing Fire Control Components  

1285 Fire Control Radar Equipment, except Airborne  

1287 Fire Control Sonar Equipment  

1290 Miscellaneous Fire Equipment  

1305 Ammunition, through 30mm  

1310 Ammunition, over 30mm up to 75mm  

1315 Ammunition 75mm through 125mm   

1320 Ammunition over 125mm  

1325 Bombs  

1330 Grenades  

1336 Guided Missile Warheads & Explosive Components  

1337 Guided Missile & Space Vehicle Explosive Propulsion, Units, 

Solid Fuel & Components 

 

1338  Guided Missile & Space Vehicle Inter Population, Units, 

Solid Fuel & Components 

 

1340 Rockets, Rocket Ammunition & Rocket Components  

1346 Remote Munitions  
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GROUP/CLASS     DESCRIPTION 

1345 Land Mines  

1350 
Underwater Mine Components, Inert  

1352 Underwater Mine Disposal, Inert Devices  

1353 Underwater Mine Disposal Explosive Devices  

1351 Underwater Mine Components, Explosives  

1355 Torpedo Inert Components  

1356 Torpedo Explosive Components  

1360 Depth Charge Components, Inert  

1361 Depth Charge Components, Explosive  

1365 Military Chemical Agents  

1367 Tactical Sets, Kits & Outfits  

1370 Pyrotechnics  

1375 Demolition Materials  

1376 Bulk Explosives  

1377 Cartridge & Propellant Actuated Devices & Components  

1380 Military Biological Agents  

1385 Surface Use Explosive Ordnance Disposal Tools & Equipment  

1386  Underwater Use Explosive Ordnance Disposal  & Swimmer Weapons 

Systems Tools & Equipment 

 

1390 Fuzes & Primers  
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GROUP CLASS 

1395  

DESCRIPTION 

Miscellaneous Ammunition  

14 
Guided Missiles  

1410  Guided Missiles   

1420  Guided Missile Components  

1425 Guided Missile Systems, Complete  

1427 Guided Missile Subsystems  

1430 Guided Missile Remote Control Systems  

1440 Launchers, Guided Missile  

1450 Guided Missile Handling & Servicing Equipment  

15 Aircraft & Airframe Structural Components  

1510 Fixed Wing  

1520 Rotary Wing  

1540 Gliders  

1550 Unmanned Aircraft  

1560 Airframe Structural Components  

16  Aircraft Components & Accessories   

1610 Aircraft Propellers & Components  

1615 Helicopter Rotor Blades, Drive Mechanisms & Components  

1620 Aircraft Landing Gear Components  

1630 Aircraft Wheel & Brake Systems  

1640 Aircraft Control Cable Products 
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GROUP/CLASS     DESCRIPTION  

1650 Aircraft Hydraulic, Vacuum & De-icing System Components  

1660 
Aircraft Air Conditioning, Heating, & Pressurizing Equipment  

1670 Parachutes; Aerial Pick Up, Delivery Recovery Systems;& 

Cargo Tie Down Equipment 

 

1680 Miscellaneous Aircraft Accessories & Components  

17 Aircraft Launching, Landing & Ground Handling Equipment  

1710 Aircraft Equipment  

1720 Aircraft Landing Equipment  

1730 Aircraft Ground Servicing Equipment  

1740 Airfield Specialized Trucks & Trailers  

18  Space Vehicles   

1810 Space Vehicles  

1820 Space Vehicle Components  

1830 Space Vehicle Remote Control Systems  

1840 Space Vehicle Launchers  

1850 Space Vehicle Handling & Servicing Equipment  

1860 Space Survival Equipment  

19 Ships, Small Craft, Pontoons & Floating Docks  

 

 

 

 

 

 

 



Encl. (9) to COMDTINST M4500.5C 

7 

 

GROUP/CLASS     DESCRIPTION  

1905 Combat Ships & Landing Vessels  

1910 
Transport Vessels, Passenger & Troop  

1915 Cargo & Tanker Vessels  

1920 Fishing Vessels  

1925 Special Service Vessels  

1930 Barges & Lighters, Cargo  

1935 Barges & Lighters, Special Purpose  

1940 Small Craft  

1945 Pontoons & Floating Docks  

1950 Floating Dry-docks  

1955 Dredges  

1990 Miscellaneous Vessels  

20  Ships & Marine Equipment  

2010 Ship & Boat Propulsion Components  

2020 Rigging & Rigging Gear  

2030 Deck Machinery  

2040 Marine Hardware & Hull Items  

2050 Buoys  

2060 Commercial Fishing Equipment  

2090 Miscellaneous Ship & Marine Equipment  

21  Unassigned 
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GROUP/CLASS     DESCRIPTION  

22  Railway Equipment  

2210 
Locomotives  

2220 Rail Cars  

2230 Right-of-Way Construction & Maintenance Equipment, 

Railroad 

 

2240 Locomotive & Rail Car Accessories & Components  

2250 Track Material, Railroad  

23 Ground Effect Vehicles, Motor Vehicles, Trailers & Cycles   

2305 Ground Effect Vehicles  

2310 Passenger Motor Vehicles  

2320 Trucks & Truck Tractors, Wheeled  

2330 Trailers  

2340 Motor Scooters & Bicycles  

2350 Combat, Assault & Tactical Vehicles, Tracked  

2355 Combat, Assault & Tactical Vehicles, Wheeled     

24  Tractors   

2410 Tractors, Full Tracked, Low Speed  

2420 Tractors, Wheeled  

2430 Tractors, Full tracked, High Speed  

25 Vehicular Equipment Component  

2510 Vehicular Cab, Body & Frame Structural Components  
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GROUP/CLASS          DESCRIPTION 

2520    Vehicular Power Transmission Components 

2530    Vehicular Brake, Steering, Axle, Wheel & Track Components 

2540    Vehicular Furniture & Accessories 

2541    Weapons Systems, Specific Vehicular Accessories 

2590    Miscellaneous Vehicular Components 

26    Tires & Tubes  

2610    Tires & Tubes, Pneumatic, Except Aircraft  

2620    Tires & Tubes, Pneumatic, Aircraft  

2630    Tires & Solid & Cushion  

2640    Tire Rebuilding & Tire & Tube Repair Material  

27    Unassigned   

28    Engines, Turbines & Components 

2805 Gasoline Reciprocating Engines, Except Aircraft &Components 

2810 Gasoline Reciprocating Engines, Aircraft Prime Mover, & 

Components 

2815    Diesel Engines & Components  . 

2820    Steam Engines, Reciprocating & Components  

2825    Steam Turbines & Components  

2830    Water Turbines & Water Wheels; & Components  

2835 Gas Turbines & Jet Engines, Non Aircraft Prime Mover & 

Components.  

2840 Gas Turbines & Jet Engines, Aircraft Prime Moving & 

Components  

2845    Rocket Engines & Components  

2850    Gasoline Rotary Engines & Components  
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GROUP/CLASS          DESCRIPTION 

2895    Miscellaneous Engines & Components  

29    Engine Accessories  

2910    Engine Fuel System Components, Non-Aircraft 

2915 Engine Fuel System Components, Aircraft and Missile Prime 

Movers 

2920    Engine Electrical System Components, Non-Aircraft 

2925 Engine Electrical System Components, Aircraft Prime Moving  

2930    Engine Cooling System Components, Non-Aircraft  

2935    Engine System Cooling Components, Aircraft Prime Moving 

2940    Engine Air & Oil Filters, Strainers, & Cleaners, Non-Aircraft  

2945    Engine Air & Oil Filters, & Cleaners, Aircraft Prime Moving 

2950    Turbo supercharger & Components  

2990    Miscellaneous Engine Accessories, Non- Aircraft  

2995    Miscellaneous Engine Accessories, Aircraft  

30    Mechanical Power Transmission Equipment 

3010    Torque Converters & Speed Changers  

3020    Gears, Pulleys, Sprockets & Transmission Chain  

3030    Belting, Drive Belts, Fan Belts & Accessories  

3040    Miscellaneous Power Transmission Equipment  

31    Bearings 

3110    Bearings, Antifriction, Unmounted 

3120    Bearings, Plain, Unmounted  

3130    Bearings, Mounted  

32    Woodworking Machinery & Equipment 
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3210    Sawmill & Planing Mill Machinery 

3220    Woodworking Machines  

3230    Tools & Attachments for Woodworking Machinery  

33    Unassigned 

34    Metalworking Machinery 

3405    Saws & Filing Machines  

3408    Machining Centers & Way-Type Machines  

3410    Electrical & Ultrasonic Erosion Machines  

3411    Boring Machines  

3412    Broaching Machines  

3413    Drilling & Tapping Machines  

3414    Gear Cutting & Finishing Machines  

3415    Grinding Machines  

3416    Lathes  

3417    Milling Machines  

3418    Planers & Shapers  

3419    Miscellaneous Machine Tools  

3422    Rolling Mills & Drawing Machines  

3424    Metal Heat Treating & Non-Thermal Treating Equipment  

3426    Metal Finishing Equipment  

3431    Electric Arc Welding Equipment  

3432    Electric Resistance Welding Equipment  

3433    Gas Welding, Heat Cutting & Metalizing Equipment  

3436    Welding Positioners & Manipulators   
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3438    Miscellaneous Welding Equipment  

3439 Miscellaneous Welding, Soldering &  Brazing Supplies & 

Accessories  

3441    Bending & Forming Machines  

3442    Hydraulic & Pneumatic Presses, Power Driven  

3443    Mechanical Presses, Power Driven  

3444    Manual Presses  

3445    Punching & Shearing Machines  

3446    Forging Machinery & Hammers  

3447    Wire & Metal Ribbon Forming Machines  

3448    Riveting Machines  

3449    Miscellaneous Secondary Metal Forming & Cutting Machines 

3450    Machine Tools, Portable  

3455    Cutting Tools for Machine Tools  

3456    Cutting & Forming Tools for Secondary Metalworking Machinery  

3460    Machine Tool Accessories  

3461    Accessories for Secondary Metalworking Machinery  

3465    Production Jigs, Fixtures & Templates  

3470    Machine Shop Sets, Kits & Outfits  

35    Service & Trade    

3510    Laundry & Dry Cleaning Equipment  

3520    Shoe Repairing Equipment  

3530    Industrial Sewing Machines & Mobile Textile Repair Shops 

3540    Wrapping & Packaging Machinery  

3550    Vending & Coin Operated Machines  
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3590    Miscellaneous Service & Trade Equipment  

36    Special Industry Machinery  

3605    Food Products Machinery & Equipment  

3610    Printing, Duplicating & Bookbinding Equipment  

3611    Industrial Marking Machines  

3615    Pulp & Paper Industries Machinery  

3620    Rubber & Plastics Working Machinery  

3625    Textile Industries Machinery  

3630    Clay & Concrete Products Industries Machinery  

3635    Crystal & Glass Industries Machinery  

3640    Tobacco Manufacturing Machinery  

3645    Leather Tanning & Leather Working Industries Machinery  

3650 Chemical & Pharmaceutical Products Manufacturing Machinery  

3655    Gas Generating & Dispensing Systems, Fixed or Mobile 

3660    Industrial Size Reduction Machinery  

3670 Specialized Semiconductor Micro Circuit & Printed Circuit Board 

Manufacturing Machinery 

3680    Foundry Machinery, Related Equipment & Supplies  

3685 Specialized Metal Container Manufacturing Machinery & Related 

Equipment  

3690 Specialized Ammunition & Ordnance Machinery & Related 

Equipment  

3693    Industrial Assembly Machines 
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3694 Clean Work Stations, Controlled Environment & Related 

Equipment 

3695    Miscellaneous Special Industry Machinery  

37    Agricultural Machinery & Equipment  

3710    Soil Preparation Equipment  

3720    Harvesting Equipment  

3730    Dairy, Poultry & Livestock Equipment  

3740    Pest, Disease & Frost Control Equipment  

3750    Gardening Implements & Tools  

3770    Saddlery, Harness, Whips & Related Animal Furnishings 

38 Construction, Mining, Excavating & Highway Maintenance   

3805    Earth Moving & Excavating Equipment  

3810    Cranes & Crane-Shovels  

3815    Crane & Crane-Shovel Attachments  

3820    Mining, Rock Drilling, Earth Boring & Related Equipment 

3825    Road Clearing, Cleaning & Marking Equipment  

3830    Truck & Tractor Attachments  

3835    Petroleum Production & Distribution Equipment 

3895    Miscellaneous Construction Equipment  

39    Materials Handling    

3910    Conveyors  

3915    Materials Feeders  

3920    Material Handling Equipment, Non-self-Propelled  

3930    Warehouse Trucks & Tractors, Self-Propelled  

3940    Blocks, Tackle, Rigging & Slings  
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3950    Winches, Hoists, Cranes & Derricks  

3960    Freight Elevators  

3990    Miscellaneous Materials Handling Equipment  

40    Rope, Cable, Chain & Fittings 

4010    Chain & Wire Rope  

4020    Fiber Rope, Cordage & Twine  

4030    Fittings for Rope, Cable & Chain  

41 Refrigeration, Air Conditioning & Air Circulating Equipment  

4110    Refrigeration Equipment  

4120    Air Conditioning Equipment  

4130    Refrigeration & Air Conditioning Components  

4140    Fans, Air Circulators & Blower Equipment  

4150    Vortex Tubes & Other Related Cooling Tubes  

42 Fire Fighting, Rescue & Safety Equipment; & Environmental 

Protection Equipment Materials 

4210    Fire Fighting Equipment  

4220    Marine Lifesaving & Diving Equipment  

4230    Decontaminating & Impregnating Equipment  

4240    Safety & Rescue Equipment  

4235 Hazardous Material Spill Containment & Cleanup Equipment & 

Material 

4250    Recycling & Reclamation Equipment 

43    Pumps & Compressors 

4310    Compressors & Vacuum Pumps  

4320    Power & Hand Pumps  
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4330    Centrifugals, Separators & Pressure & Vacuum Filters 

44    Furnace, Steam Plant & Drying Equipment; & Nuclear Reactors  

4410    Industrial Boilers  

4420    Heat Exchangers & Steam Condensers 

4430    Industrial Furnaces, Kilns, Lehrs & Ovens 

4440    Driers, Dehydrators & Anhydrators 

4460    Air Purification Equipment 

4470    Nuclear Reactors 

45    Plumbing, Heating & Waste Disposal 

4510    Plumbing Fixtures & Accessories  

4520    Space & Heating Equipment  

4530    Fuel Burning Equipment Units  

4540    Waste Disposal Equipment 

46    Water Purification & Sewage Treatment Equipment  

4610    Water Purification Equipment  

4620    Water Distillation Equipment, Marine & Industrial  

4630    Sewage Treatment Equipment  

47    Pipe, Tubing, Hose & Fittings  

4710    Pipe, Tube & Rigid Tubing  

4720    Hose & Flexible Tubing  

4730     Hose, Pipe & Lubrication & Rail Fittings Tube  

48    Valves  

4810    Valves, Powered  

4820    Valves, Non-powered  
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49    Maintenance & Repair Shop Equipment 

4910 Motor Vehicle Maintenance & Repair Shop Specialized 

Equipment  

4920    Aircraft Maintenance & Repair Shop Specialized Equipment 

4921 Torpedo Maintenance, Repair & Check-out Specialized Equipment  

4923 Depth Charges & Underwater Mines Maintenance, Repair & 

Checkout  Specialized Equipment  

4925 Ammunition Maintenance, Repair & Checkout Specialized 

Equipment  

4927 Rocket Maintenance, Repair & Checkout Specialized Equipment 

4930    Lubrication & Fuel Dispensing Equipment  

4931 Fire Control Maintenance & Repair Shop Specialized Equipment  

4933    Weapons Maintenance & Repair Shop Specialized Equipment 

4935 Guided Missile Maintenance, Repair & Checkout Specialized 

Equipment  

4940 Miscellaneous Maintenance & Repair Shop Specialized Equipment 

4960 Space Vehicle Maintenance, Repair &  Checkout Specialized 

Equipment  

4970 Multiple Guided Weapons, Specialized Maintenance & Repair 

Shop Equipment 

50    Unassigned  

 

51    Hand Tools  

5110    Hand Tools, Edged, Non-powered  

5120    Hand Tools, Non-edged, Non-powered  

5130    Hand Tools, Power Driven  

5133    Drill Bits, Counterbores & Countersinks; & Hand & Machine  

5136    Taps, Dies & Collets & Hand & Machine  
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5140    Tool & Hardware Boxes  

5180    Sets, Kits & Outfits of Hand Tools  

52    Measuring Tools  

5210    Measuring Tools, Craftsman's  

5220    Inspection Gages & Precision Layout Tools  

5280    Sets, Kits & Outfits of Measuring Tools  

53    Hardware & Abrasives  

5305    Screws  

5306    Bolts  

5307    Studs  

5310    Nuts & Washers  

5315    Nails, Machine Keys & Pins  

5320    Rivets  

5325    Fastening Devices  

5330    Packing & Gasket Material  

5331    O-ring 

5335    Metal Screening  

5340     Hardware.& Commercial  

5341    Cancelled 

5342    Hardware & Weapons Systems 

5345    Disks & Stones, Abrasive  

5350    Abrasive Materials  

5355    Knobs & Pointers  

5360    Coil, Flat Leaf & Wire Springs  
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5365    Bushings, Rings, Shims & Spacers  

54    Prefabricated Structures & Scaffolding 

5410    Prefabricated & Portable Buildings  

5411    Rigid Wall Shelters  

5419    Collective Modular Support System 

5420    Bridges, Fixed & Floating  

5430    Storage Tanks  

5440    Scaffolding Equipment & Concrete Forms  

5445    Prefabricated Tower Structures  

5450    Miscellaneous Prefabricated Structures  

55    Lumber, Millwork, Plywood & Veneer  

5510    Lumber & Related Basic Wood Materials  

5520    Millwork  

5530    Plywood & Veneer  

56    Construction & Building Materials  

5610    Mineral Construction Materials, Bulk  

5620    Tile, Brick & Block  

5630    Pipe & Conduit, Nonmetallic  

5640    Wallboard, Building Paper & Thermal Insulation Materials 

5650    Roofing & Siding Materials  

5660    Fencing, Fences, Gates, & Components  

5670    Building Components, Prefabricated  

5675    Non-wood Construction, Lumber and Related Materials 

5680    Miscellaneous Construction Materials  
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57    Unassigned  

 

58    Communication, Detection & Coherent Radiation Equipment   

5805    Telephone & Telegraph Equipment  

5810    Communications Security Equipment & Components  

5811    Other Cryptologic Equipment & Components  

5815    Teletype & Facsimile Equipment  

5820 Radio & Television Communication Equipment, Except Airborne  

5821    Radio & Television Communication Equipment, Airborne  

5825    Radio Navigation Equipment, Except Airborne  

5826    Radio Navigation Equipment, Airborne  

5830 Intercommunication & Public Address Systems, Except Airborne  

5831    Intercommunication & Public Address Systems, Airborne  

5835    Sound Recording & Reproducing Equipment  

5836    Video Recording & Reproducing Equipment  

5840    Radar Equipment, Except Airborne  

5841    Radar Equipment, Airborne  

5845    Underwater Sound Equipment  

5850    Visible & Invisible Light Communication Equipment  

5855    Night Vision Equipment, Emitted & Reflected Radiation  

5860 Stimulated Coherent Radiation Devices, Components & 

Accessories  

5865 Electronic Countermeasures, Counter-Countermeasures & Quick 

Reaction Capability Equipment  

5895    Miscellaneous Communication Equipment  

   

59    Electrical & Electronic Equipment Components 
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5905    Resistors  

5910    Capacitors  

5915    Filters & Networks  

5920    Fuses Arrestors, Absorbers & Protectors  

5925    Circuit Breakers  

5930    Switches  

5935    Connectors, Electrical  

5940    Lugs, Terminals & Terminal Strips  

5945    Relays & Solenoids  

5950    Coils & Transformers  

5955    Oscillators & Piezoelectric Crystals 

5960    Electron Tubes & Associated Hardware 

5961    Semiconductor Devices & Associated Hardware  

5962    Microcircuits, Electronic 

5963    Electronic Modules  

5965    Headsets, Handsets, Microphones & Speakers  

5970    Electrical Insulators & Insulating Materials 

5975    Electrical Hardware & Supplies  

5977    Electrical Contact Brushes & Electrodes  

5980    Optoelectronic Devices & Associated Hardware  

5985    Antennas, Waveguides & Related Equipment  

5990    Synchros & Resolvers  

5995    Cable, Cord & Wire Assemblies; Communication Equipment  

5996    Amplifiers 
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5998 Electrical & Electronic Assemblies, Boards, Cards & Associated 

Hardware 

5999    Miscellaneous Electrical & Electronic Components  

60    Fiber Optics Materials, Components, Assemblies & Accessories 

6004    Rotary Joints, Cancelled on 050395 

6005    Couplers, Splitters, and Mixers, Cancelled on 050395 

6006    Attenuators, Cancelled on 050395 

6007    Filters, Cancelled on 050395 

6008    Optical Multiplexers/Demultiplexers, Cancelled on 050395 

6010    Fiber Optic Conducts  

6015    Fiber Optic Cables  

6020    Fiber Optic Cable Assemblies & Harnesses  

6021 Fiber Optic Switches: Included in this class are switches used for 

line selection in fiber optic systems 

6025    Cancelled 

6026    Cancelled 

6029    Cancelled 

6030    Fiber Optic Devices  

6031    Integrated Optical Circuits, Cancelled on 050395 

6032 Fiber Optic Light Sources and Photo Detectors.  Included in this 

class are light emitting and laser diodes and photo detectors used in 

fiber optic systems. Cancelled on 050395 

6033    Fiber Optic Photo Detectors 

6034    Fiber Optic Modulators/Demodulators, Cancelled on 050395 

6035 Fiber Optic Light Transfer and Image Transfer Devices, Cancelled 

on 050395 
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6040    Fiber Optic Sensors, Cancelled on 050395 

6050    Fiber Optic Passive Devices, Cancelled on 050395 

6060    Fiber Optic Interconnectors  

6070    Fiber Optic Accessories & Supplies  

6080    Fiber Optic Kits & Sets 

6099    Miscellaneous Fiber Optic Components  

61    Electric Wire & Power & Distribution Equipment  

6105    Motors, Electrical  

6110    Electrical Control Equipment  

6115    Generators & Generator Sets, Electrical  

6116    Fuel Cell Power Units, Components & Accessories 

6117    Solar Electric Power systems 

6120    Transformers: Distribution & Power Station  

6125    Converters, Electrical, Rotating  

6130    Converters, Electrical, Non-rotating 

6135    Batteries, Non-rechargeable 

6140    Batteries, Rechargeable  

6145    Wire & Cable, Electrical 

6150    Miscellaneous Electric Power & Distribution Equipment  

6160  Miscellaneous Battery Retaining Fixtures, Liners & Ancillary

 Items 

62    Lighting Fixtures & Lamps  

6210    Indoor & Outdoor Electric Lighting Fixtures  

6220    Electric Vehicular Lights & Fixtures 

6230    Electric Portable & Hand Lighting Equipment  
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6240    Electric Lamps 

6250    Ballasts, Lamp holders & Starters 

6260    Nonelectrical Lighting Fixtures 

63    Alarm, Signal & Security Detection Systems  

6310    Traffic & Transit Signal Systems  

6320    Shipboard Alarm & Signal Systems  

6330    Railroad Signal & Warning Devices  

6340    Aircraft Alarm & Signal Systems  

6350    Miscellaneous Alarm, Signal & Security Detection Systems 

64    Unassigned  

65    Medical, Dental & Veterinary Equipment & Supplies   

6506    Drugs, Biologicals  

6508    Medicated Cosmetics & Toiletries  

6509    Drugs & Biologicals, Veterinary Use 

6510    Surgical Dressing Materials  

6515    Medical & Surgical Instruments, Equipment & Supplies  

6520    Dental Instruments, Equipment & Supplies  

6525    Imaging Equipment & Supplies; Medical Dental, Veterinary  

6530    Hospital Furniture, Equipment, Utensils, & Supplies 

6532  Hospital & Surgical Clothing & Related Special  Items  

6540    Ophthalmic Instrument, Equipment & Supplies  

6545    Replenishable Field Medical Sets, Kits & Outfits 

6550    Invitro Diagnostic  Substances, Reagents, Test Kits & Sets 

66    Instruments & Laboratory Equipment   
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6605    Navigational Instruments 

6610    Flight Instruments  

6615    Automatic Pilot Mechanisms & Airborne Gyro Components  

6620    Engine Instruments  

6620    Engine Instruments (Cummins Parts) 

6625 Electrical & Electronic Properties Measuring & Testing 

Instruments  

6630    Chemical Analysis Instruments  

6635    Physical Properties Testing & Inspection  

6636    Environmental Chambers & Related Equipment  

6640    Laboratory Equipment & Supplies  

6645    Time Measuring Instruments  

6650    Optical Instruments, Test Equipment, Components & Accessories  

6655    Geophysical & Astronomical Instruments  

6660    Meteorological Instruments & Apparatus  

6665    Hazard-Detecting Instruments & Apparatus  

6670    Scales & Balances  

6675    Drafting, Surveying & Mapping Instruments 

6680 Liquid & Gas Flow, Liquid Level & Mechanical Motion 

Measuring Instruments 

6685 Pressure, Temperature & Humidity Measuring & Controlling 

Instruments 

6695    Combination & Miscellaneous Instruments  

67    Photographic Equipment  

6710    Cameras, Motion Picture  
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6720    Cameras, Still Picture 

6730    Photographic Projection Equipment 

6740    Photographic Developing & Finishing Equipment 

6750    Photographic Supplies  

6760    Photographic Equipment & Accessories 

6770    Film, Processed  

6780    Photographic Sets, Kits & Outfits  

68    Chemicals & Chemical Products  

6810    Chemicals  

6820    Dyes 

6830    Gases, Compressed & Liquefied 

6840    Pest Control Agents & Disinfectants 

6850    Miscellaneous Chemical Specialties 

69    Training Aids & Devices  

6910    Training Aids 

6920    Armament Training Devices 

6930    Operational Training Devices 

6940    Communication Training Devices 

70 Automatic Data Processing Equipment (Including Firmware) 

Software Supplies & Support Equipment   

7010    ADPE System Configuration 

7020    ADP Central Processing Unit (CPU Computer) Analog  

7021    ADP Central Processing Unit (CPU Computer) Digital  

7022    ADP Central Processing Unit (CPU Computer) Hybrid  

7025    ADP Input/output & Storage Devices 
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7030    ADP Software  

7035    ADP Support Equipment  

7040    Punched Card Equipment 

7042    Mini & Micro Computer Control Devices  

7045    ADP Supplies  

7050    ADP Components 

71    Furniture  

7105    Household Furniture 

7110    Office Furniture 

7125    Cabinets, Lockers, Bins & Shelving 

7195    Miscellaneous Furniture & Fixtures 

72    Household & Commercial Furnishings & Appliances  

7210    Household Furnishings  

7220    Floor Coverings  

7230    Draperies, Awnings & Shades  

7240    Household & Commercial Utility Containers 

7290 Miscellaneous Household & Commercial Furnishings & 

Appliances 

73    Food Preparation & Serving Equipment  

7310    Food Cooking, Baking & Serving Equipment 

7320    Kitchen Equipment & Appliances 

7330    Kitchen Hand Tools & Utensils 

7340    Cutlery & flatware 

7350    Tableware  

7360    Sets, Kits, Outfits & Modules: Food Preparation & Serving  
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74 Office Machines, Text Processing Systems & Visible Record 

Equipment   

7420    Accounting & Calculating Machines  

7430    Typewriters & Office Type Composing Machines  

7435    Office Information System Equipment 

7450    Office Type Sound Recording & Reproducing Machines  

7460    Visible Record Equipment 

7490    Miscellaneous Office Machines  

75    Office Supplies & Devices  

7510    Office Supplies 

7520    Office Devices & Accessories 

7530    Stationery & Record Forms 

7540    Standard Forms 

76    Books, Maps & Other Publications  

7610    Books & Pamphlets 

7630    Newspapers & Periodicals 

7640    Maps, Atlases, Charts & Globes 

7641    Aeronautical Maps, Charts and Geodetic Products 

7642    Hydraulic Maps, Charts and Geodetic Products 

7643    Topographic Maps, Charts and Geodetic Products 

7644    Digital Maps, Charts and Geodetic Products 

7650    Drawings & Specifications 

7660    Sheet & Book Music 

7670    Microfilm Processed 

7690    Miscellaneous Printed Matter 
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77    Musical Instruments, Phonographs & Home-Type Radios  

7710    Musical Instruments 

7720    Musical Instrument Parts & Accessories  

7730    Phonographs, Radios & Television Sets; Home Type  

7735 Parts & Accessories of Phonographs, Radios & Television Set: 

Home Type 

7740    Phonograph Records 

78    Recreational & Athletic Equipment  

7810    Athletic & Sporting Equipment 

7820    Games, Toys & Wheeled Goods 

7830    Recreational & Gymnastic Equipment 

79    Cleaning Equipment & Supplies  

7910    Floor Polishers & Vacuum Cleaning Equipment  

7920    Brooms, Brushes, Mops & Sponges 

7930    Cleaning & Polishing Compounds & Preparations  

80    Brushes, Paints, Sealers & Adhesives 

8010    Paints, Dopes, Varnishes & Related Products  

8020    Paint & Artists' Brushes 

8030    Preservative & Sealing Compounds  

8040    Adhesives  

81    Containers, Packaging & Packing Supplies  

8105    Bags & Sacks  

8110    Drums & Cans  

8115    Boxes, Cartons & Crates  

8120    Commercial & Industrial Gas Cylinders  
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8125    Bottles & Jars 

8130    Reels & Spools 

8135    Packaging & Packing Bulk Materials 

8140 Ammunition & Nuclear Ordnance Boxes, Packages & Special 

Containers  

8145    Specialized Shipping & Storage Containers 

8150    Freight Containers 

82    Unassigned   

83    Textiles, Leather, Furs, Apparel & Shoe Findings, Tents & Flags 

8305    Textile Fabrics  

8310    Yarn & Thread 

8315    Notions & Apparel Findings  

8320    Padding & Stuffing Materials  

8325    Fur Materials 

8330    Leather 

8335    Shoe Findings & Soling Materials  

8340    Tents & Tarpaulins 

8345    Flags & Pennants 

84    Clothing & Individual Equipment & Insignia  

8405    Outerwear, Men's  

8410    Outerwear, Women's  

8415    Clothing, Special Purpose 

8420    Underwear & Nightwear, Men's  

8425    Underwear & Nightwear, Women's 

8430    Footwear, Men's  
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8435    Footwear, Women's 

8440    Hosiery, Hand Wear & Clothing Accessories, Men's  

8445    Hosiery, Hand Wear & Clothing Accessories, Women's  

8450    Children's & Infants' Apparel & Accessories 

8455    Badges & Insignia 

8460    Luggage 

8465    Individual Equipment  

8470    Armor, Personal 

8475    Specialized Flight Clothing & Accessories 

 

85    Toiletries  

8510    Perfumes, Toilet Preparations & Powders 

8520    Toilet Soap, Shaving Preparations & Dentifrices 

8530    Personal Toiletry Articles 

8540    Toiletry Paper Products 

86    Unassigned  

87    Agricultural Supplies  

8710    Forage & Feed 

8720    Fertilizers 

8721    Deleted 

8730    Seeds & Nursery Stock  

88    Live Animals  

8810    Live Animals, Raised for Food 

8820    Live Animals, Not Raised for Food 

89    Subsistence 
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8905    Meat, Poultry & Fish  

8910    Dairy Foods & Eggs 

8915    Fruits & Vegetables 

8920    Bakery & Cereal Products 

8925    Sugar, confectionery & Nuts  

8930    Jams, Jellies & Preserves 

8935    Soups & Bouillons 

8940    Special Dietary Foods & Food Specialty Preparations. 

8945    Food, Oils & Fats  

8950    Condiments & Related Products  

8955    Coffee, Tea & Cocoa 

8960    Beverages, Nonalcoholic  

8965    Beverages, Alcoholic  

8970    Composite Food Packages  

8975    Tobacco Products  

90    Unassigned  

91    Fuels, Lubricants, Oils & Waxes  

9110    Fuels, Solid 

9130    Liquid Propellants & Fuels, Petroleum Bases  

9135    Liquid Propellant Fuels & Oxidizers, Chemical Base  

9140    Fuel Oils  

9150    Oils & Greases: Cutting, Lubricating, & Hydraulic  

9160    Miscellaneous Waxes, Oils & Fats  

92    Unassigned   
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93    Nonmetallic Fabricated Materials  

9310    Paper & Paperboard 

9320    Rubber Fabricated Materials  

9330    Plastic Fabricated Materials  

9340    Glass Fabricated Materials  

9350    Refractories & Fire Surfacing Materials  

9390    Miscellaneous Fabricated Nonmetallic Materials  

94    Nonmetallic Crude Materials 

9410    Crude Grades of Plant Materials  

9420    Fibers: Vegetable, Animal & Synthetic  

9430    Miscellaneous Crude Animal Products, Inedible  

9440    Miscellaneous Crude Agricultural & Forestry Products  

9450    Nonmetallic Scrap, Except Textile  

95    Metal Bars, Sheets & Shapes  

9505    Wire, Nonelectrical  

9510    Bars & Rods  

9515    Plate, Sheet, Strip, Foil & Leaf  

9520    Structural Shapes  

9525    Wire, Nonelectrical, Nonferrous Base Metal  

9530    Bars & Rods, Nonferrous Base Metal 

9535    Plate, Sheet, Strip & Foil: Nonferrous Base Metal  

9540    Structural Shapes, Nonferrous Base Metal  

9545    Plate, Sheet, Strip, Foil & Wire: Precious Metal  

96    Ore, Minerals & Their Primary  
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GROUP/CLASS     DESCRIPTION 

9610    Ores  

9620    Minerals, Natural & Synthetic  

9630    Additive Metal Materials  

9640    Iron & Steel Primary & Semi finished Products  

9650    Nonferrous Base Metal Refinery &  Intermediate Forms  

9660    Precious Metals Primary Forms  

9670    Iron & Steel Scrap  

9680    Nonferrous Metal Scrap  

97    Unassigned  

 

98    Unassigned 

99    Miscellaneous 

9905    Signs, Advertising Displays & Identification Plates  

9910    Jewelry  

9915    Collectors and/or Heritage Items  

9920    Smokers' Articles & Matches  

9925    Ecclesiastical Equipment, Furnishings, & Supplies  

9930    Memorials; Cemetery & Mortuary Equipment & Supplies  

9999    Miscellaneous Items  

Cataloging Activity 

Code  

                                                                            

XF*                              US COAST GUARD                    

                                         SURFACE FORCES LOGISTICS CENTER        

                                         2401 HAWKINS POINT RD             

                                         BALTIMORE MD 21226-5000            
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XG*                              US COAST GUARD                    

                                         SURFACE FORCES LOGISTICS CENTER        

                                         2401 HAWKINS POINT RD             

                                         BALTIMORE MD 21226-5000            

                                                                            

XH*                              US COAST GUARD  

                                         AVIATION LOGISTICS CENTER 

1664 WEEKSVILLE RD                        

                                         ELIZABETH CITY NC 27909-5001       

                                                                            

(*) PREPARE REPORTS OF EXCESS PERSONAL PROPERTY (SF-120S)TO SFLC using 

their online tool:   http://cgweb.elcbalt.uscg.mil/docs/excess/excess.asp                  

 

 

http://cgweb.elcbalt.uscg.mil/docs/excess/excess.asp
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ENCL. (10) EXCESS PROPERTY BULLETIN SAMPLE 

 

 
 

FSC Description 

& Serial 

NSN Date 

Acquir

ed 

Report Qty Cond 

Code 

Cost 

Per 

Item 

Location of 

Material – 

POC- Phone 

Number 

Date 

Entered 

System 

Days 

Elapsed 

5820 Ser# 

17850178 

42inch 
Plasma 

TV is in 

Japan 

2004 Z33189-

9218-L001 

1 A4 2999 SKC Jose 

Jimenez 

0118131175584
05 

8/6/09 7 

71 Computer 

Workstation 

None 2004 Z63100900

0L001 

41 4 590 Yorktown, VA 

PO K. Smith, 

757-856-3038 

7/16/09 28 

6650 Fujinon 

Gyro 

Stabilized 
Binoculars 

51100130A5 2005 Z12103-

8280-L001 

1 A5 6000 Cape 

Canaveral, FL, 

Mr. Tony Small 
321-853-7176 

7/17/09 27 

 

 

The address for the SFLC website is as follows:  http://cgweb.sflc.uscg.mil?Projects/Excess/Excess.aspx 

 

 

http://cgweb.sflc.uscg.mil/?Projects/Excess/Excess.aspx
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ENCL. (11) DEMILITARIZATION CODES TO BE ASSIGNED TO FEDERAL SUPPLY ITEMS 

                                                                            

CODE              EXPLANATION                                                 

                                                                            

A. Non-MLI/Non SLI -   Demilitarization not required.      

               

B. MLI (Non SME)   -   Demilitarization not required. Trade Security Controls 

(TSCs required at disposition.)    

                    

C. MLI (SME)       -   Remove and/or demilitarize installed key  

point(s) as prescribed in the Defense Demilitarization Manual, DoD 4160.28-M, or lethal parts, 

components and accessories.   

 

D. MLI (SME)       -   Total destruction of item and components so as to preclude 

restoration or repair to a usable condition by melting, cutting, tearing, scratching, crushing, 

breaking, punching, neutralizing, etc.  (As an alternative, burial or deep water dumping may be  

used when authorized by DoD Demilitarization Program Officer. 

 

E.     MLI (Non-SME)   -   Additional critical items/material  

1. determined to require demilitarization, either key point or total destruction.  

Demilitarization instructions to be furnished by the DoD Demilitarization Program Officer.      

                                                                            

2.              MLI (SME)       -   Demilitarization instructions to be furnished by the 

Item/Technical Manager.                                                     

 

F.              MLI (SME)       -   Demilitarization required - AEDA.  (This code is normally 

limited to ammunition explosives, and other dangerous articles (AEDA).)  Demilitarization, and 

if required, declassification and/or removal of sensitive markings or information will be 

accomplished prior to accountability or physical transfer to a DLA Disposition Services (Site).  

This code will be used for all AEDA items, including those which also require declassification 

and/or removal of sensitive markings or information.   

 

P             MLI (SME)       -  Security Classified Item — Declassification and any additional 

demilitarization and removal of any sensitive markings or information will be accomplished 

prior to accountability or physical transfer to a DLA Disposition Services (Site).  This code will 

NOT be assigned to AEDA items.                                         
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CODE              EXPLANATION                                                 
                                       

                                                                            

Q               SLI - Strategic List Item – Demilitarization not required. SLI are non-MLI and 

are controlled by the U. S. Department of Commerce through the Export Administration 

Regulations (EAR) and indicated on the Commerce Control List (CCL).  Each CCL entry is 

preceded by a four-digit Export Control Classification Number (ECCN) and those ECCNs 

ending in the letter ―A‖ or ―B‖ are defined as Strategic List Items.  These items are subject to 

Import Certification and Delivery Verification (IC/DV) control and other Trade Security 

Controls.  

                                                                            

NOTE:  1:  MLI indicates Munitions List Items which are articles designated 

 as arms, ammunition, and implements of war.                      

                                                                           

NOTE: 2:  The Federal Logistics Information System (FLIS) can now be accessed on the 

web to look  up National Stock Numbers, DEMILITARIZATION Code information and Part  

Numbers shown below to see the Public Query feature, along with selected account-based 

options.  If you need more information from WEBFLIS than is available to the general public, 

you may want to obtain a User Account.  If you need more information from WEBFLIS on 

obtaining a User Account, please click on the URL below.  

 

For more information please visit: http://www.dlis.dla.mil/webflis 

 

NOTE 3:  Further assistance in assigning demilitarization codes may be obtained from DLA  

Disposition Services (Site).            

 

NOTE 4: When mutilating -  Mutilate to the extent necessary to prevent restoration to 

normal use and recovery of essential component parts or assemblies (overseas only).  Mutilation 

not required in the U.S., Puerto Rico, American Samoa, Guam, the Trust Territory of the Pacific 

Islands, and the Virgin Islands.                                                 

                                                                           
                                                                           

 

         

http://www.dlis.dla.mil/webflis
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ENCL. (12) TURN-IN TO DLA DISPOSITION SERVICES (SITE) 

                                                                            

1.  Use (DD-1348-1) or the (DD-1348-1A) as the Disposal Turn-in Document (DTID/ ETID) for  

transfers to DLA Disposition Services (Site).   

                                                                             

2.  The following entries are required when using a (DD-1348-1A):              

                                                                             

Item Data  Record Position Entry and Instructions               

   

Document Identifier      1-3 Enter A5J.                           

RI From                  4-6              The RIC of the shipping 

activity or leave blank when 

shipping activity is not 

assigned a RIC.  See Section 

4-C of Supply Policy and 

Procedures Manual (SPPM), 

COMDTINST M4400.19 

(series) 

Media & Status Code      7 Leave blank.                         

Unit of Issue            23-24            The unit of issue of the stock 

or part number being turned-

in. 

Quantity                 25-29            The quantity being turned-in 

to DLA Disposition Services 

(Site).                                

Suffix Code              44               Leave blank.                        

 

Supplementary Address    45-50            Enter DODAAC of pre-

designated consignee DLA 

Disposition Services (Site).  

Obtain from DoD 4000.25-1-

S1 Supplement 1 or local 

DLA Disposition Services 

(Site). 

Signal Code              51               Leave blank 

Fund Code                52-53            Leave blank, except for 

hazardous material turn-ins.  

Use XP if hazardous material.  

Transactions must be 

obligated in DAFIS through 
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the Automated Requisitioning 

Management System 

(ARMS).  Obtain obligation 

amount from DLA Disposition 

Services (Site).         

Item Data Record Position Entry Instructions 

   

Distribution Code        54               Leave blank.                         

Retention Quantity       55-61            Enter the quantity to be 

retained in inventory or leave 

blank. 

Precious Metals Indicator 

Code  

62               Enter applicable code.  See 

Enclosure (34).  If not coded 

in ML/C and no other 

information is available, use 

code "A" in RP 62. 

ADPE Identification Code                                     63               Enter applicable code.  See        

Enclosure (35).  If no other 

Information is available, use 

code ―0‖ in RP 63.                                          

Demilitarization Code                                     65               Code assigned per Defense 

Demilitarization Manual (DoD 

4160.28-M).   

NOTE: When demilitarization 

has been accomplished prior 

to transfer to a DLA 

Disposition Services (Site), 

the appropriate 

demilitarization certification, 

required by DOD 4160.28-M 

must be reflected in Blocks 

W-Y 

  

Reclamation Code  66               Enter code "Y" if reclamation 

was performed prior to release 

to DLA Disposition Services 

(Site). 

Enter code "R" if reclamation 

is to be performed after turn-in 

to DLA Disposition Services 

(Site). Enter code "N" if 

reclamation is  not required.    
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Item Data 

 

Record Position 

 

Entry Instructions 

   

Routing Identifier Code  67-69            RIC of DLA Disposition 

Services (Site) to receive 

excess.  Obtain from DoD 

4000.25-1-S1        

Supplement 1, or local DLA 

Disposition Services (Site).   

Ownership Code           70               Enter applicable code in 

accordance with (28).  For 

example: Owner Code 

Enclosure (7) of this Manual.       

Management Code          72               Perpetuate from source 

document or leave blank.    

Screening Code           73               Leave blank  

Unit Price               74-80            Enter the unit price for the 

NSN or part number shown in 

Block 25.      

   

Total Price              1 Extended value of the 

transaction. 

Ship From                2 Enter your DODAAC.  Obtain 

from Operating Facilities 

(OPFAC) of the U.S. Coast 

Guard, COMDTINST 

M5440.2 (series) or DoD 

4000.25-1-S1 Supplement 1. 

Mark For                 4 Leave blank, except for 

hazardous.  Enter HM if 

hazardous material, or HW if 

hazardous waste.              

 

DOCDATE 5                Leave blank unless required 

by a commercial carrier.                 

 6-7-8  Codes are found in the web 

FLIS for items of supply that 

have been assigned an NSN.  

Use the code that best 

describes your property if you 
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do not have an NSN. 

Controlled Inventory Code    9                      

Item Data Record Position Entry Instructions 

 

  Leave blank - for DLA 

Disposition Services (Site) 

use. 

Quantity Received        10               Leave blank unless required 

by a commercial carrier.                 

 

 11-14            Enter appropriate code or 

leave blank. 

Shelf Life Code          15               Leave blank unless required 

by a commercial carrier.  

Freight Classification  16               Enter as much descriptive 

information as possible for 

non-NSN items.                              

Item Nomenclature        17               Leave blank - for DLA 

Disposition Services (Site) 

use.         

Received by              22               Leave blank - for DLA 

Disposition Services (Site) 

use.         

Date Received            23                
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Item Data Record Position Entry Instructions 

 

Document Number          

 

24               

 

Use document number from 

your (SF-120).  If no          

(SF-120), create document 

number using procedures for 

the (SF-120)  

(e.g., Z70098- 7170-L001) 

(omit dashes).            

National Stock Number 25              Enter stock number or part 

number being turned-in.              

RIC/UI/QTY, etc 26              Leave blank. (Reserved for 

DLA Disposition Services 

(Site) use.) 

 27               Local use or leave blank.  

Local use may include: 

  Location of property 

Custodian's Name Unit's 

address, telephone number, 

and point of contact.                
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ENCL. (13) REQUISITIONING DOD EXCESS PERSONAL PROPERTY FROM DLA 

DISPOSITION SERVICES (SITE) 

                                                                            

Use the following Military Standard Requisitioning and Issue Procedures (MILSTRIP) format to 

requisition excess personal property through DLA Disposition Services (Site).  DLA Disposition 

Services (Site) shall bill packing, crating, handling and transportation (PCH&T) charges to 

Commandant (CG-44).  These charges will then be forwarded to Areas, Districts Base Support 

Units (BSUs/Base), and Commanding Officers on an Internal Transfer Voucher (ITV).       

                                                                            

Field Legend   Record Position  Entry and Instructions  

   

Document Identifier      13              Code applicable to requisition. 

Routing Identifier      46               Enter S9D.    

Media Status             7               Leave blank.       

Stock/Part Number       8-22             Self-explanatory.                   

Unit of Issue            23-24 Self-explanatory.   

Quantity                25-29            Self-explanatory.        

Document Number          30-43            Enter document number.  RP 

40 must  contain J, K, L, R or 

S 

Demand 44               Self-explanatory.                   

Supplementary            45-50            When applicable, enter the 

Address coded address of the 

"ship to" activity.  When 

coded data entered is not 

significant to the supply 

source (other than an activity 

address code) enter an 

alphabet "Y" in RP 45.   

Signal Code              51               Enter D (ship to RP 30-45) or 

M (ship to RP 45-50).   

Fund Code                52-53            Enter GN (identifies expenses 

for use on local pickup when 

there are no PCH&T charges.) 
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Field Legend   Record Position  Entry and Instructions  

Distribution Code        54 

 

When applicable, enter code 

of unit to receive status 

information.  

 
55-56       Leave blank. 

Project                  57-59             

  Enter the appropriate code 

when applicable. 

Priority                 60-61            Priority Designator. 

Required Delivery        62-64            Enter in accordance with 

Section 4-C of Supply Policy 

and Procedures Manual 

(SPPM), COMDTINST 

M4400.19 (series).                           

Advice                   65-66            Advice code to convey 

instructions to DLA 

Disposition Services (Site).  

Leave blank when code is not 

required.  

 67-70            Leave blank.                        

Condition Coded          71               Condition Code. 

 72 Leave blank.                        

Disposal Turn-in         67-80            This entry is optional on DIC 

Document (DTID / ETID) 

A0A/A01 requisitions and is 

or Excess Report. mandatory 

on A04/A0D requisitions.  If 

applicable, enter the DTID / 

ETID suffix code in RP 21 

NOTE: ENTRIES REQUIRED WHEN REQUISITIONING A SPECIFIC ITEM FROM                   

DISPOSAL         
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ENCL. (14) REPORT OF ABANDONMENT/DESTRUCTION PERSONAL PROPERTY, FORM 

(CG-5598)  

                                                                            

Report of Abandonment/Destruction Personal Property, Form (CG-5598) was developed to aid 

the property officer in documenting the disposal of personal property.  The form provides the 

property officer with a tool to document required information in an easy-to-use format, ensuring 

the proper authority has been received prior to effecting disposal.         

                                                                            

1.  PROCEDURES.  The following procedures apply:                            

                                                                            

a. Authorized Use.  The form is mandatory when performing disposal action of personal 

property where there is not a change of custody.  For example:                                              

 

1. When personal property is abandoned;  

 

2. When personal property is disposed of in the trash; and  

 

3. When personal property is scrapped for parts.  

 

b. Unauthorized Use.  Do not use this form to document the loss of personal property.  The 

form is a disposal document and may not be used as a survey or investigation document.      

 

c. Limitations.       
 

If… Then… 

The unit cost of item(s) being destroyed/abandoned has a 

value of 

$500.00 or less… 

The unit CO/OIC may approve the disposal using this 

method. 

  

The unit cost of item(s) being destroyed/abandoned has a 

value of $24,999.00 or less… 

See (Approval Thresholds Commandant (CG-844))in 

Chapter 8. 

  

The unit of the item(s) being destroyed/abandoned is 

$25,000.00 or more… 

Commandant (CG-844) must approve the proposed 

disposal method prior to the action and provide the unit 

COs with documentation that must be attached to the 

Report of Abandonment/Destruction Personal Property, 

Form (CG-5598). 

          

Personnel authorized to sign a Report of Abandonment/Destruction Personal Property, Form 

(CG-5598) as a witness include: 

 

1. Active duty; 

2. Reserves on drill active duty status; 

3. Auxiliary; and/or 

4. Contractor assigned to unit disposing of property. 
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d. Extended Value.  The extended value of personal property is that dollar amount that is 

computed by multiplying the unit cost of the property by the number of similar items.  

For an item to be similar, the following factors must be the same:                   

e. Description.  The items must have the same model number, style, part number, 

capabilities, and range of functions;      

                                                                           

f. Condition Code.  The items must have the same supply and disposal condition code as 

listed on the back of the Report of Abandonment/Destruction Personal Property, Form 

(CG-5598); and  

                                                                           

g. Acquisition Cost.  The items must have the same original acquisition cost.  Personal 

property is considered to have the same original acquisition cost if the unit cost is less 

than  $500.00 or if the difference in original acquisition cost is less than 30% of the 

highest original acquisition cost.        

                                                                           

h. Similar Items.  Group similar items as one line item if they meet the conditions in 

paragraph 4.d.                                   

                                                                           

i. Demilitarization Determinations.                                   

                                                                           

(1) Personal property in certain Federal Supply Classifications (FSCs) 

destroyed/abandoned must have its assigned, valid National Stock Number (NSN) 

listed in the description section of the form.  See Enclosure (9) for a complete listing 

of FSCs.  Use local stock numbers only when a valid NSN has not been assigned.  

When this occurs, include the appropriate FSC, a valid part number and 

manufacturer's name, nomenclature which accurately describes the item, the end item 

application, and a clear text statement defining the reason for a local number 

assignment.  In addition, the clear text DEMIL statement must be accurately 

annotated on the form.  Use the following clear text DEMIL statements:                         

                                                                           

(a) Non-MLI no demilitarization required.                     

                                                                           

(b) MLI no demilitarization required.                         

                                                                           

(c) MLI demilitarization required.                            

                                                                           

(d) Non-MLI Strategic List Item (SLI).                        

                                                                           

(2) Activities generating disposal material (usable or scrap) must enter the appropriate 

DEMIL code as the second character of  the method code on Report of 

Abandonment/Destruction Personal Property, Form (CG-5598).  See Enclosure (11) 

for a list of Demilitarization Codes assigned to Federal Supply Items.  The following 

restrictions apply to the use of assigned DEMIL codes.     

                                                                            



Encl. (14) to COMDTINST M4500.5C 

3 

 

            (a) DEMIL code "X" is not an acceptable code for disposal processing purposes. 

                                                                    

            (b) Whenever DEMIL code "B" through "M" is placed on the Report of 

Abandonment/Destruction Personal Property, Form (CG-5598), the weapon's officer 

must sign as destruction officer.                                                   

                                                                            

j. Instructions for use and completing the Report of Abandonment/Destruction of Personal 

Property, Form (CG-5598) form: 

 

Field Name  

 

Instructions  

  

Report Number           Enter a valid document number consisting of the 

following format (Z75130-7225-1785):                

 

The letter "Z" followed by your five-digit Operating 

Facility (OPFAC) Number; A four-digit Julian date; 

and A four-digit sequential number.                     

 

Date                     Enter date the originator completed the form.       

 

Sheet Total              Enter total value of all property listed on the Report 

of Abandonment/Destruction of Personal Property, 

Form (CG-5598). 

  

Activity                 Enter name of the custodial activity.               

 

Originator               Enter name (typed/printed) of the person requesting 

disposal authority.  This is normally the custodian of 

the property.  The originator must sign the form in 

Block 5.                                         

Accounting              Enter the ATU, OPFAC, and Owner Code as it 

appears Classification  on the custodial activity's 

property records.       

Abandonment Classification 
Enter name (typed/printed) of the person who has 

Destruction Approved the authority to approve the 

disposal of personal by  property.  This is normally 

the activity property officer or an officer who is 

authorized to sign by direction.   

 Custodians are not authorized to approve the 

disposal/abandonment of property in their care.  The 

approving officer must sign the form in Block 7.                                                                                 
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Field Name  Instructions  

 

Item Number Sequentially number the items listed on the form.  

More than one item may be listed on the report.  

However, the same destruction officer and witness 

must apply to all property on the report.  

Description             Enter the description of the item(s) being destroyed 

abandoned.  The following information is 

mandatory:       

Noun/Common Name: Use terms that a layman 

might use;  

Serial Number(s):  This information is important 

when scrapping items with permanent serial 

numbers.  The DLA Disposition Services (Site) 

must not accept material as scrap by serial number.  

This is the last chance to record serial number of the 

property concerned; 

Nomenclature: Enter the nomenclature as it appears 

on the property records; 

FSC: Every item must have the FSC annotated in 

the description section of the Report of 

Abandonment/Destruction Personal Property, Form 

(CG-5598).  Enter the complete NSN of the item of 

the item being destroyed/abandoned if the FSC is 

listed in Figure 56-1.  Affected Federal Supply 

Classifications (FSCs) are also listed on page 2 of 

the Report of Abandonment/Destruction Personal 

Property, Form (CG-5598);  

Determination of Demilitarization: A DEMIL 

statement is required for those items whose FSC is 

listed in Figure 56-1. 
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Field Name  Instructions  

 

Condition Code          

 

Enter the single digit/letter code for the 

disposal condition of the property.  A list of 

condition codes is printed on the back of the 

Report of Abandonment/Destruction Personal 

Property, Form (CG-5598).                 

Unit                     Enter the unit of issue for the item.               

Quantity                 Enter the total number of similar items being 

destroyed/abandoned.                                

Unit Acquisition Cost    Enter the original acquisition cost.  If the value 

is greater than $500 for units listed in Chapter 

8 you must attach written authority to 

destroy/abandon the property.   

Total Acquisition Cost   Enter the product of unit cost multiplied by the 

quantity of items.   

Method                   Enter one of the single letter codes for the 

method of destruction/abandonment, A, T or S.    

Witness                  Enter the name (typed/printed) of the person 

who actually performed the disposal action. 

The destruction officer must sign the form. 

Enter the name (typed/printed) of the person 

who actually witnessed the disposal action.  

The witness must sign the form. 

k. Distribution of Report of Abandonment/Destruction Personal Property, Form           

(CG-5598).   

                                                                            

        (1) Original to Property Officer for file.  Retain original for three years from date of 

destruction.                           

                                                                            

        (2) One copy to approval authority when total value was greater than $500.00.                 

                                                                            

        (3) One copy to activity processing your property records.         

                                                                            

2.  FORMS/REPORTS.  See Figure 26-2 for a sample form.  Local reproduction is authorized.  
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FEDERAL SUPPLY CLASSIFICATION REQUIRING VALID NSNs                          

                                                                            

 

GROUP FSC DESCRIPTION 

10       All      Weapons                                                     

11       All      Nuclear Ordnance                                            

12  All   Fire Control Equipment                                      

13       All      Ammunition and Explosives                                   

14     All      Guided Missiles                                             

17       1710     Aircraft Arresting, Barrier and 

Barricade Equipment         

 1720     Aircraft Launching Equipment                                

18       1810     Space Vehicles                                              

 1820     Space Vehicle Components                                    

 1830     Space Vehicle Remote 

Control Systems                        

 1840     Space Vehicle Launchers                                     

23       2305     Ground Effect Vehicles                                      

 2330                                                     Trailers                                                    

 2350     Combat, Assault and Tactical 

Vehicles, Tracked              

28       2840     Gas Turbines and Jet Engines, 

Aircraft; and Components      

 2845     Rocket Engines and 

Components     

36       3690     Specialized Ammunition and 

Ordnance Machinery and  

Related Equipment                                           
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GROUP FSC DESCRIPTION 

42       4230     Fire Fighting, Rescue and 

Safety Equipment:                 

Decontamination and 

Impregnating Equipment                  

 

49       4921     Torpedo Maintenance, Repair 

and Checkout Specialized      

Equipment   

 4923     Depth Charges and 

Underwater Mines 

Maintenance, Repair and 

Checkout Specialized 

Equipment                      

 4925     Ammunition Maintenance, 

Repair and Checkout 

Specialized Equipment                                               

 4927     Rocket Maintenance, Repair 

and Checkout Specialized     

Equipment    

 

 

4935     Guided Missile Maintenance, 

Repair and Checkout         

Specialized Equipment       

 4960     Space Vehicle Maintenance, 

Repair and Checkout    

Specialized Equipment                                   

58       5810     Communications Security 

Equipment and Components  

 5811     Other Cryptologic Equipment 

and Components        

 5821       DESCRIPTION 
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GROUP FSC 

5825     

DESCRIPTION 

Radio Navigation Equipment, 

Except Airborne             

 5826     Radio Navigation Equipment, 

Airborne                    

 5840     Radar Equipment, Except 

Airborne                        

 5841     Radar Equipment, Airborne                               

 5845     Underwater Sound Equipment                              

 5850     Visible and Invisible Light 

Communication Equipment     

 5855     Night Vision Equipment, 

Emitted and Reflected 

Radiation 

 5860     Stimulated Coherent Radiation 

Devices, Components and  

Accessories  

66       6615     Automatic Pilot Mechanisms 

and Airborne Gyro 

Components 

69       6920     Armament Training Devices                               

 6930     Operational Training Devices                            

 6940     Communication Training 

Devices                          

84       8470     Armor, Personal                                         

 

 8475     Specialized Flight Clothing 

and Accessories             
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U.S. DEP A RTME NT 

OF HOMELAND 

SECURITY 

U.S. C. G. CG-5598  

REPORT OF 

ABANDONMENT/DESTRUCTION 
PERSONAL PROPERTY 

1. REPORTNUMBER 

2. DATE 

 
3. SHEETTOTAL 

$ 

4. ACTIVITY 5. ORIGINATOR (Signature & Title) 

6. ATU 

ACCOUNTING 

CLASSIFICATION 

COST CENTER OPFAC 

OWNER CODE 

7. ABANDONMENT/DESTRUCTION APPROVED BY: (Signature & Title) 

8. 

ITEM 

No. 

9. 

DESCRIPTION/SERIAL NUMBER 

10. 

COND 

11. 

UNIT 

12. 

QTY 

ACQUISITION COST 15. 

METHOD 13. 

PER UNIT 

14. 

TOTAL 

        

        

        

        

        

        

        

        

        

        

        

        

        

        
The personal property listed above was abandoned or destroyed in accordance with 

the guidance and authority provided in COMDTINST M4500.5  (series)  para 8.H.  I 

have received and attached written authority from the, District Commander or 

Commanding Officer to abandon or destroy all property which has a per unit cost  of 

$500 or more. HQ unit CO authorized to approve per unit cost up to $25000. 

 

$25,,, 

The personal property listed above was destroyed based on any of the following 

reasons: 

 /___/ The property has no commercial value. 

/___/ The estimated cost of continued care and handling would exceed the 

 estimated proceeds from its sale. 

/___/ Donation of the property is not feasible. 

/___/ Destruction is due to out-of-service life and/or unserviceable per 

COMDTINST M4500.5(series), paragraph 8-1-11(for destruction of aircraft 

            number plates and aircraft repair parts/components). 

Witness Date 

I have personally witnessed the abandonment/destruction of the described 

personal property by the destruction officer on the date stated herein 

Witness Date 
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PAGE 2 OF CG- 5598 ( Rev. 6-04 

Instructions 

Block 1. Report No: Enter a valid document number consisting of the following 
format: Z82250-4123-3214. Which is the letter "Z", the unit OPFAC, the Julian 
date, and a four digit sequential number. 

Block 8. Item No. Sequentially number the items 

listed on the form. 

Block 2. Date: Enter the date the originator is completing the form.  

Block 9. Description: Enter the description of the 

property concerned. See COMDTINST M4500.5, 

property management manual for specific information 

required. 

 

Block 3. Sheet Total: Enter the total of all items in block 14. Block 10. Disposal Code: Enter the single digit/letter 

code for the disposal condition of the property. 

Block 4. Activity: Enter the name of the custodial activity.  
Block 11.  Unit of issue: Enter the unit of issue of the 

property. 

Block 5. Originator: Enter the name (typed or printed) of the person requesting 

disposal authority.  This is normally the custodian of the property. The 

originator must sign the form in block 5. 

Block 12.  Quantity: Enter the total number of similar 

items being destroyed/abandoned. See COMDTINST 

M-4500.5 for specific instructions concerning similar 

items. 

Block 6. Accounting Classification: Enter the ATU & OPFAC as it appears on 
the custodial activity's property records. 

Block 13. Per unit Acquisition Cost: Enter the 

original acquisition cost. 

Block 7. Approved By: Enter the name (typed or printed) of the person who has 

the authority to approve the disposal of the personal property. This is normally 

the activity‘s 

 

Block14. Enter the product of per unit cost times the 

number of items. 

property officer or an officer who is authorized to sign the direction. The 
custodian of the property is not authorized to approve the disposal/abandonment 
of property in their 
 

Block 15. Enter the method of disposal: "A" 

abandoned in place. "T" disposed of in trash. "D" 

destroyed. 

custodial care. The approving officer must sign the form in 

block 7. 

 

Disposal Codes 

Disposal Brief Definition Expanded Definition 

Condition Code 

 

 

 

        1                                     Unused - good Unused property that is usable without repairs and identical or interchangeable with new items from  
                                                                                     normal supply sources. 

        3                                    Repairs required -    Required repairs are minor and shall not exceed 15%oforiginal acquisition cost.  

                                              good  

        X                                   Salvage    Property that some value in excess of its basic material content but repair or rehabilitation to use for the  

                                                                                    originally intended purpose is clearly impractical. Repair for any use would exceed 65% of the original  

                                                                                    acquisition cost. 

        S                                    Scrap    Material that has no value except for its basic material content.  

Federal Stock Classes Requiring Valid NSN 

Group FSC DESCRIPTION Group FSC DESCRIPTION Group FSC DESCRIPTION 
10 ALL Weapons 49 4923 Depth Charges and Underwater 58 5845 Underwater Sound Equipment 

11 ALL Nuclear Ordnance Mines Maintenance, Repair and5850  Visible and Invisible Light 
12 ALL Fire Control Equipment Checkout Specialized Equipment Communication Equipment 
13 ALL Ammunition Explosives 4925 Ammunition Maintenance, Repair 5855  Night Vision Equipment, Emitted 
14 ALL Guided Missiles and Checkout Specialized and Reflected Radiation 
15 1560 Airframe Structural Components Equipment 5860  Stimulated Coherent Radiation 
16 1670 Parachutes; Aerial Pack Op. 4927 Rocket Maintenance, Repair and Devices, Components and 

                            Delivery, Recovery Systems; and Checkout Specialized Equipment Accessories 

 For property with a per unit cost (block 13) of $500 or more, prepare and forward determination and findings letter for revie w and approval by Commander, Base Support 

Unit/Base, District Commander or your Commanding Officer. Property with a per unit cost of $25,000 or more must be submitted to Commandant (CG-844) for approval prior to 

abandonment or destruction. 
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                            Cargo Tie Down Equipment 4931 Fire Control Maintenance and 5865 Electronic Countermeasures, 
17 1710 Aircraft Launching, Landing and Repair Shop Specialized Counter-countermeasures and 

                            Ground Handling Equipment Equipment Quick Reaction Capability 
1720 Aircraft Launching Equipment  4933 Weapons Maintenance and Repair   59     5985 Antennas, Waveguides and  

18       1810 Space Vehicles  Shop Specialized Equipment                          Related Equipment 
1820 Space Vehicle Components                                                         66     6615 Automatic Pilot Mechanisms 
1830 Space Vehicle Remote Control  4935 Guided Missile Maintenance,                          Airborne Gyro Components 
and                             Systems                                                                Repair and checkout Specialized     69     6920  Armament Training Devices   
1840 Space Vehicle Launchers Equipment              6930 Operational Training Devices 

23 2305 Ground Effect Vehicles  4960 Space Vehicle Maintenance,  6940 Communication Training 
2330 Trailers Repair and checkout Specialized             Devices 
2350 Combat, Assault and Tactical Equipment    84  8470 Armor, Personal 

Vehicles, Tracked                             58    5810    Communications Security                         8475  Specialized Flight Clothing  
28 2840 Gas Turbines and Jet Engines, Equipment and Components and Accessories 

                            Aircraft; and Components   5811  Other Cryptologic Equipment and 
 2845 Rocket Engines and Components Components 

36 3690    Specialized Ammunition and 5821 Radio and Television Communi- 
Ordnance Machinery and cation Equipment, Airborne 
Related Equipment 5825 Radio and Navigation Equipment, 

42 4230 Fire Fighting, Rescue and Safety Except Airborne 
Equipment, Decontaminating and 5826 Radio Navigation Equipment, 
Impregnating Equipment Airborne 

49 4921 Torpedo Maintenance, Repair and 5840 Radar Equipment, Except Airborne 

Checkout Specialized Equipment 5841 Radar Equipment, Airborne 
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ENCL. (15) BOAT DISPOSAL FLOWCHART  

       

 

Boat Disposal Flowchart 

                                         

                                         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Boat Excess to Unit 

Report of Survey, 

Form (CG-5269) 

Forward to District 

Boat Manager 

Forward Boat 

Reported to HQs 

Commandant (CG-731) 

Report of Survey 

Boat Reported to 

Commandant (CG-844) 

Commandant (CG-844) 

Determines Boat 

disposal options and 

endorses Report of 

Survey (ROS) 

Report of Survey 

Returned to 

Unit for action 

Final Disposal action 

Documentation returned 

to Commandant   

(CG-844) 
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ENCL. (16) REPORT OF SURVEY, FORM (CG-5269) 

  

U.S. D EPAR TMEN T OF 
HOMELAND SECURITY REPORT OF SURVEY 
U.S. COAST GUARD 
C G-5269 (Rev . 6-04) 

DATE 

NUMBER 

ACTIVITY ORIGINATOR (Signature and Title ) 

REQUEST FOR SURVEY 

ITEM STOCK NUMBER AND DESCRIPTION 
CONDITION 

CODE 
QUANTITY 

UNIT 

PRICE 

TOTAL 

VALUE 

      

REASON FOR SURVEY 

ATU 

ACCOUNTING CLASSIFICATION 

 

OWNER 
CODE 

 
COST CENTER OPFAC 

  

ACTION BY COMMANDING OFFICER OR DELEGATE 

SURVEY TO BE MADE BY 

1. 

SIGNATURE (C.O. or delegate) DATE 

2. 

3. 

SURVEY REPORT AND RECOMMENDATION 

 

ITEM(S) SURVEYED IN ACCORDANCE WITH COAST GUARD REGULATION BY: (Signature(s)) (Board Members) 

 (1)  (2) (3) 

REVIEW OF SURVEY REPORT  

APPROVED 

 DISAPPROVED 

SIGNATURE (C.O. 

or delegate) 
DATE FINAL APPROVING AUTHORITY 

UNIT DISTRICT  COMDT  OTHER

 OTHER[:] MLC 
DISTRICT/Unit APPROVED/DISAPPROVED DATE COMMANDANT 

APPROVED/DISAPPROVED DATE 

SPECIFIC DISPOSAL ACTION TAKEN SIGNATURE RANK AND TITLE

 DATE 
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ENCL. (17) CAPITALIZATION CRITERIA 

 

Major Property Category Capitalized Non-Capital 

Personal Property 

Aircraft Oracle FAM N/A 

Ship/Vessel/Cutter (≥65‘) Oracle FAM N/A 

Boat (under 65‘ in length) Oracle FAM Oracle FAM 

Vehicle Oracle FAM Oracle FAM 

Buoys/Aids to Navigation Oracle FAM BBTR/ATONIS 

Weapons Systems Oracle FAM N/A 

Small Arms Oracle FAM US Navy Tracking System 

GFE ≥$25, 000 Oracle FAM 

& 

Contract/Mod/Contractor‘s appraised 

system 

Contract/Mod/Contractor‘s 

appraised system 

Yard Fund NESSS NESSS 

General Purpose Oracle FAM Oracle FAM 

Electronics Oracle FAM FLS 

OM&S FLS FLS 

Internal Use Major Software Oracle FAM Oracle FAM 

Real Property 

Building Oracle FAM Oracle FAM & MAXIMO 

Oracle FAM & MAXIMO 

Oracle FAM & MAXIMO 
Land Oracle FAM 

Structure Oracle FAM 
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ENCL. (18) DLA DISPOSITION SERVICES (SITE) LOCATIONS 

Use the Map or Search Tool below to find a local  

DLA Disposition Services Site and their contact information 

 
"If your state is not listed in the drop down 

menu below,  

use this map to locate the  

DLA Disposition Services Site nearest 

you." 

After opening, view file in Slide show mode  

 

 

 

 

 

 

 

 

 

Continental United States Conus Map  

Note: DSD web pages were relocated to Intranet POC page  

Disposal Region- West 
Located at Imperial Beach, DLA Disposition Services Site San Diego, the West Region provides service to the western part of 

the United States to include: Alaska, Washington, California, Nevada, Arizona, New Mexico, Colorado, Utah, Wyoming, Idaho 
and Montana. 

Disposal Region- Central  
Located at Ft Sam Houston, San Antonio, Texas, provides service to the Central part of the United States to include:  Arkansas, 

Indiana, Iowa, Kansas, Kentucky, Louisiana, Michigan, Minnesota, Mississippi, Missouri, Nebraska, North Dakota, Ohio, 
Oklahoma, South Dakota, Tennessee, Texas, West Virginia, Florida, Georgia, and Wisconsin. 

Disposal Region- East 
Disposal Region east provides service to the Eastern part of the United States to include: Connecticut, Maine, Maryland, New 

Hampshire, New Jersey, New York, North Carolina, Pennsylvania, Rhode Island, South Carolina, Vermont, Virginia.  

 

 

 

Outside Continental United States 

 

Conus/Oconus:   

 

 

State/Country    

 

 

DRMO Name:    

 

CONUS     

 

State/Country    

 

Select a DRMO   
  

https://www.drms.dla.mil/drmo/conusmap.pps
https://www.drms.dla.mil/drmo/conusmap.pps
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Disposal Region- Pacific 
Located at 1025 Quincy Avenue, Building 479, Suite 2000 on the Pearl Harbor Naval Base, the Disposal Region - 

Pacific provides service to the DLA Disposition Services (Site) Pacific Region & DLA-Pacific DLA Enterprise. 

Disposal Region- Europe 
 

Located at Kleber Kaserne, Kaiserslautern, Germany, 

Providing services to the EUCOM theater of operation.  
From England to Italy and from the Azores to Turkey  

Disposal Region- Centcom 

J-9   Contingency Operations Directorate 
Defense Reutilization and Marketing Service, is the DoD Activity responsible for the Disposal of hazardous waste, 

excess personal property, scrap and DEMIL property generated by DoD activities. Disposal of any of this property by a 

means other than DLA Disposition Services (Site) requires approval of the Combatant Commander and concurrence 
from DLA. 

DLA Disposition Services (Sites) activities are comprised of the following offices  

 J-321 Warehousing  
Consisting of Receipt, Store and Issue at the DLA Disposition Services (Site) 

 J-322 Property Accounting 
Overseeing the Daily transactions and keeping a cradle to grave record of all activity at the DLA Disposition Services 

(Sites). 

 J-33 Environmental Division  

For assistance with Hazardous Material & Waste contact the Environmentalist at the DLA Disposition Services (Site). 

 J-35 Controlled Property Division (CPC)  
Objective: This process will mitigate the release of unauthorized property to the public that is received via LSN or 

processed in a Batch lot 

• The Controlled Property Center (CPC) is one process for the resolution for 100% item review of batch lots and LSNs 

not cleared for release from hub locations 

• Six designated sites will receive specified LSNs and 

batch lots 

• All property will be reviewed and researched at the 

center 

• After review/research, the property will go through the 

appropriate disposition channel  

 Centralized DEMIL Centers (CDC)  
Two DEMIL Centers in CONUS authorized to physically receive weapons: Anniston and Crane.  

Anniston DEMIL Center is the primary location for body armor and camouflage nets.  

 J-32 Recycling Control Point (RCP)  
The RCP concept of "Marketing in Place" offers excess and surplus property for reuse directly from DLA/ Service 

Inventory Control Point (ICP).  Property is electronically released from Distribution Centers without being sent to a 

DLA Disposition Services (Site).  

 Property Hold centers 
Lab Equipment, DEMIL Code A, B and Q 

 J-361 Reutilization, Transfer &Donation  
For assistance in excess and surplus property for reuse from a DLA Disposition Services (Site) contact an RTD 

Specialist.  

 J-362 Sales Division  
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ENCL. (19) ANNUAL REPORT (CG-6048) SAMPLE 
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Property Reports Page 3 of 3 

Extra commentary area: for multiple FSCs or multiple donees. DO NOT INCLUDE 

COMPUTERS TO SCHOOLS IF IT HAS BEEN APPROVED BY Commandant (CG-844): 

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

____________ 
[

 3] How does the recipient 

plan to use the equipment? 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

____________________________  

[ 4] Please provide the following contact information of the commercial or private recipient who now has the 

government property: 

 

 

Name  

Title  

Organization  

Street Address  

Address (cont.)  

City  

State/Province  

Zip/Postal Code  

Work Phone  

FAX  

E-mail 

S u b m i t  F o r m  R e s e t  F o r m  

Please don't forget to the press the submit form button! 

If you need to submit statistics from prior fiscal years, please contact COMDT (CG-844) 

Add Signature by Commanding Officer or Delegate 

 

 9/5/2007 
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ENCL. (20) GSA FEDERAL SUPPLY SERVICE PROPERTY MANAGEMENT OFFICES AND 

THEIR GEOGRAPHIC AREAS OF RESPONSIBILITY 

                                                                            

NEW ENGLAND REGION (Region 1)                                                         

(STATES: CT, ME, MA, NH, RI, VT)                                             

                                                                            

GSA/FSS (2FBP-1)                                                            
Thomas P. O'Neill Jr. Federal Building  

10 CAUSEWAY ST, STE 900  

BOSTON MA   02222 -1020 

Phone: 1 (866) 734-1727  
   

NORTHEAST & CARIBBEAN REGION (Region 2)                                              

(STATES: NJ, NY, PR, VI, Europe)                                                    

                                                                            

GSA/FSS (2FB)                                                               
Northeast and Caribbean Region Fleet and Personal Property Management Services  
26 FEDERAL PLZ  

NEW YORK NY   10278 -0001 

Phone: (212) 264-3930 

                                                    

NATIONAL CAPITAL REGION (Region 11)                                                    

(STATES: DC, & NEARBY MD, Northern VA)                                               

                                                                            

GSA/FSS (11FP-W)                                                             
NCR Region  
301-7TH STREET SW  

WASHINGTON DC   20407-0002 

Phone: (202) 708-9100  

Fax: (202) 708-9966  

          

MID-ATLANTIC REGION (Region 3)                                                        

(STATES: DE, MD & MD Eastern Shore, PA, VA, WV - Excludes DC metropolitan area)                                                 

                                                                            

GSA/FSS (3FPU-N)                                                            
The Strawbridge Building  

20 N 8TH STREET 

PHILADELPHIA PA   19107-3101  

Phone: (215) 446-5100  
 

SOUTHEAST SUNBELT REGION (Region 4)                                                   

(STATES: AL, FL, GA, KY, MS, NC, SC, TN)                                    

                                                                            

GSA/FSS (4FD-4FM)                                                           
Southeast Sunbelt Region  

77 FORSYTH STREET SW SUITE 600 

ATLANTA GA   30303-3479 

Phone: (404) 331-3200  

Fax: (404) 331-0931  



Encl. (20) to COMDTINST M4500.5C 

2 

                                 

Southeast Sunbelt Region Property Management Offices 

State and City Contacts Locations Served 

Alabama Service Center (205) 731-0135 

(205) 731-0138 Fax 

Alabama 

Florida:  Miami Service Center  (305) 536-5751 

(305) 536-3080 Fax 

Southern Florida 

Florida:  Tampa Service Center (813) 228-2351 

(813) 228-2004 Fax 

Central Florida 

Georgia:  Atlanta Central Service 

Center 

(404) 562-0746 

(404) 562-0769 Fax 

North Georgia 

Georgia:  Atlanta North Service 

Center 

(404) 331-3333 

(404) 332-6888 Fax 

North Georgia 

Georgia:  Atlanta South Service 

Center 

(404) 562-0066 

(404) 562-0065 Fax 

North Georgia 

Georgia:  Savannah Service Center (912) 652-4025 

(912) 652-4459 Fax 

South and Central Georgia and North 

Florida 

Kentucky Service Center (502) 582-6436 

(502) 582-6868 Fax 

Kentucky 

North Carolina Service Center (704) 344-6196 

(704) 344-6250 Fax 

North Carolina 

South Carolina Service Center (803) 765-5581 

(803) 765-5309 Fax 

South Carolina 

Tennessee:  Memphis Service 

Center 

(901) 544-3675 

(901) 544-3657 Fax 

Mississippi and West Tennessee 

Tennessee:  Nashville Service 

Center 

(615) 695-6819 

(615) 736-2758 Fax 

Central and East Tennessee 

 

GREAT LAKES REGION (Region 5) 

(STATES: IL, IN, MI, MN, OH, WI)            

                                                   

GSA/FSS/AUO                                        

Great Lakes Region  
230 S DEARBORN ST STE 3700 

CHICAGO IL   60604-1491 

Phone: (312) 353-5395  

Fax: (312) 886-5595 

                                                   

                                                   

 

 



Encl. (20) to COMDTINST M4500.5C 

3 

 

HEARTLAND REGION (Region 6)                                  

(STATES: IA, KS, MO, NE)                           

                                                   

GSA/FSS (6FBP)                                     

Heartland Region 
1500 E BANNISTER RD RM 1102                

KANSAS CITY MO   64131-3203  

Phone: (816) 926-7201  

Fax: (816) 926-7513  

                                                   

GREATER SOUTHWEST REGION (Region 7) 

(STATES: AR, LA, NM, OK, TX)                       

                                                   

GSA/FSS                                            

Greater Southwest Region 

819 TAYLOR ST  

FORT WORTH TX   76102-6124  

Phone: (817) 978-2321  

Fax: (817) 978-4867  

                                                  

ROCKY MOUNTAIN REGION (Region 8)                                                      

(STATES: CO, MT, ND, SD, UT, WY)                                             

                                                                            

Area:  CO, SD, WY                                                           

GSA/FSS (7FP-8)                                                             

Rocky Mountain Regional Administrator 

1 DENVER FEDERAL CTR 

DENVER CO   80225-0001  

Phone: (303) 236-7329 

                                                                            

 

PACIFIC RIM REGION (Region 9)                                                         

(STATES: AZ, CA, HI, NV, (CM, Am Samoa, Guam, Far East))                                      

                                                                            

GSA/FSS/PMD                                                                 

Pacific Rim Region (9)  
450 GOLDEN GATE AVE  

SAN FRANCISCO CA   94102-3661 

Phone: (415) 522-3001 
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NORTHWEST/ARCTIC REGION (Region 10)                                                    

(STATES: AK, ID, OR, WA)                                                    

Area:  ID, OR, WA                                                           

GSA/FSS/U&D (10FZP-U)                                                       

 

Northwest/Arctic Region (10)  
400 15TH ST SW  

AUBURN WA   98001-6505 

Phone: (253) 931-7000 
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ENCL. (21) PERSONAL PROPERTY DONATION AGREEMENT 

 

(Boats under 65 feet in length and other items of personal property)        

                                                                            

1. Pursuant to the authority vested in the Commandant of the U.S. Coast Guard by 14 U.S.C. 

641(a), and 41 CFR S 10144.104.5, the following personal property is hereby donated to 

    _______________________________________________________________________ 

    hereinafter referred to as the donee.                                   

                                                                            

    Description of property:                                                

    _______________________________________________________________________ 

    _______________________________________________________________________ 

                                                                            

2. The donee hereby agrees that:                                           

                                                                            

a. It will comply with Title VI of the Civil Rights Act of 1964 (42 U.S.C.  2000d, et. seq.) 

and the requirements imposed in 33 CFR Part 24.  The Standard Department of 

Homeland Security Title VI assurances are hereby made a part of this agreement (49 CFR 

21.7).  

 

b. The property must not be used for any commercial purpose, and may be used only for the 

purposes authorized by the donee's charter.    

 

c. The donee may not sell, barter, lease, bail, lend, transfer, or encumber the property, nor 

may the donee deliver the property into the trust or possession of another, or assign any 

interest in the property.                                                           

 

d. The property may not be utilized in any manner that adversely affects the confidence of 

the public in the United States Government, nor may the property be used in a way that 

prejudices the activities of the Department of Homeland Security or the mission of the 

U.S. Coast Guard.                                            

 

e. The collection of any claim, or the receipt of insurance proceeds for the conversion, loss, 

or destruction of the property will accrue for the benefit and account of the United States.  

The collection of any claim, or the receipt of insurance proceeds for damage to the 

property may be used by the donee to effect repairs to the property, in lieu of being 

turned over to the United States. 

 

f. If the property is no longer required by the donee, the donee will promptly request, in 

writing, that the Commandant of the U.S. Coast Guard direct disposition of the property.  

The donee hereby agrees to take the action specified by the U.S. Coast Guard.       

 

g. The U.S. Coast Guard accepts no responsibility for the material condition of the property.  

h. The donee, and not the United States, is liable for any injury to person(s) or property that 

results from use of the property. 
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i. The interest acquired by the donee under this agreement will be vested in the donee only 

upon execution of this document, the Standard Title VI Assurances Document, and 

delivery of the property to the donee.                                             

 

j. Immediately upon failure of the donee to comply with any of the terms and conditions of 

this agreement, all right, title, and interest in this property will revert to the United States.  

The  donee hereby agrees to peaceably surrender possession of the property at a time and 

place to be mutually agreed upon between the donee and the United States.  As an 

alternative remedy, to be elected solely at the option of the United States, any violation of 

the provisions of this agreement will make the donee liable to the United States in the 

amount of $__________, or the fair market value of the property, whichever is greater at 

the time the U.S. Coast Guard learns of the violation.                               

 

k. The Commandant of the U.S. Coast Guard may terminate the donee's right, title, and 

interest in the property, at any time, by giving notice, in writing, to the donee, of the date 

that absolute title to the property reverts to the United States.                      

                                                                           

l. It will make reports to the Commandant, U.S. Coast Guard, on the use, condition, location, 

and other matters concerning the property, as may be required from time to time.                    

 

        IN WITNESS WHEREOF, the Commandant of the U.S. Coast Guard and the  

        donee have duly executed this instrument this                       

        _____________ day of ________________________, 19_______.           

                                                                            

UNITED STATES OF AMERICA   DONEE:                               

acting by and through the                 By_______________________            

Secretary, Dept. of Homeland Security             Title ___________________            

and Commandant, U.S.                                                        

Coast Guard                            Institution or Organization          

                                                                            

By    _______________________          _______________________              

Title _______________________          _______________________              

      _______________________          _______________________              
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CIVIL RIGHTS ACT OF 1964 - TITLE VI                                         

                                                                            

1. Non-discrimination Policy.  Title VI of the Civil Rights Act of 1964 provides that no person 

in the United States shall be subjected to discrimination under any program or activity 

receiving federal financial assistance.  Pursuant to Title 33, Code of Federal Regulations, 

Part 24, all nonfederal licensees and leasees shall be made aware of their responsibilities 

and obligations under the Civil Rights Act and comply with the nondiscrimination 

provisions contained therein.    

                                                                            

a. Definitions.  For the purpose of implementing the requirements of the Civil Rights Act, 

the following definitions are applicable:     

                                                                            

(1) Full Monetary Considerations.  The full fair market rental consideration established 

for the property by the high bidder, or by negotiation less the estimated cost to the 

recipient to assume the maintenance and protection obligations for the property.  In 

cases where the license/lease is granted on a no cost or nominal cost basis, it shall be 

considered that the government is receiving less than full monetary consideration.           

                                                                            

(2) Federal Financial Assistance.  Includes the permission to use (on other than a casual 

or transient basis) Federal real property or any interest in such property without 

monetary consideration, or at a nominal monetary consideration, or at a monetary 

consideration which is reduced for the purpose of assisting the recipient, or in 

recognition of the public interest to be served by authorizing such use.                 

                                                                            

b. Periodic Compliance Reviews.  Base Support Units (BSUs/Base), Districts, and 

Commanding Officers of shall from time to time review the practices of licensees and 

lessees to determine whether they are complying with the requirements of the 

nondiscrimination clause.  This review shall include, whenever possible, on-site 

inspection of the utilized property.  

 

c. Revocation for Noncompliance.  If a compliance review, report, complaint, or any other 

information indicates a possible failure to comply with the nondiscrimination provision, 

the Base Support Unit/Base Commanding Officer, or Commanding Officer of a unit shall 

determine the circumstances surrounding the matter.  If noncompliance is indicated the 

licensee or lessee shall be so informed and the matter resolved by informal means 

whenever possible.  If not resolved within a reasonable period of time, advise 

Commandant (CG-844) or Commandant(CG-09224),as appropriate, of the circumstances 

surrounding the case.  Also, provide a firm recommendation relative to revocation or 

non-revocation of the use privileges.                                                        

                                                                           

2. Non-discrimination Clause.  The following clause shall be included as part of the terms and 

conditions of all licenses and leases which involve Federal financial assistance, as defined 

in 49 CFR 21.23(c), i.e., when the recipient obtains the license/lease for less than full 

monetary consideration.  The Standard Department of Homeland Security Title VI 

Assurances must be executed by the recipient, attached to and made part of the 

license/lease, and forwarded to Commandant (CG-844) or Commandant (CG-09224) as 

appropriate.                                      
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"The license/lessee, for himself, his personal representatives, successors in interest, and assigned, 

as a part of the consideration hereof, and as a term and condition of this license/lease, does 

hereby covenant and agree that (1) no person on the grounds of race, color, or national origin 

shall be excluded from participation in the use of said facilities, (2) that in the construction of 

any improvements on, over or under such land and the furnishing of services thereon, no  

person on the ground of race, color, or national origin shall be excluded from participation in, 

denied the benefits of, or otherwise be subjected to discrimination, (3) that the licensee shall 

use the premises in compliance with all other requirements imposed by or pursuant to Title 49, 

Code of Federal Regulations, Department of Homeland Security, Subtitle A, Office of the 

Secretary, Part 21, Non-discrimination in Federally assisted programs of the Department of 

Homeland Security - Effectuation of Title VI of the Civil Rights Act of 1964, and as said 

Regulations may be amended."                         

                                                                           

"The licensee/lessee has executed the Standard Department of Homeland Security Title VI 

Assurance, an executed copy of which is attached hereto and made part hereof.  The 

licensee/lessee accepts the provisions of the Assurances as part of the terms, conditions and      

covenants of this license/lease."                                      

                                                                           

"In the event of breach of any of the terms, conditions or covenants of the Standard Department 

of Homeland Security Title VI Assurances, the United States shall have the right to terminate the 

license/lease and re-enter and repossess said land and the facilities thereon, and hold the same as 

if said license/lease had never been made or issued."      

                                                                           

(1) Should a license/lease applicant object to executing the Assurances,  alleging that full 

monetary consideration is in fact being asked, the applicant may provide evidence that the 

monetary consideration asked represents the full fair market value of the interest in the 

property. Commanders, Areas, Base Support Units/Base, and Districts shall review the 

evidence and issue a determination in this matter.  All decisions must be fully documented 

and made a part of the personal property file.                         

                                                                           

                                                                              

                  STANDARD DOT TITLE VI ASSURANCES                            

                                                                              

The_________________________________________________________________HEREBY    

                            (Recipient)                                       

AGREES THAT as a condition to receiving any Federal financial assistance from the 

Department of Homeland Security it will comply with Title VI of the Civil Rights Act of 1964, 

78 Stat. 252, 42 U.S.C. 2000d42, U.S.C. 2000d4 (hereinafter referred to as the Act), and all 

requirements imposed by or pursuant to Title 49, Code of Federal Regulations, Department of   

Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally 

Assisted Programs of the Department of Homeland Security  Effectuation of Title of the Civil 

Rights Act of 1964 (hereinafter referred to as the Regulations) and other pertinent directives, to 

the end that in accordance with the Act, Regulations, and other pertinent directives, no person in 

the United States shall, on the grounds of race, color, or national origin, be excluded from 

participation in, be denied the benefits of, or be otherwise subjected to discrimination under any 

program or activity for which the Recipient receives federal financial assistance from the 

Department of Homeland Security, including the United States Coast Guard, and HEREBY  
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GIVES ASSURANCE THAT it will promptly take any measures necessary to effectuate this 

agreement.  This assurance is required by subsection 21.7(a)(1) of the Regulations.     

                                                                              

More specifically and without limiting the above general assurance, the       

 

Recipient hereby gives the following specific assurances with respect to      

its_____________________________________________________________________      

                        (Name of Program)                                     

                                                                              

    1. That the Recipient agrees that each "program" and each "facility" as defined in subsections 

21.23(e) and 21.23(b) of the Regulations, will be (with regard to a "program") conducted, or 

will be (with regard to a "facility") operated in compliance with all requirements imposed 

by, or  pursuant to, the Regulations.                                                 

                                                                              

    2. That the Recipient shall insert the following notification in all solicitations for bids for work 

or material subject to the Regulations and made in connection with all                          

_________________________________________________________________________     

                        (Name of Program)                                     

and, in adapted form in all proposals for negotiated agreements:  The (Recipient), in accordance 

with the Act, Code of Federal Regulations, Department of Homeland Security, Subtitle A, Office 

of the Secretary, Part 21, Nondiscrimination in Federally-Assisted Programs of the Department 

of  Transportation issued pursuant to such Act, hereby notifies all bidders that it will 

affirmatively insure that in any contract entered into pursuant to this advertisement, minority 

business enterprises will be afforded full opportunity to submit bids in response to this invitation 

and will not be discrimination against on the grounds of race, color, or national origin in 

consideration for an award.                                

                                                                                                                                                         

    3. That the Recipient shall insert the clauses of Appendix A of this assurance in every contract 

subject to the Act and the Regulations.         

                                                                            

    4. That the Recipient shall insert the clauses of Appendix B of this assurance, as a covenant 

running with the land, in any deed from the United States effecting a transfer of real 

property, structures, or improvements thereon, or interest therein.                                               

                                                                            

    5. That where the Recipient receives Federal financial assistance to construct a facility, or part 

of a facility, the assurance shall extend to the entire facility and facilities operated in 

connection therewith.        

                                                                            

   6.  That where the Recipient receives Federal financial assistance in the form, or for the 

acquisition of real property or an interest in real property, the assurance shall extend to 

rights to space on, over or under such property.                                                              

                                                                            

    7. That the Recipient shall include the appropriate clauses set forth in Appendix C of this 

assurance, as a covenant running with the land, in any future deeds, leases, permits, 

licenses, and similar agreements entered into by the Recipient with other parties:  (a) for the 

subsequent transfer of real property acquired or improved under                            

_________________________________________________________________________ 

Name of Program)                                 
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and (b) for the construction or use of or access to space on, over or under real property acquired, 

or improved under                                   

_________________________________________________________________________.  

                          (Name of Program)                                 

                                                                            

 

    8. That this assurance obligates the Recipient for the period during which federal financial 

assistance is extended to the program, except where the federal financial assistance is to 

provide, or is in the form of, personal property, or real property or interest therein or 

structures or improvements thereon, in which case the assurance obligates the Recipient or 

any transferee for the longer of the following periods:  (a) the period during which the 

property is used for a purpose for which the federal financial assistance is extended, or for 

another purpose involving the provision of similar services or benefits; or (b) the period 

during which the Recipient retains ownership or possession of the property.              

                                                                            

9. The Recipient shall provide for such methods of administration for the program as are found 

by the Secretary of Homeland Security or the official to whom the Secretary delegates 

specific authority to give reasonable guarantee that it, other recipients, sub grantees, 

contractors, subcontractors, transferees, successors in interest, and other participants of 

federal financial assistance under such program will comply with all requirements imposed 

or pursuant to the Act, the Regulations and this assurance. 

 

    10.The Recipient agrees that the United States has a right to seek judicial enforcement with 

regard to any matter arising under the Act, the Regulations, and this assurance.       

                                                                            

THIS ASSURANCE is given in consideration of and for the purpose of obtaining any and all 

federal grants, loans, contracts, property, discounts or other federal financial assistance extended 

after the date hereof to the Recipient by the Department of Homeland Security under the                     

_____________________________________________________________________       

                           (Name of Program)                                

and is binding on it, other recipients, sub grantees, contractors, subcontractors, transferees, 

successors in interest and other participants  

in the ___________________________________________________________________  

                           (Name of Program)                                

The person or persons whose signatures appear below are authorized to sign  

this assurance on behalf of the Recipient.                                  

                                                                            

DATED_______________________                                                

                                                                            

                                _______________________________________     

                                         (Signature and Title)              

                                                                            

                                _______________________________________     

                                              (Organization)                

                                                                            

Attachments:   Appendix A                                                     

Appendix B                                                     

Appendix C                                                      



Encl. (21) to COMDTINST M4500.5C 

7 

                                                                            

APPENDIX A 

                                                                            

During the performance of this contract, the contractor, for itself, its assignees and successors in 

interest (hereinafter referred to as the "contractor") agrees as follows:                                            

                                                                            

(1)  Compliance with Regulations:  The contractor shall comply with the Regulations relative to 

nondiscrimination in federally assisted programs of the Department of Homeland Security 

(hereinafter, "DHS") Title 49, Code of Federal Regulations, Part 21, as they may be amended 

from time to time, (hereinafter referred to as the Regulations), which are herein incorporated 

by reference and made a part of this contract.                              

                                                                            

(2)  Nondiscrimination:  The contractor, with regard to the work performed by it during the 

contract, shall not discriminate on the grounds of race, color, or national origin in the selection 

and retention of subcontractors, including procurement of materials and leases of equipment.  

The contractor shall not participate either directly or indirectly in the discrimination prohibited 

by section 21.5 of the Regulations, including employment practices when the contract covers a      

program set forth in Appendix B of the Regulations.                         

                                                                            

(3)  Solicitations for Subcontractors, Including Procurement of Materials and Equipment:  In all 

solicitations either by competitive bidding or negotiation made by the contractor for work to be 

performed under a subcontract, including procurement of materials or leases of equipment, each 

potential subcontractor or supplier shall be notified by the contractor of the contractor's 

obligations under this contract and the Regulations relative to nondiscrimination on the grounds 

of race, color, or national origin.                                                  

                                                                            

(4)  Information and Reports:  The contractor shall provide all information and reports required 

by the Regulations or directives issued pursuant thereto, and shall permit access to its books, 

records, accounts, other sources of information, and its facilities as may be determined by    

the Recipient or the Coast Guard to be pertinent to ascertain compliance with such Regulations, 

orders and instructions.  Where any information required of a contractor is in the exclusive 

possession of another who fails or refuses to furnish this information, the contractor shall so 

certify to the Recipient, or the United States Coast Guard, as appropriate, and shall set forth what 

efforts it has made to obtain the information.                                                                

                                                                            

(5)  Sanctions for Noncompliance:  In the event of the contractor's noncompliance with the 

nondiscrimination provisions of this contract, the Recipient shall impose such contract sanctions 

as it or the United States Coast Guard may determine to be appropriate, including, but not limited 

to: 

                                                                            

        (a) Withholding of payments to the contractor under the contract until the contractor 

complies; and/or                                       

                                                                            

        (b) Cancellation, termination or suspension of the contract, in whole or in part.  

                                                                            

(6)  Incorporation of Provisions:  The contractor shall include the provisions of paragraphs (1) 

through (6) in every subcontract, including procurement of materials and leases of equipment, 

unless exempt by the Regulations, or directives issued pursuant thereto.  The contractor shall 

take such action with respect to any subcontract or procurement as the Recipient or the Coast  
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Guard may direct as a means of  enforcing such provisions including sanctions for non-

compliance: Provided, however, that, in the event a contractor becomes involved in, or is 

threatened with, litigation with a subcontractor or supplier as a result of such direction, the 

contractor may request the Recipient to enter into such litigation to protect the interests of the 

Recipient, and, in addition, the contractor may request the United States to enter into such 

litigation to protect the interests of the United States.  
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APPENDIX B 

                                                                            

The following clauses shall be included in any and all deeds effecting or recording the transfer of 

real property, structures or improvements thereon, or interest therein from the United States.                        

                                                                            

GRANTING CLAUSE                                                             

                                                                            

NOW, THEREFORE, the Department of Homeland Security, as authorized by law, and upon the 

condition that the _______________________  

                                  (Name of Recipient)                       

 

will accept title to the lands and maintain the project constructed thereon, in accordance    

with _____________________________________the Regulations for the           

(Name of Appropriate Legislative Authority)                                 

 

Administration of __________________________________________  

(Name of Program)                           

and the policies and procedures prescribed by the Coast Guard of the Department of Homeland 

Security and, also in accordance with and in compliance with all requirements imposed by or 

pursuant to Title 49, Code of Federal Regulations, Department of Homeland Security, Subtitle A, 

Office of the Secretary, Part 21, Nondiscrimination in federally assisted programs of the 

Department of Homeland Security (hereinafter referred to as the Regulations) pertaining to and 

effectuating the provisions of Title VI of the Civil Rights Act of 1964 (78 Stat. 252; 42 U.S.C. 

2000d to 2000d-4), does hereby remise, release, quitclaim and convey unto                      

the ___________________________________________________________ all rights, 

                        (Name of Recipient)                                 

title, and interest of the Department of Homeland Security in and to said lands described in 

Exhibit "A" attached hereto and made a part hereof.      

                                                                            

HABENDUM CLAUSE                                                             

                                                                            

TO HAVE AND TO HOLD said lands and interest therein unto  

 

(Name of Recipient)                                       

and its successors forever, subject however, to the covenants, conditions, restrictions and 

reservations herein contained as follows, which will remain in effect for the period during which 

the real property or structures are used for a purpose for which Federal financial assistance is 

extended or for another purpose involving the provision of similar services or benefits and shall 

be binding on the __________________________________, 

                                                (Name of Recipient) its successors and assigns.          
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The _______________________________________________________________________, 

                        (Name of Recipient)                                  

in consideration of the conveyance of said lands and interest in lands, does hereby covenant and 

agree as a covenant running with the land for itself, its successors and assigns, that (1) no person 

shall on the grounds of race, color, or national origin, be excluded from participation in, be    

denied the benefits of, or be otherwise subjected to discrimination with regard to any facility 

located wholly or in part on, over or under such lands hereby conveyed (,) (and)* (2) that the   

___________________________________________________________________________  

                        (Name of Recipient)                                  

shall use the lands and interests in lands so conveyed, in compliance with all requirements 

imposed by or pursuant to Title 49,k Code of Federal Regulations, Department of Homeland 

Security, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally assisted 

programs of the Department of Homeland Security - Effectuation of Title VI of the Civil Rights 

Act of 1964, and as said Regulations may be amended, and (3) that in the event of breach of any 

of the above mentioned nondiscrimination conditions, the Department shall have a right to re-

enter said lands and facilities on said land, and the above described land an facilities shall 

thereon revert to and vest in and become the absolute property of the Department of Homeland 

Security and its assigns as such interest existed prior to this instruction.*                                 

                                                                             

* Reverter clause and related language to be used only when it is determined that such a clause is 

necessary in order to effectuate the purposes of Title VI of the Civil Rights Act of 1964.        
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APPENDIX C 

                                                                            

The following clauses shall be included in any and all deeds, licenses, leases, permits, or similar 

instruments entered into by the                 

____________________________________________ pursuant to the provisions of  

         (Name of Recipient)                                                

Assurance 7(a).                                                             

                                                                            

The (grantee, licensee, lessee, permittee, etc., as appropriate) for himself, his heirs, personal 

representatives, successors in interest, and assigns, as a part of the consideration hereof, does 

hereby covenant and agree (in the case of deeds and leases add "as a covenant running with the  

land") that in the event facilities are constructed, maintained, or otherwise operated on the said 

property described in this (deed, license, lease, permit, etc.) for a purpose for which a 

Department of Homeland Security program or activity is extended or for another purpose 

involving the provision of similar services or benefits, the (grantee, licensee, lessee, permittee, 

etc.) shall maintain and operate such facilities and serviced in compliance with all other 

requirements imposed pursuant to Title 49, Code of Federal Regulations, Department of 

Homeland Security, Subtitle A, Office of the Secretary, part 21, Nondiscrimination in Federally 

assisted programs of the Department of Homeland Security-Effectuation of Title VI of the Civil 

Rights Act of 1964, and as said Regulations may be amended (include in licenses, leases, 

permits, etc.).  *     

                                                                            

That in the event of breach of any of the above non-discrimination          

covenants, ________________________________________________________________ 

                                  (Name of Recipient)                       

shall have the right to terminate the (license, lease, permit, etc.) and to re-enter and repossess 

said land and the facilities thereon, and hold the same as if said (licenses, lease, permit, etc.) had 

never been made or issued. That in the event of breach of any of the above non-discrimination  

covenants, _______________________________________________________________  

                                  (Name of Recipient)                       

shall have the right to re-enter said lands and facilities thereon, and the above described lands 

and facilities shall thereupon revert to and vest in and become the absolute property of  

_____________________________________  

                                             (Name of Recipient)            

and its assigns.                                                            

                                                                            

(Include in deeds) *                                                        
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The following shall be included in all deeds, licenses, leases, permits, or similar agreements 

entered into by_________________________________________  

                                          (Name of Recipient)        

pursuant to the provisions of Assurance 6(b).          

                                                                             

The (grantee, licensee, lessee, permittee, etc., as appropriate) for himself, his personal 

representatives, successors in interest, and assigns, as a part of the consideration hereof, does 

hereby covenant and agree (in the case of deeds, and leases add "as a covenant running with the 

land") that (1) no person on the grounds of race, color, or national origin shall be excluded from 

participation in, denied the benefits of, or be otherwise subjected to discrimination in the use of 

said facilities, (2) that in the construction of any improvements on, over or under such land and 

the furnishing of services thereon, no person on the grounds of race, color, or national origin 

shall be excluded from participation in, denied the benefits of, or otherwise be subjected to 

discrimination, (3) that the (grantee, licensee, lessee, permittee, etc.) shall use the premises in       

compliance with all other requirements imposed by or pursuant to Title 49 code of Federal 

Regulations, Department of Homeland Security, Subtitle A, Office of the Secretary, Part 21, 

Nondiscrimination in Federally assisted programs of the Department of Homeland Security-

Effectuation of Title VI of the Civil Rights Act of 1964), and as said Regulations may be 

amended.       

                                                                             

That in the event of breach of any of the above nondiscrimination covenants, 

___________________________________________________________________________  

                        (Name of Recipient)                                  

shall have the right to terminate the (license, lease, permit, etc.) and to re-enter and repossess 

said land and facilities thereon, and hold the same as if said (license, lease, permit, etc.) had 

never been made or issued.     

                                                                             

(Include in deeds) *                                                         

                                                                             

That in the event of breach of any of the above nondiscrimination            

covenants, ________________________________________________________________  

                         (Name of Recipient)                                 

shall have the right to re-enter said land and facilities thereon, and the above described lands and 

facilities shall thereupon revert to and vest in and become the absolute property of 

_______________________________________  

                          (Name of Recipient)             

and its assigns.                                                             

                                                                             

*  Reverter clause and related language to be used only when it is determined that such a clause 

is necessary in order to effectuate the purposes of Title VI of the Civil Rights Act of 1964.                     
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APPENDIX C 

                                                                            

The following clauses shall be included in any and all deeds, licenses, leases, permits, or similar 

instruments entered into by the                 

________________________________________________________________________    

                        (Name of Recipient)                                 

pursuant to the provisions of Assurance 7(a).                               

                                                                            

The (grantee, licensee, lessee, permittee, etc., as appropriate) for himself, his heirs, personal 

representatives, successors in interest, and assigns, as a part of the consideration hereof, does 

hereby covenant and agree (in the case of deeds and leases add "as a covenant running with the  

land") that in the event facilities are constructed, maintained, or otherwise operated on the said 

property described in this (deed, license, lease, permit, etc.) for a purpose for which a 

Department of Homeland Security program or activity is extended or for another purpose 

involving the provision of similar services or benefits, the (grantee, licensee, lessee, permittee, 

etc.) shall maintain and operate such facilities and serviced in compliance with all other 

requirements imposed pursuant to Title 49, Code of Federal Regulations, Department of 

Homeland Security, Subtitle A, Office of the Secretary, part 21, Nondiscrimination in Federally 

assisted programs of the Department of Homeland Security-Effectuation of Title VI of the Civil 

Rights Act of 1964, and as said Regulations may be amended (include in licenses, leases, 

permits, etc.).  *       

                                                                            

That in the event of breach of any of the above non-discrimination          

covenants, ________________________________________________________________ 

                          (Name of Recipient)                               

shall have the right to terminate the (license, lease, permit, etc.) and to re-enter and repossess 

said land and the facilities thereon, and hold the same as if said (licenses, lease, permit, etc.) had 

never been made or issued.                                                                     

                                                                            

That in the event of breach of any of the above non-discrimination covenants, 

________________________________________________________________ 

                                (Name of Recipient)                         

shall have the right to re-enter said lands and facilities thereon, and the above described lands 

and facilities shall thereupon revert to and vest in and become the absolute property of  

______________________________________ 

                                             (Name of Recipient)            

and its assigns.                                                            
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The following shall be included in all deeds, licenses, leases, permits, or similar agreements 

entered into by_________________________________________ 

                                         (Name of Recipient)                

pursuant to the provisions of Assurance 6(b).                               

                                                                            

The (grantee, licensee, lessee, permittee, etc., as appropriate) for himself, his personal 

representatives, successors in interest, and assigns, as a part of the consideration hereof, does 

hereby covenant and agree (in the case of deeds, and leases add "as a covenant running with the 

land") that (1) no person on the grounds of race, color, or national origin shall be excluded from 

participation in, denied the benefits of, or be otherwise subjected to discrimination in the use of 

said facilities, (2) that in the construction of any improvements on, over or under such land and 

the furnishing of services thereon, no person on the grounds of race, color, or national origin 

shall be excluded from participation in, denied the benefits of, or otherwise be subjected to 

discrimination, (3) that the (grantee, licensee, lessee, permittee, etc.) shall use the premises in      

compliance with all other requirements imposed by or pursuant to Title 49 code of Federal 

Regulations, Department of Homeland Security, Subtitle A, Office of the Secretary, Part 21, 

Nondiscrimination in Federally assisted programs of the Department of Homeland Security-

Effectuation of Title of the Civil Rights Act of 1964), and as said Regulations may be amended.      

                                                                            

That in the event of breach of any of the above nondiscrimination           

covenants, ________________________________________________________________ 

                        (Name of Recipient)                                 

shall have the right to terminate the (license, lease, permit, etc.) and to re-enter and repossess 

said land and facilities thereon, and hold the same as if said (license, lease, permit, etc.) had 

never been made or issued.    

                                                                            

That in the event of breach of any of the above nondiscrimination           

covenants, ________________________________________________________________ 

                                (Name of Recipient)                         

shall have the right to re-enter said land and facilities thereon, and the above described lands and 

facilities shall thereupon revert to and vest in and become the absolute property of 

_______________________________________ 

                                                (Name of Recipient)         

and its assigns.                                                            

                                                                            

*  Reverter clause and related language to be used only when it is determined that such a clause 

is necessary in order to effectuate the purposes of Title of the Civil Rights Act of 1964.                    
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ENCL. (22) VESSEL DONATION AGREEMENT 

 

(For vessels 65 feet and over - Headquarters use only)                      
                                                                            

3. Pursuant to the authority vested in the Commandant of the U. S. Coast Guard by l4 U.S.C. 

64l(a) and 4l CFR l0l44.l045, the vessel,            

    _______________________________________________________________________ 

(Name of Vessel)                            

    is hereby donated to: 

_______________________________________________________________ 

                                                                            

hereinafter referred to as the above.                                   

                                                                            

4. The donee hereby agrees that:                                           

                                                                            

a. It will comply with Title VI of the Civil Rights Act of l964 (42 U.S.C. 2000d, et. seg.) 

and the requirements imposed by 33 CFR Part 24.  The standard Department of 

Homeland Security Title assurances are made a part of this agreement and are appended 

hereto in accordance with 49 CFR 2l.7.                                        

                                                                            

b. The vessel may not be used for any commercial purpose and may only be used for the 

purposes authorized by the donee's charter.         

                                                                            

c. The donee may not sell, barter, lease, bail, lend, transfer, or encumber the vessel, nor may 

the donee deliver the vessel into the trust or possession of another, or assign any interest 

in the vessel.                                                             

                                                                            

d. The vessel may not be utilized in any manner that adversely affects the confidence of the 

public in the United States Government, nor may the vessel be used in a way that 

prejudices the activities of the Department of Homeland Security or the mission of the 

U.S. Coast Guard.                                            

                                                                            

e. The collection of any claim or the receipt of insurance proceeds for the conversion, loss 

or destruction of the vessel will accrue for the benefit and account of the United States.  

The collection of any claim or the receipt of insurance proceeds for damage to the vessel 

may be used by the donee to effect repairs to the vessel in lieu of being turned over to the 

United States.           
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f. If the vessel is no longer required by the donee, the donee will promptly request in 

writing that the Commandant of the U.S. Coast Guard direct disposition of the vessel.  

The donee hereby agrees to take the action specified by the U.S. Coast Guard.              

                                                                           

g. The U.S. Coast Guard accepts no responsibility for the vessel's material condition and 

seaworthiness.                              

                                                                           

h. The donee, and not the United States, is liable for any injury to persons or property that 

results from the use of the vessel.       

                                                                           

i. The donee will obtain appropriate documentation, including a valid certificate of 

inspection, as required by law and regulation.      

                                                                           

j. The Commandant of the U.S. Coast Guard may terminate the donee's right, title and 

interest in the vessel, at any time, by giving notice in writing to the donee of the date that 

absolute title to the vessel reverts to the United States.                           

                                                                           

k. The donee will make reports to the Commandant, U.S. Coast Guard on the use, condition, 

location and other matters concerning the vessel, as may be required from time to time.  

                                                                           

5. The interest acquired by the donee under this agreement will vest in the donee only upon 

execution of this document, the Standard Title VI Assurances Document and delivery of 

vessel to the donee.               

                                                                           

6. Immediately upon failure of the donee to comply with any of the terms and conditions of this 

agreement, all right, title and interest in this vessel will revert to the United States.  The 

donee hereby agrees to peaceably surrender possession of the vessel at a time and place to be 

mutually agreed upon between the donee and the United States.       

                                                                           

    IN WITNESS WHEREOF, the Commandant of the U.S. Coast Guard and the      

    donee have duly executed this instrument this                           

    _________________________ day of ____________________, 19_____________  

                                                                            

UNITED STATES OF AMERICA                DONEE:                              

acting by and through the               By ______________________________   

Secretary of Transportation             Title____________________________   

and Commandant, U.S.                                                        

Coast Guard                                 Institution or Organization     

By ______________________________       _________________________________   

                                                                            

Title ___________________________       _________________________________   

      ___________________________       _________________________________   
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CIVIL RIGHTS ACT OF 1964 - TITLE VI                                         

                                                                            

1. Non-discrimination Policy.  Title VI of the Civil Rights Act of 1964 provides that no person 

in the United States shall be subjected to discrimination under any program or activity 

receiving federal financial assistance.  Pursuant to Title 33, Code of Federal Regulations, Part 

24, all nonfederal licensees and leasees shall be made aware of their responsibilities and 

obligations under the Civil Rights Act and comply with the nondiscrimination provisions 

contained therein.   

                                                                            

a. Definitions.  For the purpose of implementing the requirements of the Civil Rights Act, 

the following definitions are applicable:     

                                                                            

        (1) Full Monetary Considerations.  The full fair market rental consideration established for 

the property by the high bidder, or by negotiation less the estimated cost to the recipient 

to assume the maintenance and protection obligations for the property.  In cases where 

the license/lease is granted on a no cost or nominal cost basis, it shall be considered that 

the government is receiving less than full monetary consideration.  

                                                                            

        (2) Federal Financial Assistance.  Includes the permission to use (on other than a casual or 

transient basis) Federal real property or any interest in such property without monetary  

consideration, or at a nominal monetary consideration, or at a monetary consideration 

which is reduced for the purpose of assisting the recipient, or in recognition of the 

public interest to be served by authorizing such use.                  

                                                                            

b. Periodic Compliance Reviews.  Areas, Base Support Units (BSUs/Base),   

Districts, and commanding officers of a unit shall from time to time review the practices 

of licensees and lessees to determine whether they are complying with the requirements 

of the nondiscrimination clause.  This review shall include, whenever possible, on-site 

inspection of the utilized property.                                                  

                                                                            

c. Revocation for Noncompliance.  If a compliance review, report, complaint, or any other 

information indicates a possible failure to comply with the nondiscrimination provision, 

the Area Base Support Unit/Base officer,  District, or commanding officer shall 

determine the circumstances surrounding the matter.  If noncompliance is indicated the 

licensee or lessee shall be so informed and the matter resolved by informal means 

whenever possible.  If not resolved within a reasonable period of time, advise 

Commandant (CG-844) or Commandant (CG-09224),as appropriate, of the 

circumstances surrounding the case.  Also, provide a firm recommendation relative to 

revocation or non-revocation of the use privileges.                                                        

                                                                           

2. Non-discrimination Clause.  The following clause shall be included as part of the terms and 

conditions of all licenses and leases which involve Federal financial assistance, as defined in 

49 CFR 21.23(c), i.e., when the recipient obtains the license/lease for less than full monetary 

consideration.  The Standard Department of Homeland Security Title VI Assurances must be 

executed by the recipient, attached to and made part of the license/lease, and forwarded to 

Commandant (CG-844) or Commandant (CG-09224) as appropriate.       
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"The license/lessee, for himself, his personal representatives, successors in interest, and 

assigned, as a part of the consideration hereof, and as a term and condition of this  

 

license/lease, does hereby covenant and agree that: no person on the grounds of race, color, or 

national origin shall be excluded from participation in the use of said facilities, that in the 

construction of any improvements on, over or under such land and the furnishing of services 

thereon, no person on the ground of race, color, or national origin shall be excluded from 

participation in, denied the benefits of, or otherwise be subjected to discrimination; and, that 

the licensee shall use the premises in compliance with all other requirements imposed by or 

pursuant to Title 49, Code of Federal Regulations, Department of Homeland Security, Subtitle 

A, Office of the Secretary, Part 21, Non-discrimination in Federally assisted programs of the 

Department of Homeland Security - Effectuation of Title VI of the Civil Rights Act of 1964, 

and as said Regulations may be amended."                         

                                                                           

"The licensee/lessee has executed the Standard Department of Homeland Security Title VI 

Assurance, an executed copy of which is attached hereto and made part hereof.  The 

licensee/lessee accepts the provisions of the Assurances as part of the terms, conditions and      

covenants of this license/lease."                                      

                                                                           

"In the event of breach of any of the terms, conditions or covenants of the Standard 

Department of Homeland Security Title VI Assurances, the United States shall have the right 

to terminate the license/lease and re-enter and repossess said land and the facilities thereon, 

and hold the same as if said license/lease had never been made or issued."      

                                                                           

3. Should a license/lease applicant object to executing the Assurances, alleging that full 

monetary consideration is in fact being asked, the applicant may provide evidence that the 

monetary consideration asked represents the full fair market value of the interest in the 

property.  Areas, Base Support Units/Base, Districts, and Commanding Officers shall review 

the evidence and issue a determination in this matter.  All decisions must be fully 

documented and made a part of the personal property file.                         
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STANDARD DOT TITLE VI ASSURANCES                          

                                                                            

The__________________________________________________________HEREBY         

                        (Recipient)                                         

AGREES THAT as a condition to receiving any Federal financial assistance from the 

Department of Homeland Security it will comply with Title VI of the Civil Rights Act of 1964, 

78 Stat. 252, 42 U.S.C. 2000d42, U.S.C. 2000d4 (hereinafter referred to as the Act), and all 

requirements imposed by or pursuant to Title 49, Code of Federal Regulations, Department of  

Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally 

Assisted Programs of the Department of Homeland Security  Effectuation of Title VI of the Civil 

Rights Act of 1964 (hereinafter referred to as the Regulations) and other pertinent   

directives, to the end that in accordance with the Act, Regulations, and other pertinent directives, 

no person in the United States shall, on the grounds of race, color, or national origin, be excluded 

from participation in, be denied the benefits of, or be otherwise subjected to discrimination  

under any program or activity for which the Recipient receives federal financial assistance from 

the Department of Homeland Security, including the United States Coast Guard, and HEREBY 

GIVES ASSURANCE THAT it will promptly take any measures necessary to effectuate this 

agreement.  This assurance is required by subsection 21.7(a)(1) of the Regulations.          

                                                                            

More specifically and without limiting the above general assurance, the Recipient hereby gives 

the following specific assurances with respect to   

its_________________________________________________________________        

                        (Name of Program)                                   

                                                                            

    1.  That the Recipient agrees that each "program" and each "facility" as defined in subsections 

21.23(e) and 21.23(b) of the Regulations, will be (with regard to a "program") conducted, or 

will be (with regard to a "facility") operated in compliance with all requirements imposed 

by, or pursuant to, the Regulations.                                               

                                                                            

    2. That the Recipient shall insert the following notification in all solicitations for bids for work 

or material subject to the Regulations and made in connection with all 

______________________________________________  

                                          (Name of Program)  

and, in adapted form in all proposals for negotiated agreements:  The (Recipient), in accordance 

with the Act, Code of Federal Regulations, Department of Homeland Security, Subtitle A, Office 

of the Secretary, Part 21, Nondiscrimination in Federally-Assisted Programs of the Department 

of Homeland Security issued pursuant to such Act, hereby notifies all bidders that it will 

affirmatively insure that in any contract entered into pursuant to this advertisement, minority 

business enterprises will be afforded full opportunity to submit bids in response to this invitation 

and will not be discrimination against on the grounds of race, color, or national origin in 

consideration for an award.                              
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    3. That the Recipient shall insert the clauses of Appendix A of this assurance in every contract 

subject to the Act and the Regulations.          

                                                                             

    4. That the Recipient shall insert the clauses of Appendix B of this assurance, as a covenant 

running with the land, in any deed from the United States effecting a transfer of real 

property, structures, or improvements thereon, or interest therein.                                                

                                                                             

    5. That where the Recipient receives federal financial assistance to construct a facility, or part 

of a facility, the assurance shall extend to the entire facility and facilities operated in 

connection therewith.         

                                                                             

    6. That where the Recipient receives federal financial assistance in the form, or for the 

acquisition of real property or an interest in real property, the assurance shall extend to 

rights to space on, over or under such property.                                                               

                                                                             

    7. That the Recipient shall include the appropriate clauses set forth in Appendix C of this 

assurance, as a covenant running with the land, in any future deeds, leases, permits, 

licenses, and similar agreements entered into by the Recipient with other parties:  (a) for the 

subsequent transfer of real property acquired or improved under 

______________________________   

                                                (Name of Program)            

and (b) for the construction or use of or access to space on, over or under real property 

acquired, or improved under_________________________________.  

(Name of Program)            

                                                                             

    8. That this assurance obligates the Recipient for the period during which federal financial 

assistance is extended to the program, except where the federal financial assistance is to 

provide, or is in the form of, personal property, or real property or interest therein or 

structures or improvements thereon, in which case the assurance obligates the Recipient or 

any transferee for the longer of the following periods:  (a) the period during which the 

property is used for a purpose for which the federal financial assistance is extended, or for 

another purpose involving the provision of similar services or benefits; or (b) the period 

during which the Recipient retains ownership or possession of the property.               

                                                                             

    9. The Recipient shall provide for such methods of administration for the program as are found 

by the Secretary of Homeland Security or the official to whom the Secretary delegates 

specific authority to give reasonable guarantee that it, other recipients, sub grantees, 

contractors, subcontractors, transferees, successors in interest, and other participants of 

federal financial assistance under such program will comply with all requirements imposed 

or pursuant to the Act, the Regulations and this assurance.                                                                   
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    10. The Recipient agrees that the United States has a right to seek judicial enforcement with 

regard to any matter arising under the Act, the Regulations, and this assurance.   

                                                                            

THIS ASSURANCE is given in consideration of and for the purpose of obtaining any and all 

federal grants, loans, contracts, property, discounts or other federal financial assistance extended 

after the date hereof to the Recipient by the Department of Homeland Security under the                     

___________________________________________________________________________ 

                        (Name of Program)                                   

and is binding on it, other recipients, sub grantees, contractors, subcontractors, transferees, 

successors in interest and other participants  

in the ____________________________________________________________________ 

                        (Name of Program)                                   

The person or persons whose signatures appear below are authorized to sign  

this assurance on behalf of the Recipient.                                  

                                                                            

DATED______________________________                                         

                                                                            

                                  _______________________________________     

                                          (Signature and Title)               

                                                                            

                                  _______________________________________     

                                            (Organization)                    

                                                                            

Attachment:    Appendix A                                                     

               Appendix B                                                     

               Appendix C                                                     
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ENCL. (23) MOU BETWEEN DLA DISPOSITION SERVICES (SITE) AND THE U.S. COAST 

GUARD 

                                                                             

MEMORANDUM OF UNDERSTANDING 

BETWEEN THE 

DEFENSE PROPERTY DISPOSAL SERVICE 

AND THE COAST GUARD 

 

                                                                             

This Memorandum of Understanding, made this 1st day of July 1981, by and between two 

agencies of the United States Government, the Defense Property Disposal Service (DPDS), 

Battle Creek, Michigan and the United States Coast  Guard (USCG), Washington, DC, to 

provide disposal support as set forth herein.        

                                                                             

Authority to execute and accept this agreement on behalf of DPDS is vested in the comptroller, 

DPDS (or a designated representative) pursuant to the authority contained in DoD 400019-M, 

Defense Retail Interservice Support (DRIS) Manual, 1 September 1978; DLAR 5030.3, Logistic 

and Administrative Support and Real Estate Agreements, 6 February 1981; and Assistant    

Secretary of Defense (ASD) (Manpower, Reserve Affairs, and Logistics) (MRA&L) 

Memorandum, 23 December 1980, subject: DoD Hazardous Material Disposal Policy.    

                                                                             

Authority to execute and accept this agreement on behalf of USCG is vested in the Commandant 

pursuant to authority contained in 49CFR 1.45(a) (6); and re-delegated to the Comptroller 

pursuant to authority contained in DoD 4000.19-M, Defense Retail Interservice Support (DRIS) 

Manual, 1 September 1978; 49CFR 1.45(a)(6); and U.S. Coast Guard Headquarters Instruction        

4000.3A, 8 June 1981 

 

A. PURPOSE.  The purpose of this agreement is to establish policies, principles, and 

procedures under which DPDS provides disposal support, to include precious metals 

recovery and handling of hazardous material and hazardous waste, to the USCG.  

 

B. IMPLEMENTATION.  Support will be provided the USCG on a net identifiable 

additional cost basis.  The level of support, amount of reimbursement, if any, and the 

method of reimbursement shall be further defined in specific Interservice Support 

Agreement (ISAs) (DD -1144) between the Defense Property Disposal Region (DPDR) 

providing the support and the USCG activity requiring the support.  All such agreements 

will be executed within the guidelines of the cited references and this Memorandum of 

Understanding (MOU).   

                                                                             

C.  GENERAL PROVISIONS.  DPDS agrees to the following:                       

        

1. Provide the USCG with the full range of disposal services provided to the military 

services as outlined in DoD 4160.21-M, Defense Disposal Manual.  Screening and 

requisition criteria for USCG will remain as stated in DoD 4160.21-M.  
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2. Provide the USCG with the same level of support provided the military services, for 

the disposal of hazardous and toxic materials and wastes, within the guidelines 

established by Department of Defense (DoD) via the media of Defense 

Environmental Quality Program Policy Memorandum or other DoD policy directives. 

 

3. Additional disposal functions, within the capability of the Defense Property Disposal 

Service, mutually agreed to by the DPDRs and USCG activity Commandant, will be 

provided to the USCG.                          

                                                                            

4. The DPDS/DPDR shall be reimbursed, on a net identifiable additional cost basis, for 

services provided the USCG.  In this regard, HQ DPDS, or the respective DPDR, will 

bill the appropriate USCG Disbursing Agent, on a monthly basis, using Standard 

Form 1080, with support documents attached.  Reimbursement for amounts of less 

than $100 per quarter will be waived by DPDS.  Net identifiable additional cost is 

those services which are uniquely provided to the USCG or whereby, clearly 

identifiable additional resources are required to support a USCG unit.                   

                                                                            

5. The USCG property will be handled in the same manner as DoD excess property.     

 

6. DPDS will not be responsible for those USCG actions involving spill clean-up, which 

are mandated by separate statutes or regulations.           

 

7. Upon receipt of this completed MOU, each DPDR will negotiate implementing ISA 

with the USCG District and Headquarters (see Enclosure (1)) in their respective 

geographic areas.  

                                                                            

D. GENERAL PROVISIONS.  The USCG agrees to the following:                  

                                                                            

1. Comply with published rules, regulations and procedures of the 

DPDS/DPDR/Defense Property Disposal Office (DPDO) which govern disposal 

operations.   

                                                                            

2. Reimburse DPDS promptly based on approved SF-1080 submission.       

                                                                            

3. Provide advance information on known workload factors to the appropriate 

DPDR/DPDO.  

 

4. USCG retains the option to turn into General Services Administration (GSA) that 

property for which exchange/sale is desired or is more conveniently feasible.  

However, primary disposal actions will be provided by DPDS.  

                                                                            

E.  REIMBURSEMENT.  Monthly (SF-1080) billings, supported with appropriate 

documentation, will be submitted through the USCG receiving activity to the USCG 

designated disbursing agent for payment.                                

                                                                             

F.   MOBILIZATION.  In recognition of the special status of the USCG as a DoD entity in 

wartime, this MOU will be suspended during periods of USCG attachment to the United 

States Navy (USN).                                  
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G.  EFFECTIVE AND TERMINATION DATES.                                         

 

1. This MOU is effective as of 1 July 1981 and shall be reviewed on a biennial basis for 

currency at least 120 days prior to the anniversary of the effective date.   

 

2. This MOU shall remain in effect until amended or terminated by mutual written 

agreement.  This MOU may not be terminated or amended without providing the 

other party 180 days written notice.       

                                                                             

DEFENSE PROPERTY DISPOSAL SERVICE UNITED STATES COAST GUARD    

                                                                             

                                                                             

ROBERT A. YOUNG                                   W.P. KOZZOVSKY, RADM, USCG   

Comptroller                                        Comptroller                  

__________________                                ________________             

Date: 16 July 1981                                Date: 2 SEP 1981             
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ENCL. (24) SILVER SERVICE ITEMS 

                                                                            

1. General.  Silver Service consists of sterling silver or silver plate trays, tureens, coffee or tea 

pots, creamers, sugar shells, gravy boats, ladles, knives, forks, spoons and other serving 

pieces.  These items are easily lost or damaged during unit decommissioning. Because of 

their value, stringent control is necessary to assure full accountability and availability for 

subsequent requirements.       

 

2. Inventory Manager.  Units are only authorized to ship material to SFLC after receiving a 

return authorization in the form of due-in ID numbers. Label all material with the due-in ID, 

package the silver in a manner to prevent damage during shipping, ship via traceable means 

and provide the tracking information to the SFLC customer service email address. 

 

3. Disposal Procedures.       

 

(a) Incorporate disposition instructions for silver service items in the Operating Facility 

Change Orders (OFCO) for all units being inactivated or decommissioned.   

 

(b) Inventory silver service on decommissioned or inactive units.  Wrap and package to 

prevent damage and ship to Coast Guard Surface Forces Logistics Center, marked for 

"Project 54A."   

 

(c) Document transfer of silver service to Coast Guard Surface Forces  Logistics Center 

(SFLC) on a Requisition and Invoice/Shipping Document (DD-1149).  

                                                                            

4. Reutilization. Base Support Units (BSUs/Base), desiring use of silver service items onboard 

decommissioned or inactivated units must submit their request to Coast Guard Surface 

Forces Logistics Center for approval prior to removal.        
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ENCL. (25) REPORT OF PERSONAL PROPERTY FOR SALE, FORM (SF-126) SAMPLE 

 
  

Standard Form 126 (Rev. 7-87) Page 2 
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INSTRUCTIONS FOR PREPARING REPORT OF PERSONAL PROPERTY FOR SALE, 

FORM (126) 

Standard Form 126 and, when continuation sheets are necessary, Standard Form 126A, shall be 

used to report personal property for sale in accordance with 41 CFR 101-45. Each report shall 

be submitted in four copies and shall be confined to property at one location and one 

commodity group, as defined in item 4 below. 

Page 1 of SF 126. Enter total number of pages in space provided in the top margin. 

1. From.  Enter name and address of agency or department and Bureau, office, or other 

subdivision making report. 

2. Report Number.  Enter a serial number and any other identifying number or 

symbol required by the owning agency. 

3. Date.  Enter date report is prepared. 

4. FSC Group.  Enter Federal Supply Classification Group Number to which property 

being reported belongs. 

5. Total Acquisition Cost.  Enter total of all amounts shown in column 16 (g) for all pages 

of the report. 

6. Public May Inspect Property by Contacting. Enter name, address, and telephone 

number of person who may be contacted by prospective bidders for inspection purposes. 

7. Property Located At. Give the warehouse, building, or other specific location and address 

where property is located. 

8. To.  Enter GSA Region Number and address to which report is to be made. 

9. Loading by Government.  Enter an (X) in the appropriate block to indicate whether or not 

Government will load.  If answer is "yes", fill in 9(b). (Tailgate, Platform, Rail, 

etc.) 

10. Property is Exchange/Sale.  Enter an (X) in the appropriate block. 

11. Property is Reimbursable.  Enter an (X) in the appropriate block to indicate whether or 

not property is reimbursable. 

12. Send Executed Sales Documents To.  Enter name and address of official or office to 

whom completed sales documents are to be sent. 

13. Deposit Proceeds To.  Enter the appropriation fund symbol and title of the fund which 

is to receive the proceeds. 
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14. Station Deposit Symbol or Station Account Number.  Enter the appropriate station 

deposit symbol or station account number, as appropriate. 

15. Utilization and Donation Screening Requirements.  Completed. Property is Available 

for Sale. Type the name and title of person authorized to approve the report. Have 

the person sign it. 

16. Property List- 

(a) Item Number.  Enter consecutive numbers for all line items in the report, beginning 

with "1" for the first line item on the first page. 

(b) Item Number Assigned by GSA. When property is programmed for sale, GSA 

Regional Office will enter the line item number as it will appear in the Invitation for 

Bids (IFB). 

(c) Commercial Description and Condition.  In this column describe each line item in 

commercial terms and in sufficient detail to permit sale without further 

reference to the owning agency. The name of the manufacturer, year of manufacture, 

stock numbers and prefixes, manufacturer's part number, and applicable 

specifications shall be stated. Specify the type of container or package and the 

quantities in each. 

Condition shall be limited to statements of fact such as "unused" or "used". To these general 

descriptions, qualifying statements shall be added as guide information such as 

"some surface rust," "in broken cartons," "rubber may be deteriorated," and "packed for 

export." On listing motor vehicles from which major parts have been removed (i.e., 

engines, wheels, transmission, etc.), or if it has been in an accident, that fact shall be 

disclosed. 

(d) Unit.  Enter the Unit of measure, such as: each, pounds, tons, dozen, gross, etc. 

Distinguish  between long, short, and metric tons. Standard abbreviation may be 

used. 

(e) Number of Units.  Enter the quantity of each line item in terms of the unit of measure 

given in column (d). 

(f) Acquisition Cost-Per Unit.  Enter the recorded acquisition cost per unit (column (d)). 

If acquisition cost is not known, enter the estimated cost per unit. Identify an 

estimated cost by the prefix (E). 

(g) Acquisition Cost -  Total. Enter the completed total cost of each line item 

(number of units in column (e) times the cost per unit in column (f)). 

17. Receipt of Property at GSA Sales Site or Center Acknowledged.  The GSA official 

receiving property at a GSA sales site or center shall sign with: name, title, and date. 
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18. Receipt of Report is Hereby Acknowledged.  GSA Regional Office will immediately 

acknowledge receipt of report by signature, title, and date of authorized person and return 

of duplicate copy to reporting agency. When a sale has been prepared, the GSA Regional 

Office shall complete items 19 through 22 and return an annotated copy to the reporting 

agency. 
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ENCL. (26) PRECIOUS METALS SUPPORT AGREEMENT (DLA DISPOSITION SERVICES 

(SITE)/DOT)) 

                                                                            

DEFENSE LOGISTICS AGENCY 

DEFENSE REUTILIZATION AND MARKETING SERVICE 

74 WASHINGTON AV N 

BATTLE CREEK MI 49017-3092 

JUN 04 1996 

IN REPLY                                                                    

REFER TO: DLA Disposition Services (Battle Creek)-O                                                           

                                                                            

              MEMORANDUM FOR JOSEPH W. BLEICHER                                

                          ADMINISTRATIVE MANAGEMENT                         

                          DEPARTMENT OF HOMELAND SECURITY                      

                          12th and C Streets, SW                     

                          WASHINGTON, DC 20024                              

                                                                            

           SUBJECT: Interservice Support Agreement (ISA) for Precious       

                    Metals Recovery Support                                 

                                                                            

Attached for your records, is a copy of the completed ISA for DLA Disposition Services (Battle 

Creek) to provide precious metals recover support to the Department of Homeland Security.  We 

appreciate all your cooperation in getting this agreement completed.        

                                                                            

If you have any questions about the precious metals recovery, please contact Don Zimmerman in 

our Metals and Demilitarization Branch (DLA Disposition Services (Battle Creek)-SOM) at 

(616) 961-7078.  Questions about the agreement itself can be directed to Denny Bittner in our 

Program Budget Branch (DLA Disposition Services (Battle Creek)-OFB) at (616) 961-7221.    

                                                                            

                                                                            

                                                                            

                                                                            

                                  /s/ DAVID R. FISHER                       

                                       Vice President                        

                                       Resources                             

                                                                            

Attachment                                                                  

                                                                            

cc:                                                                         

 

DLA Disposition Services (Battle Creek) SOM                                                                    
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Support Agreement 

  
SUPPORT AGREEMENT 

1. AGREEMENT 
NUMBER 

(Provided by 

Supplier) 

2. SUPERSEDED 

AGREEMENT NO. 

(If this replaces another 

agreement) 

3. EFFECTIVE DATE 

(YYYYMMDD) 
4. EXPIRATION DATE 

(May be "Indefinite") 

5. SUPPLYING ACTIVITY 6. RECEIVING ACTIVITY 

a. NAME AND ADDRESS a. NAME AND ADDRESS 

b. MAJOR COMMAND b. MAJOR COMMAND 

7. SUPPORT PROVIDED BY SUPPLIER 

a. SUPPORT (Specify what, when, where, and how 

much) 

b. BASIS FOR 

REIMBURSEMENT 
c. ESTIMATED REIMBURSEMENT 

ADDITIONAL SUPPORT 

REQUIREMENTS ATTACHED: 

  

 

YES NO 

8. SUPPLYING COMPONENT 9. RECEIVING COMPONENT 

a. COMPTROLLER SIGNATURE b. DATE 

SIGNED 

a. COMPTROLLER SIGNATURE b. DATE SIGNED 

c. APPROVING AUTHORITY c. APPROVING AUTHORITY 

(1) TYPED NAME (1) TYPED NAME 

(2) ORGANIZATION 
(3) TELEPHONE 

NUMBER 
(2) 

ORGANIZATION 
(3) TELEPHONE NUMBER 

(4) SIGNATURE (5) DATE 

SIGNED 

(4) SIGNATURE (5) DATE SIGNED 

10. TERMINATION (Complete only when agreement is terminated prior to scheduled expiration date. ) 
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Continuation of Support Agreement 
 

11. GENERAL PROVISIONS (Complete blank spaces and add additional general provisions as appropriate: e.g., exceptions to printed 

provisions, additional parties to this agreement, billing and reimbursement instructions.) 

a. The receiving components will provide the supplying component projections of requested support. (Significant changes in the receiving 

component's support requirements shall be submitted to the supplying component in a manner that will permit  timely 

modification of resource requirements.) 

b. It is the responsibility of the supplying component to bring any required or requested change in support to the attention of 

  prior to changing or cancelling support. 

c. The component providing reimbursable support in this agreement will submit statements of costs to: 

. 

d. All rates expressing the unit cost of services provided in this agreement are based on current rates which may be subject to change 

for uncontrollable reasons, such as legislation, DoD directives, and commercial utility rate increases. The receiver will be notified 

immediately of such rate changes that must be passed through to the support receivers. 

e. This agreement may be cancelled at any time by mutual consent of the parties concerned. This agreement may also be cancelled by 

either party upon giving at least 180 days written notice to the other party. 

 

f. In case of mobilization or other emergency, this agreement will remain in force only with supplier‘s capabilities. 

ADDITIONAL GENERAL PROVISIONS ATTACHED: 

 

 
 

12. SPECIFIC PROVISIONS (As appropriate: e.g. location and size of occupied facilities, unique supplier and receiver responsibilities, 

conditions, requirements, quality standards, and criteria for measurement/reimbursement of unique requirements. 
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ANNEX I                                       

 

1. This Interservice Support Agreement (ISA) is made by and between two agencies of the 

United States Government, The Defense Reutilization and Marketing Service (DLA 

Disposition Services (Battle Creek), MI. and the Department of Homeland Security 

(DHS), Washington, D.C., to provide for support service for the cooperative services set 

forth herein.  

 

2. Authority to execute and accept this agreement on behalf of DLA Disposition Services 

(Battle Creek) is vested in the Commander (or a designated representative, Director, DLA 

Disposition Services (Battle Creek-O), pursuant to authority contained in the DODI 

4000.19, Interservice and Intra-governmental Support, and the DoD 4160.21-M, Defense 

Disposal Manual, and the Federal Property Management Regulation (FPMR), which 

authorize civilian agencies, including DHS, to utilize the Department of Defense Precious 

Metals Recovery Program conducted by DLA Disposition Services (Battle Creek)   for 

the Defense Logistics Agency (DLA).     
 

3. Authority to execute and accept this agreement on behalf of the DHS is vested in the 

Secretary, DHS (or a designated representative), pursuant to authority contained in the 

Federal Property Management Regulation (FPMR), which authorizes civilian agencies, 

including DHS, to utilize the Department of Defense Precious Metals Recovery Program 

conducted by DLA Disposition Services (Battle Creek) for DLA.  

 

4. The purpose of this agreement is to establish policies, principles and procedures under 

which DLA Disposition Services (Battle Creek) will provide support to DHS to effect the 

recovery of precious metals from hypo solutions and receive the turn-ins of scrap film, 

electronic equipment and other precious metals bearing materials. 

 

5. For implementation, support will be provided by DLA Disposition Services (Battle 

Creek) on a non-reimbursable basis.  Recovered precious metals (gold, silver and 

platinum family metals) will become the property of the Defense Industrial Supply 

Center (DISC) of the Defense Logistics Agency (DLA), which is the Item Manager.  

DHS will be entitled to requisition refined precious metals from DLA for use as 

government-furnished material (GFM) to reduce new procurement costs.  
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6. Provisions/Responsibilities  

 

a. DLA Disposition Services (Battle Creek) will:  

 

(1) Provide technical advice to DHS activities/personnel.  

 

(2) Provide funding authority and shipping instructions, on an as needed basis, 

for turn-ins of precious metals bearing materials/scrap from DHS to the DLA 

Disposition Services (Site).  

 

b. DLA Disposition Services (Battle Creek)-DEO/DWO will:  

 

(1) Determine the need and arrange for the silver recovery surveys to establish 

the type and quantity of silver recovery equipment for the removal of silver 

from photographic fixer solutions required by DHS activities.    

 

(2) Provide and assist in the installation of silver recovery equipment, as 

required, at the DHS locations.  

 

(3) Provide guidance on the operation, performance and maintenance of silver 

recovery equipment.  

 

(4) Maintain accountability of all serialized silver recovery equipment furnished 

by DLA Disposition Services (Battle Creek), by means of a hand receipt, to 

the using DHS activity.  

 

c. DLA Disposition Services (Site) will:  

 

(1) Provide technical assistance on turn-in procedures to DHS activities.   

 

(2) Accept excess/surplus precious metals bearing materials/scrap from DHS 

activities.     

 

(3) Provide DHS activities with receipt(s) (DD -1348-1/1a) from the turn-in of    

precious metals bearing materials/scrap.   
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d. DHS will:  

 

(1) Comply with the Federal Property Management Regulation (FPMR) and the 

procedures set forth in the DoD 4160.21-m, Defense Material Disposition 

Manual.  

 

(2) Provide DLA Disposition Services (Battle Creek) current status of major changes 

to locations, personnel, silver recovery equipment and shipping/turn-ins, on an "as 

required" basis.  

 

(3) Identify to DLA Disposition Services (Battle Creek), on an as needed basis, all 

DHS activities who generate precious metals under their control, to include those 

specifically for photographic processing.  

 

(4) Install, operate and maintain DLA Disposition Services (Battle Creek) provided 

silver recovery equipment.  

 

(5) Ensure maximum participation by all DHS activities.  

 

(6) Maintain data, prepare and provide reports, as required, in accordance with 

governing regulations, directives and manuals. 

 

(7)  Period of Agreement:  

 

(a) This agreement between DLA Disposition Services (Battle Creek), for 

DLA, and DHS will remain in force indefinitely.  

 

(b) This agreement will be reviewed every 5 years and, if necessary, amended 

as agreed upon by DLA Disposition Services (Battle Creek) and DHS.        
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ANNEX II 

Specific Provisions 

 

Category of Support Supplier will: Receiver will: 

 

STORAGE 

AND 

WAREHOUSING 

Provide technical advice to 

DHS activities/personnel 

 

Provide funding authority and 

shipping instructions, on an as 

needed basis, for turn-ins of 

precious metals bearing 

materials/scrap from DHS to 

the DLA Disposition Services 

(Site).  

 

Comply with the Federal 

Property Management 

Regulation (FPMR) and the 

procedures set forth in the 

DOD 4160.21-m Defense 

Material Disposition Manual 

 Determine the need and 

arrange for the silver recovery 

surveys to establish the type 

and quantity of silver recovery 

equipment required by DHS 

activities. 

Provide DLA Disposition 

Services (Battle Creek) status 

of major changes to locations, 

personnel, silver service 

recovery equipment and 

shipping/turn-ins, on an “as 

required” basis. 

 Accept turn-ins of precious 

metals bearing materials/scrap 

from DHS activities. 

Identify to DLA Disposition 

Services (Battle Creek), on an 

as needed basis, all DHS 

activities who generate 

precious metals under their 

control, to include those 

specifically for photographic 

processing. 

 Provide DHS activities with 

receipt(s) (DD-1346-1/1a) 

from the turn-in of precious 

metals bearing 

materials/scrap. 
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Category of Support 

 

STORAGE 

AND 

WAREHOUSING 

Supplier will: 

Provide guidance on the 

operation, performance and 

maintenance of silver recovery 

equipment used for the 

removal of silver from 

photographic fixer solutions. 

Receiver will: 

Install, operate and maintain 

DLA Disposition Services 

(Battle Creek)provided silver 

recovery equipment. 

 Maintain accountability of all 

serialized silver recovery 

equipment furnished by 

SDRMS, by means of a hand 

receipt, to the using DHS 

activity. 
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ENCL. (27) RELEASE DOCUMENT FOR UNCLAIMED PROPERTY SAMPLE 

                                                                            

RELEASE FOR UNCLAIMED PROPERTY 

                                                                            

Know all men by these presents that I __________________________ do hereby  

unconditionally give to the United States Government all of my right, title 

and interest in and to the following described personal property:           

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

                                                                            

The above described personal property of which I was the sole and exclusive owner is located at 

_______________________.  I hereby authorize the Government to dispose of said property in 

any manner it may deem suitable and hereby release and discharge the United States 

Government and its agents from any and all claims and demands whatsoever by me which could 

otherwise be asserted because of the disposition of said personal property by any person.    

                                                                            

In witness whereof I have hereunto set my hand this____________________ 

day of____________, 20________.                                             

                                                                            

___________________________________________________________________________ 

                        (Signature of Individual)                           

                                                                            

Acknowledged before me by__________________________________________________ 

at________________________this_________________day of___________20________. 

___________________________________________________________________________ 

                         (Notary Public)                                    

___________________________________________________________________________ 

                                                                            

                                                        (Reverse Blank)     
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ENCL. (28) LOST, ABANDONED OR UNCLAIMED PRIVATELY OWNED PROPERTY  

 

 

                                                                             

                                                                             

 

 

                                           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

INVENTORY BOARD 

OWNER KNOWN 

CERT/MAIL 

NOTICE 

OWNER 

UNKNOWN 

 

RELEASE 

DOCUMENT 

NO 

RESPONSE 

MARKET 

VALUE LESS 

THAN $300 

MARKET 

VALUE $300 

OR MORE 

AVAILABLE 

FOR  

TURN-IN 

HOLD 45 

DAYS 

TURN-IN DLA 

DISPOSITION 

SERVICES (SITE) 
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ENCL. (29) COMPLETING DHS FORM (560-1) CUSTODY RECEIPT FOR PERSONAL PROPERTY/PASS  

DHS Form 560-1 (3/05) 
 
Distribution of Copies: 

 

Original – Issuing Official   

Copy 1 – Office of Asset Management/Administrative Services  

Copy 2 – Property Recipient 

 

General.  This form must be prepared by a Property Custodian or other Authorized Official for 

all controlled personal property that is issued for individual use.  It is also used to authorize the 

removal of privately-owned property from a Government facility. 

 

Explanation of blocks.  Fill in as follows: 

 

1. Complete description of the property, including make, model, serial number and barcode 

 
DEPARTMENT OF HOMELAND SECURITY 

CUSTODY RECEIPT FOR PERSONAL PROPERTY/PROPERTY PASS 

 
DESCRIPTION OF PROPERTY (Include make, model, serial number, barcode number) 

 

      

 

PROPERTY ISSUED TO 

NAME (LAST, FIRST, MI) 

      
ORGANIZATION 

      

BUILDING / ROOM 

      
PHONE NUMBER 

      
E-MAIL ADDRESS 

      

PROPERTY OWNER (Choose Owner from drop-down list) 

                                                
EXPIRATION DATE 

      
 

FOR GOVERNMENT-OWNED PROPERTY 
 

The property recipient will be relieved of accountability for this property by surrendering it to the Property Custodian in exchange for 

this receipt upon demand, transfer, or separation from the Government.  The property must be surrendered to the Department 

immediately upon request. 
 

I understand that I am personally responsible for the property identified above, and that I may be held pecuniarily liable for its loss or  

damage, unless otherwise relieved of responsibility by Board of Survey action. 
 

I understand that the property is FOR OFFICIAL USE ONLY and it may not be transferred except by return to or approval of the 

issuing official. 
 

SIGNATURE OF PROPERTY RECIPIENT DATE 

 

      

ISSUING OFFICIAL (Typed or Printed Name & Signature) 

 

 

      

DATE 

 

 

      
 

PROPERTY MAY BE REMOVED FROM THE PREMISES?   YES    (Choose YES or NO from drop-down list)  
 

REMOVAL AUTHORIZED/RESTRICTED BY            

                                                                           

 

SIGNATURE OF AUTHORIZING OFFICIAL 
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number.  

2. Name of individual receiving property or the owner of the property (for privately-owned 

property). 

3. Property recipient‘s organizational component. 

4. Building name (or address) and room number of property recipient. 

5. Office telephone number of property recipient. 

6. E-mail address of property recipient 

7. Choose the property owner from the drop-down list. 

8. Date by which the property must be returned, or the last day privately-owned property 

may be removed from the premises. 

9. Signature of property recipient. 

10. Date signed by property recipient. 

11. Printed name and signature of Property Custodian, Accountable Officer, or other Issuing 

Official. 

12. Date signed by Issuing Official. 

13. Choose Yes or No from the drop-down list to indicate whether the property may be 

removed from the premises. 

14. Use the drop-down list to choose the name of the official who authorized or restricted the 

removal of the property. The Authorizing Official must also sign the Custody Receipt. 

 

Note:   For Government-owned property, all blocks must be filled in.  For privately-owned 

property, fill in the blocks in the ―Property Issued To‖ section, choose Yes (Property may be 

removed from the premises), and enter name/signature of authorizing official. 

 

Distribution of Copies.  The original signed copy shall be retained by the Issuing Official.  One 

copy must be forwarded to the Office of Asset Management, Administrative Services, 

Management Directorate.  A second copy shall be retained by the property recipient as evidence 

of authorization to remove the property from the premises.



  Encl. (30) to COMDTINST M4500.5C 

 

ENCL. (30) ENTERING MICROCOMPUTER SYSTEMS INTO THE ORACLE FIXED ASSETS 

MODULE (FAM) SYSTEM 

                                                                            

1.  INCs are five characters in length and all characters are numeric unless established by 

Commandant (CG-844).  All primary IT equipment shall be assigned an INC and itemized in 

Oracle FAM.  To simplify the Information Technological equipment codes Commandant (CG-

844) has established Alpha/Numeric codes for computers and peripheral equipment.  (Note: 

Peripherals exclude the speaker and the mouse.) 

 

2.  Standard Workstations and Nonstandard Workstations shall use constructed INCs.  Use the 

following instructions to construct the INC if the item you need to enter is not listed in the above 

tables.  Contact Commandant (CG-844) for guidance if your equipment is not described below or 

in the above tables.   

                                                                            

a. CPU     PC020 

b. SERVER                     PC020 

c. PRINTER                    PC040 

d. CD TOWER                PC045 

e. LAPTOP                     PC050 

f. EXTERNAL STORAGE DEVICE PC330 

g. DOCKING STN          PC515 

h. SOFTWARE              PC700 

i. HUB                           PC800 

j. SCANNER                  PC800 

k. SWITCH                    PC800 

l. BRIDGE                    OT800 

m. ROUTER                   OT800 

NOTE:  The screens in monitors contain environmental hazards.  All possible care must be 

provided to prevent the screens from breaking.  At no time should they be abandoned/destroyed. 
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ENCL. (31) PRECIOUS METALS INDICATOR (PMI) CODES 

                                                                            

Use PMI codes on all Disposal Turn-in Documents (DTID/ETID) to DLA Disposition Services 

(Site) to identify material items that contain precious metals and the content value of the metal.  

The codes will aid DLA Disposition Services (Site) in identifying precious metal bearing items 

at the time such material is turned in as excess.  PMI codes are located in the Management List 

Consolidated (ML/C) microfiche publication.  Enter the following alphabetic/numeric codes in 

record position (RP) 62 of the DTID/ETID.     

                                                                            

Code     Type of Precious Metal           Content Value                       

A       No known precious metal         None 

B Item is known to contain                     

precious metal(s) but  the 

amount(s) are unknown 

 

C Presence or absence of  

precious metals varies  

between items of production 

for the same item of supply                                                                               

 

D Silver Equals 15 grams more 

E Silver Less than 15 grams 

F Gold Equals 10 grams or more 

G Gold Less than 10 grams 

H Platinum Equals 10 grams or more 

I Platinum Less than 10 grams 

J Palladium Equals 5 grams or more 

K Palladium Less than 5 grams 

L Iridium Equals 20 grams or more 

M Iridium Less than 20 grams 

N Rhodium Equals 15 grams or more 

O Rhodium Less than 15 grams 

P Osmium Equals 10 grams or more 

Q Osmium Less than 10 grams 
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Code     Type of Precious Metal           Content Value                       

R Ruthenium Equals 10 grams or more 

S Ruthenium Less than 10 grams 

T Silver-Gold Combination equals 15 grams 

or more 

U Silver-Gold Combination contains less 

than 15 grams 

V Silver-Platinum family 

See note below 

Combination equals 15 grams 

or more 

W Silver-Platinum family 

See note below 

Combination contains less 

than 15 grams 

X Silver-Gold-Platinum family Combination equals 15 grams 

or more 

Y Silver-Gold Platinum family    

See note below 

Combination contains less 

than 15 grams 

Z Gold-Platinum family         

See note below 

Combination equals 10 more 

grams 

2 Gold-Platinum family 

See note below 

Combination contains less 

than 10 grams 

3 Determination of precious 

metal content is uneconomical 

Unknown 

 

NOTE:  Platinum family includes Platinum, Palladium, Iridium, Rhodium, Osmium, 

Ruthenium. 
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ENCL. (32) AUTOMATION EQUIPMENT (AE) CODES 

                                                                            

 

Use AE codes on all Disposal Turn-in Documents (DTID/ETID) to DLA Disposition Services 

(Site) to indicate an item of AE or an  item that contains AE regardless of assigned FSC.  The 

codes will aid RMOs in identifying these items at the time such material is turned in as excess.  

AE codes are located in the Management List Consolidated (MLC) microfiche publication.  

Enter the following numeric codes in record position (RP) 63 of the DTID/ETID.                             

                                                                            

Code  Explanation  

0              Represents items with no AE components.                     

1 NOTE:  Use codes 1 through 6 only when the 

item is AE in its entirety and is limited to the 

type meeting only one of the definitions for 

codes 1 through 6.  See Code 9.         

 

Analog CPUs, AE Central Processing Units for 

Computers Analog.  Represents only CPUs 

that accept as input the electrical equivalent of 

physical conditions such as flow, temperature, 

pressure, angular position or voltage and 

perform computations by manipulating these 

electrical equivalents to produce results for 

further use. 

NOTE:  An analog is a representation of one 

form of a physical condition existing in another 

form, e.g., the level of mercury in a tube 

represents temperature in a thermometer; the 

angular position of a needle represents speed 

on a speedometer.  Excludes CPUs that have 

both analog and digital capability.  See Code 3 

 

2 Digital CPUs, AE Central Processing Units for 

Computers.  Represents only CPUs that accept 

information represented by digital impulses.  

Specifically, a device capable of performing 

sequences of arithmetic and logic operations (a  

program) not only on data but also on the 

program which is contained in its internal 

memory (storage) without intervention of an 

operator.                                

                                                                            

.                 
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Code  Explanation  

2 NOTE:  Digital refers to the representation of 

discrete numbers, symbols and alphabetic 

characters by a predetermined, coded 

combination of electrical impulses.  Excludes 

CPUs that have both analog and digital 

capability.  See Code 3.  

3 Hybrid CPUs, AE Central Processing Units for 

Computers.   Represents only CPUs that have a 

combination of analog and digital capability as 

defined in codes 1 and 2, respectively, and 

have conversion capability required for 

intercommunication.                                         

4 AE Input/Output and Storage Devices Used to 

Control and Transfer Information to and from a 

CPU.  The input device is used for transferring 

data and instructions into a CPU.  The output 

device is used to transfer results of processing 

by the CPU onto printed forms, punched cards, 

and/or magnetic media.  Input/output devices 

combine the above functions in the same 

device.  This class also includes data 

transmission terminals, batch terminals and 

display terminals specially designed or 

modified for use in conjunction with digital, 

analog or hybrid CPUs.  It includes modems 

when they are integral to the terminal.  It also 

includes storage devices in which data can be 

inserted, retained, and retrieved for later use.             

5 AE Accessorial Equipment. 

Represents accessorial equipment considered a 

component, device or unit related directly and 

essential to the operation of AE.  Included in 

this class are complete units and components 

of related general purpose accessorial 

equipment used as part of a system such as 

weapon, control, missile, communication, or 

navigational system.  It also encompasses 

various units or devices and associated control 

units used in combination or in conjunction 

with the AE configuration but are not part of 
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the configuration itself. 

Code  Explanation  

6 Punched Card Equipment. 

Represents the following types of machines:  

collating, keypunch, tabulating, verifier, 

reproducer, summary punch, sorter and 

interpreter.                                     

7 AE Supplies and Support Equipment.   

 

Represents consumable supplies such as: 

electronic data processing tapes, canisters, 

reels, control panels and wires, cabinets, tape 

storage, and racks peculiar to AE operations.                                                 

                       

8 AE Components.                                              

 

Represents AE component assemblies that are 

parts of  analog, digital or hybrid data 

processing devices.          

 

9 To be assigned to an item containing 

embedded AE that meets one or more of the 

definitions for codes 1 through 6. 

                                                                            

NOTE:  Card-actuated machines, when cable connected to a central processing unit, are 

excluded.                      
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Property 

Report to GSAXcess 

ENCL. (33) PERSONAL PROPERTY DISPOSAL PROCESS (FLOWCHART) 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply 
Environmental 
Requirements of 
NEPA or NHPA 
when applicable 

Transfer to Other CG 
Unit via Certificate of 

Transfer (DD-1149) 

Legend: 
 
BSU/Base Base Support Unit/Base 
SFLC Surface Forces Logistics Center 
DLA DLA Disposition Services (Site) 
DHS Department of Homeland Security 
GSA General Services Administration 
NEPA National Environmental Policy Act 

(CIM 16475.1 series) 
NHPA National Historic Preservation Act 
Note:   See Enclosure (18) for disposal of 

boats and Commandant (G-844) for 
disposal of cutters or boats. 

 

 

Screen CG-Wide 
By SFLC 

Need 
Within 
DHS? 

CG-Wide 
Need? 

 

Other Unit 
Need? 

 

Screen thru  
BSU 

Transfer to DHS OE via a 
Transfer Order of Excess 
Property, Form (SF-122) 

Screen CG-Wide 

Yes 

Yes 

Yes 

No 

No 

No 



 

2 
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ENCL. (34) WHAT TO LOOK FOR ON A GENERAL PURPOSE PROPERTY REPORT OF 

SURVEY, FORM (CG-5269) 

 

1.   TOP PORTION OF THE REPORT OF SURVEY 

 

a. Date: - Self explanatory 

 

b. Number:  Local tracking number assigned by the unit e.g.  Unit number – serial 

number – Fiscal year. 75130-0001-2007 

 

c. Activity:  Unit name 

 

d. Originator:  Name and signature of the individual initiating the Report of Survey 

(Usually the property custodian.). 

 

2.    REQUEST FOR SURVEY BLOCKS 

 

a. Noun name description of item 

 

b. Serial number 

 

c. Last known condition code  

 

d. Acquisition cost from Oracle FAM 

 

e. Statement that the item is, or is not, carried on the Oracle FAM report 

 

f. Tag number assigned and INC used if item is carried as reportable property on  

Oracle FAM report 

 

g. Reason for survey 

 

Note: Reasons for GP survey are:  Lost: Missing: Damaged: 

Lost:  You know where the item is but cannot recover it. 

Missing:  You have no idea what happened to the item. 

Damaged: DOES NOT include items damaged due to normal wear and tear. 

 

h. ATU 

 

i. Cost Center   
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3.    ACTION BY COMMANDING OFFICER OR DELEGATE 

 

a. Survey to be made by:  Name(s) of individual(s) assigned as Board Member(s) and 

their grade(s). 

 

Note:  E-6, GS-7, and WG-8 are authorized to be Survey Board Members for General Purpose 

Property. 

 

b. Signature (CO or delegate):  Usually the signature of the ―Survey Officer.‖  

 

Note:  Designated Survey Officers and/or Property Officers are not eligible to serve as Survey 

Board Members. 

 

4.    SURVEY REPORT AND RECOMMENDATION  

 

The following information in the text of the Report of Survey is completed by the Survey Board 

Member(s): 

 

a. Findings surrounding the loss, missing, damaged, or destroyed property. 

These findings shall include: WHAT happened, WHEN it happened, WHERE it 

happened, HOW the property got in its present condition or HOW the property 

ended up lost or missing, WHY it happened (what caused it to happen), and WHO 

was responsible. 

 

b. Established Fair Value of the item based on the following: 

 

(a) Year of acquisition 

 

(b) Price at acquisition 

 

(c) Life expectancy 

 

(d) Current market value based on acquisition, depreciation, and or condition. 

 

c. Opinions   Either there is or is not evidence of negligence, misuse, dishonesty, or 

willful destruction. 

 

Note:  If evidence of negligence misuse, dishonesty, or willful destruction exists, the board 

member must advise the convening authority (Survey Officer).  The convening authority must 

then appoint additional members as necessary.  This board will consist of three members, of 

which the original Board Member may be included.  This revised board must recommend 

convening an informal Board of Investigation. 

  



Encl. (34) to COMDTINST M4500.5C 

3 

 

If an informal Board of Investigation was convened, all evidence, testimony, and other data 

considered during the investigation must be clearly documented.  A finding of no responsibility 

or a finding of employee responsibility must be made for each Report of Survey, Form   

(CG-5269).  If the employee is responsible the Board must include a recommendation that 

consideration be given to either disciplinary action or pecuniary liability, as appropriate. 

 

d. Recommendations 

 

(1) Part One: What should be done to preclude this from happening again, and:  

 

(2) Part Two:  What should be done regarding this particular item: 

 

(a) Expend from records 

(b) Transfer 

(c) Scrap 

(d) Abandon 

(e) Destroy 

(f) Repair and maintain 

(g) Repair and transfer 

(h) Replace  

(i) Revalue 

e. Tangible Evidence 

 

(1) Photographs (in jpeg format) 

 

(2) Custodian‘s written statement 

 

(3) Any documentary evidence, such as: 

  

(a) Message notification 

(b) Reports 

(c) Logs` 

(d) Written statements, signed and dated 

(e) Any documentation regarding a Board of Investigation, (if 

applicable). 
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(4) Copies of past 3 years of certification letter for capitalized property. 

Note:  Unit Commanding Officers are required to generate official Coast Guard Message traffic 

in accordance with the Coast Guard Physical Security and Force Protection Program, 

COMDTINST M5530.1 (series) as soon as practical when the unit becomes aware of any 

missing government property having a permanent serial number and the acquisition cost of the 

item is $500.00 or more.  An example of this message may be found as Exhibit 9-1 in the above 

referenced manual.  The message will be addressed to: 
        

The Cognizant Security Manager with an information copy to 

Commandant DCMS-341) when the dollar value is $500.00 to $2000.00 

or more. 

 

          and, 

 

The Cognizant Coast Guard Investigative Service with an information 

copy to Commandant (CG-2 and DCMS-341) when the dollar value is 

$2000.00 or more. 

 

5.    REVIEW OF SURVEY REPORT  

 

Signature of CO (or delegate) with the approved or disapproved box checked and the date it was 

executed. 

 

Note: Regardless of final approving authority, the originating unit's Commanding Officer or 

delegate must ensure the following three blocks are completed: (1) Specific Action Taken, (2) 

Signature Rank and Title, and (3) Date. 
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ENCL. (35) WHAT TO LOOK FOR ON A BOAT REPORT OF SURVEY, FORM (CG-5269) 

 

1.   TOP PORTION OF THE SURVEY 

 

a. Date:  Self explanatory 

 

b. Number:  Local number assigned by the unit e.g. Unit OPFAC number – serial 

number – Fiscal year. 75130-0001-2007 

 

c. Activity:  Unit name 

d. Originator:  Name and signature of the individual who initiated the survey.  

(Usually the property custodian.) 

2.   REQUEST FOR SURVEY BLOCKS 

 

a. Boat type 

 

b. Boat number 

 

c. Manufacturer 

 

d. Year built 

 

e. Acquisition cost From Oracle FAM 

 

f. Reason for survey 

 

Note:  Reasons for a boat survey are:  Damaged, Lost, Stolen, Beyond economical repair, Excess 

to the district‘s needs, being considered for transfer to recreational use, when a recreational boat 

is no longer usable or is in excess. 

 

g. ATU 

 

h. Cost Center  

 

3.   ACTION BY COMMANDING OFFICER OR DELEGATE 

 

a. Survey to be made by:  Name(s) of individual(s) assigned as Board Member(s) 

and their grade(s). 

 

Note:  Enlisted personnel E-6 and above, Civilian employees GS-7 and WG-8 and above are 

authorized to be Survey Board Members for boats.  At least one member must have professional 

knowledge of the equipment.  If the boat to be donated would be subject to current inspection 

laws, the board must, if possible, include a marine inspector. 
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b. Signature (CO or delegate):  Usually the signature of the ―Survey Officer.‖  

 

Note:  Designated Survey Officer's, and/or Property Officers are not eligible to serve as Survey 

Board Members. 

 

4.   SURVEY REPORT AND RECOMMENDATION 

 

The following information in the text of the survey is to be completed by the Survey Board 

Member(s): 

 

a. FINDINGS surrounding the disposition of the boat in question. 

These findings shall include:  

Condition of the boat, elaborate on the condition code. 

 

b. UNIT PRICE of the item based on the following: 

 

Use acquisition value found in Oracle FAM. 

c. REASON FOR SURVEY 

d. OPINIONS   State whether or not the boat is obsolete, or if the boat would be a 

danger to the public if donated to a public entity.  In the case of stolen or lost 

boats, state the circumstances concerning the loss or theft. 

 

Note:  In instances of lost or stolen boats, the board member must advise the convening authority 

(Survey Officer).  The convening authority must then appoint additional members as necessary.  

This board shall consist of three members, of which the original Board Member(s) may be 

included.  This revised board must recommend convening an informal Board of Investigation. 

 

If an informal Board of Investigation is convened, all evidence, testimony, and other data 

considered during the investigation must be clearly documented.  A finding of no responsibility 

or a finding of employee responsibility must be made for each Report of Survey, Form          

(CG-5269).  If the employee is responsible the Board must include a recommendation that 

consideration be given to either disciplinary action or pecuniary liability, as appropriate. 

 

5. RECOMMENDATIONS 

 

a. Part One 

What should be done to preclude this from happening again, and if damaged:  

 

b. Part Two   

What should be done regarding this particular item? 

 

(1) Expend from records 

(2) Transfer 
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(3) Scrap 

(4) Abandon 

(5) Destroy ( Explain if local unit can cut boat apart) 

(6) Repair and maintain 

(7) Repair and transfer 

(8) Replace  

(9) Donate 

7. TANGIBLE EVIDENCE 
 

a. Photograph in jpeg format 

 

b. Any documentary evidence, such as: 

 

(1) Information on maintenance and man-hours of operation 

(2) Logs 

(3) Written statements, signed and dated 

(4) Any documentation regarding a Board of Investigation, (if applicable). 

(5) Certification letter for the past 3 years. 

Note:  Include a Report of Excess Personal Property, Form (SF-120) if the boat is not in 

condition code 9, X, or S.  The Report of Excess Personal Property, Form (SF-120) must include 

a properly executed Report of Survey.  All Reports of Survey, Forms (CG-5269)  for standard 

and non-standard boats will be submitted to the regional boat manager for initial processing.   

8. REVIEW OF SURVEY REPORT 

a.  Signature of Unit Commanding Officer (or delegate) with the approved or 

disapproved box checked and the date it was executed. 

 

Note:  Regardless of who the final approving authority may be, the CO or delegate must execute 

these blocks.  

 

b.  For the units:  Once final approval is granted the Property Officer shall ensure that 

the following three blocks are completed: (1) Specific Action Taken, (2) Signature 

Rank and Title, and (3) Date. 

 

Note:  Disposal documentation must be retained for twenty (20) years. 
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ENCL. (36) WHAT TO LOOK FOR ON AN OPERATING MATERIALS AND SUPPLIES (OM&S) 

REPORT OF SURVEY, FORM (CG-5269)  

 

Some examples of OM&S are: (1) on board spare parts, (2) electronic spare parts and 

components including parts for navy type navy owned electronic equipment, (3) repairable 

electronics removed from vessels, aircraft that are returned for repair.  The above examples are 

not all inclusive and primary guidance pertaining to OM&S Inventory management shall be 

found in the Supply Policy and Procedures Manual (SPPM), COMDTINST M4400.19 (series). 

 

1.  TOP PORTION OF THE SURVEY 

 

a. Date:  Self explanatory 

 

b. Number:  Local number assigned by the unit. e.g.  Unit OPFAC number-serial 

number-Fiscal year: 75130-0001-2007 

 

c. Activity:  Unit name 

 

d. Originator:  Name and signature of the individual who initiated the survey.  (Usually 

the Supply Officer or designated individual in charge of supply.) 

 

2. REQUEST FOR SURVEY BLOCKS 

 

a. Noun name description of item 

 

b. Serial number 

 

c. Last known condition code other than "A" 

 

d. Acquisition cost 

 

e. Statement that the item is, or is not, carried on the Oracle FAM report 

 

f. Reason for survey 
  

Note: Reasons for OM&S survey are:  Lost: Missing: Damaged: 

 

Lost:  You know where the item is but cannot recover it. 

Missing:  You have no idea what happened to the item. (Loss to Inventory). 

Damaged:  Does not include items damaged to normal wear and tear. 

When material in storage is discovered damaged, the stock point shall report it to the 

cognizant ICP via the Controlled Material Report or Condition Change (CMROCC).  

SFLC or ALC shall upon receipt of the CMROCC determine if a Report of Survey is 

required.  
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Destroyed:  Items were somehow destroyed.  

a. ATU: 

b. Cost Center:   

c. Owner Code:  The code will be OM&S.  

3.  ACTION BY COMMANDING OFFICER (CO) OR DELEGATE 

 

a. Survey to be made by:  Name(s) of individual(s) assigned as Board Member(s) and 

their grade(s) 

 

Note:  Enlisted personnel E-6 and above, Civilian employees GS-7 and WG-8 and above are 

authorized to be Survey Board Members for boats.  At least one member must have professional 

knowledge of the equipment.   

 

b. Signature (CO or delegate):  Usually the signature of the ―Survey Officer.‖  

 

Note:  Designated Survey Officers, and/or Property Officers are not eligible to serve as 

           Survey Board Members. 

 

4.   SURVEY REPORT AND RECOMMENDATION 

 

a. The Board Members must provide information and documentation based on: 

 

(1) FINDINGS surrounding the loss, missing, damaged, or destroyed property. 

These findings shall include: WHAT happened, WHEN it happened, WHERE it 

happened, HOW the property got in its present condition or HOW the property 

ended up lost or missing, WHY it happened (what caused it to happen), and 

WHO was responsible. 

 

(2) ESTABLISHED FAIR VALUE of the item based on the following: 

 

(a) Year of acquisition 

(b) Price at acquisition 

(c) Life expectancy 

(d) Current market value based on acquisition, depreciation, and or condition. 
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Note:  Minimum research requirements are for determining the amount of research required for 

physical inventory adjustments for lost, damaged or destroyed OM&S.  Requirements are: 

 

 Condition of Discrepancy     Required Research 

 

Total Dollar Value       Post Count  Pre-adjustment Causative 

    Validation Research  Research 

       

< $100    YES  NO   NO 

> $100 < $1000  YES  YES   NO 

> $1000 or pilferable/  YES  YES   YES 

classified sensitive 

 

Note: Definition of Causative Research:  Functioning as an agent or cause.  

 

(3) OPINIONS:   Either there is or is not evidence of negligence, misuse, dishonesty, 

or willful destruction. 

 

Note:  If evidence of negligence misuse, dishonesty, or willful destruction exists, the board 

member must advise the convening authority (Survey Officer).  The convening authority must 

then appoint additional members as necessary.  This board will consist of three members, of 

which the original Board Member shall be included.  This revised board must recommend 

convening an informal Board of Investigation. 

 

If an informal Board of Investigation was convened, all evidence, testimony, and other data 

considered during the investigation must be clearly documented.  A finding of no responsibility 

or a finding of employee responsibility must be made for each Report of Survey, Form       

(CG-5269).  If the employee is responsible the Board must include a recommendation that 

consideration be given to either disciplinary action or pecuniary liability, as appropriate. 

  

(4) RECOMMENDATIONS: 

 

(a) Part One: 

 

What should be done to preclude this from happening again, and:  

 

(b) Part Two:   

 

What should be done regarding this particular item? 

1) Expend from records 

2) Transfer 

3) Scrap 

4) Abandon 

5) Destroy 

6) Repair and maintain 

7) Repair and transfer 
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8) Replace  

9) Revalue 

 

(5) TANGIBLE EVIDENCE: 
 

(a) OM&S ADJUSTMENT FORM (CG-3114) and/or CMPLUS 

Physical Inventory Report depending on the dollar amount.  

 

(b) Photographs in jpeg format 

 

(c) Custodian‘s written statement 

 

(d) Any documentary evidence, such as: 

 

1) Message notification 

2) Reports 

3) Logs 

4) Written statements, signed and dated 

5) Any documentation regarding a Board of Investigation, if 

applicable. 

 

Note:  Messages are required for missing property when an item has a permanent serial number 

and the cost is $2500.00 or more. The message will be addressed to: 

 

Security Manager with an info copy to Commandant (CG-844) when the dollar  

value is $2500 or greater. 

 

Or, 

 

The Cognizant CGIS for the AOR with an info copy to Commandant (CG-844) when the dollar 

value is $2000.00 and above. 
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ENCL. (37) WHAT TO LOOK FOR ON A FOOD REPORT OF SURVEY, FORM (CG-5269) 

 

1.  TOP PORTION OF THE SURVEY 

 

a. Date:  Self explanatory 

 

b. Number: Local number assigned by the unit e.g. Unit OPFAC number - serial 

number – Fiscal year: 75130-0001-2007 

 

c. Activity:  Unit name 

 

d. Originator:  Name and signature of the individual who initiated the survey (Usually 

the Food Service Officer (FSO)) 

 

2.  REQUEST FOR SURVEY BLOCKS 

 

a. Noun name description of item(s); 

 

b. Last known condition code; 

 

c. Acquisition cost;  

 

d. Reason for survey; 

 

Note:  Reasons for FOOD survey area: Lost, Missing, Damaged (Spoiled) 

 

Lost:  You know where the item is but cannot recover it. 

Missing: You have no idea what happened to the item. 

Damaged: Food was somehow damaged.  If food is damaged (spoiled) due to 

MECHANICAL FAILURE a survey is required regardless of price. An inventory  

adjustment is not authorized in this case.  

 

e. ATU; and 

 

f. Cost Center 

 

3.  ACTION BY COMMANDING OFFICER OR DELEGATE 

 

a. Name(s) of the individuals assigned as Survey Board Members and their Grades. 

 

b. If losses total $1000.00 or more the survey requires three board members. 

 

c. The FSO cannot be a Survey Board Member. 
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Note:  Board members will be Commissioned Officers if available.  Chief Petty Officers may be 

Board Members if Commissioned Officers are not available.  The Survey must go to the next 

higher command (convening authority) if these Board Members are not available at the local 

command.  The senior Board Member is appointed by the Unit Commanding Officer, Officer in 

Charge or convening authority.  The convening authority may be the Survey Officer.  

 

The senior Board Member has authority to appoint additional Board Members. 

 

4.  SURVEY REPORT AND RECOMMENDATIONS 

 

a. The Board Members must provide information and documentation based on: 

 

(1) FINDINGS:  Addresses the issues surrounding the loss, missing or damaged  

(spoiled) food. 

 

Note: These findings shall include:  WHAT happened. WHEN it happened, WHERE it 

happened, HOW the food got in its present condition or HOW the food ended up lost, missing 

or damaged (spoiled), WHY it happened (what caused it to happen), and WHO was responsible.  

 

(a) If the food is reported as missing then the following information must be 

provided on the survey:  

 

1) A statement surrounding the loss; 

2) The name of the individual responsible for the food; 

3) A statement that a review of the items purchased was completed 

with findings; and 

4) A statement that a review of the expenditure was completed for 

clerical errors 

 

(b) If the food was reported as damaged (spoiled) due to mechanical failure, the 

following information must be included on the survey: 

 

1) The age of the refrigeration unit; and 

2) The date and time of the last temperature reading 

 

(c) If the food has reached its expiration date include purchase date. 

 

(d) The Board Members must elaborate on the Condition Code, what caused the 

food to get in the condition, who was responsible, and the date of purchase. 

  

(2) OPINIONS:  A statement by the Board Members as to whether there is, or is not, 

evidence of negligence, misuse, dishonesty or willful destruction required on lost 

or damaged food. 
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(3) RECOMMENDATIONS: 

 

Note:   If evidence of negligence, misuse, dishonesty, or willful destruction exists, the Board 

Members must recommend convening a Board of Investigation (BOI). 

 

(a) The BOI must fully document all evidence, testimony and other data. 

 

(b) The BOI will issue a finding of either NO RESPONSIBILITY or 

EMPLOYEE RESPONSIBILITY. 

 

(c) The BOI may recommend that the CO consider disciplinary action or 

pecuniary liability. 

 

(d) The recommendation must also include the following statement because of the 

Supply Fund: 

 

―Reimbursement to the Supply Fund in the amount of $_______ is required.‖ 

 

(e) For food losses or damage the Board Members must recommend that the food 

is: 

 

―EXPENDED FROM RECORDS.‖ 

 

(f) And one of the following statements: 

 

1) Put food on hold until final disposition is received. 

 

2) Dispose of food immediately to prevent further contamination. 

 

(4) TANGIBLE EVIDENCE: 

(a) Photograph in jpeg format; 

(b) Custodians written statement; 

(c) Any documentary evidence such as: 

1) Reports 

2) Logs 

3) Written statements, signed and dated 

4) Any documentation as a result of a Board of Investigation, if applicable 
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5.  REVIEW OF SURVEY REPORT 

 

a. Signature of Unit Commanding Officer (or delegate) with approved or disapproved 

box checked and date it was executed. 

 

b. Regardless of who the final approving authority may be the CO or delegate must 

execute these blocks. 

  

6.  FINAL APPROVING AUTHORITY 

 

a. Losses under $2,500.00:  See Chapter 8.   

 

b. Losses over $2,500.00:  Commandant (CG-844) 

 

c. The appropriate approving authority shall send final disposition instructions. 

 

Note:  For the units:  Once final approval is granted the convening authority executes the Report 

of Survey, Form (CG-5269) indicating who completed the final instructions.  The FSO sends a 

copy of the approved survey to FINCEN with the CG-DSOS, Commandant  (CG-2576), for the 

month the food was expended and retains a copy of the approved survey for the unit‘s records. 
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ENCL. (38) SAMPLE OF CHANGE OF COMMAND RELIEF  

 

 
 

 

Commandant 
United States Coast Guard 

2100 2ND ST SW STOP 7245 

WASHINGTON DC 20593-7245 

Staff Symbol: 

5400 

MEMORANDUM 
SEP 19 2007 

 

From: CDR DOUBLEBOTTOM 
Departing Commanding Officer 
USCGC AWEIGH 

Reply to 
Attn of: 

SUP 
SK1 Drafted 
x7-0655 

To: LCDR DECKIE 
Commanding Officer 
USCGC AWEIGH 

Subj: CHANGE OF COMMAND RELIEF 
 
Ref: (a) U.S. Coast Guard Personal Property Management Manual, COMDTINST M4500.5 

(series) 

 (b) Supply Policy and Procedures Manual (SPPM), COMDTINST M4400.19 (series) 

 

1. LCDR Deckie is assuming command of the USCGC AWEIGH from CDR Doublebottom.  

The following Government property (see Enclosure (1)) has been recorded and is charged to 

this unit‘s accountable record with no discrepancies noted: 

 

Current value of all property 

 

  Real:       $_______ 

  Personal:      $_______ 

  Operating Materials and Supplies (OM&S)  $_______ 

 

2. All required physical inventories for personal property have been conducted within the last 

year and recorded in Oracle in accordance with ref (a).  Similarly, all required OM&S 

inventories and Total Asset Visibility Extracts (TAV) are up-to-date in accordance with ref 

(b).  A complete breakout of assets by major and minor category as of (date) is attached 

(Enclosure (1)) for your perusal. 

 

3. I stand relieved 

 

 

Enclosure (1) Unit Asset By Category Report 
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ENCL. (39) INSTRUCTIONS FOR COMPLETING THE OM&S SURVEY ADJUSTMENT FORM, 

Form (CG-3114) 

 
For Operating Materials & Supplies (OM&S) 

 

(Leave unchanged) 

For Personal Property 

a.  STOCK NUMBER, GROUP OR CLASS.  Enter the National Stock Number, National 

Stock Group, or National Stock Class (whichever is known. Ideally, the NSN would be 

identified) 

 

b. STORES ACCOUNT: 
 

Enter the Major & Minor Category of the asset as it appears in the Oracle Fixed Asset 

Module (FAM)  

 

c. ADJUSTMENT NUMBER: 
 

Field units shall assign a unique number to each action 

 

d. TYPE ADJUSTMENT: 

 

e. RECEIPT DOCUMENT NUMBER: 
 

Leave blank 

 

f. ON STOCK RECORD: (for items on hand with errors in the record) 

 

(1) Item:  Enter the Oracle FAM Tag number of the asset (for an individual item) and 

description; or attach a listing of multiple items (for a group of items-tag number 

and description) 

 

(2) Quantity:  Enter appropriate quantity count (how many on hand) 

(3) Unit Price:  Enter the unit price of the item(s) in U.S. Dollars 

(4) Value:  Enter the total extended value of the item(s) in U.S. Dollars 

g. RECEIVED:  

 

(1) Item:  Leave blank 
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(2) Quantity:    Leave blank 

(3) Unit Price:   Leave blank  

(4) Value:    Leave blank 

h. ON HAND AND RECEIVED:  (for items on hand but never entered in the records—

Inventory Gain) 

 

(1) Item:   Enter the description of the asset (for an individual item); or attach a 

listing of multiple items (for a group of items-description) 

 

(2) Quantity:  Enter appropriate quantity count (how many on hand) 

 

(3) Unit Price:  Enter the unit price of the item(s) in U.S. Dollars 

 

(4) Value:  Enter the total extended value of the item(s) in U.S. Dollars 

i. NEW UNIT PRICE:  (for items in the record where price requires adjustment) 

 

(1) Item: Enter the Oracle FAM Tag number of the asset (for an individual item) and 

description; or attach a listing of multiple items (for a group of items-tag number 

and description) 

 

(2) Quantity: Enter appropriate quantity count (how many on hand) 

(3) Unit Price: Enter the unit price of the item(s) in U.S. Dollars 

(4) Value: Enter the total extended value of the item(s) in U.S. Dollars 

j. PREVIOUS GROUP OR CLASS VALUE:  

 

(1) Item: Leave blank 

 

(2) Quantity: Leave blank 

(3) Unit Price: Leave blank 

(4) Value: Leave blank 

k. CURRENT GROUP OR CLASS VALUE:  

 

(1) Item: Leave blank 

 

(2) Quantity: Leave blank 

(3) Unit Price: Leave blank 
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(4) Value: Leave blank 

l. ADJUSTMENT:  

 

Item GAIN/LOSS:  If the item was found on base, mark GAIN. If the price was adjusted 

up, mark GAIN. If the price was adjusted down, mark LOSS. If the record was a 

duplicate, mark LOSS. If the item required correction to the Location or Serial Number 

or was removed as an optional item, DO NOT MARK EITHER 

 

(1) Quantity: Enter appropriate quantity count (how many on hand) 

(2) Unit Price: Enter the unit price of the item(s) in U.S. Dollars 

(3) Value: Enter the total extended value of the item(s) in U.S. Dollars 

m. REASON FOR ADJUSTMENT:  Enter ONE of the following (as appropriate) 

 

(1) Serial Number correction 

(2) Price Correction 

(3) Location Correction 

(4) Duplicate record removal 

(5) Removal of Optional item per (state ref.) 

n. SIGNATURE.  CO/OIC/Supervisory 

 

o. DATE.  Enter the date the form was approved and corrective action taken. 
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ENCL. (40) OM&S SURVEY ADJUSTMENT FORM , FORM (CG-3114) 
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ENCL. (41) PHYSICAL INVENTORY OF CAPITALIZED PROPERTY 

 

The following information concerning Capitalized Personal Property Physical Inventories          

(CAP-PHY-INV) is provided as an EXAMPLE only.  Specific procedures are provided in advance of 

each Coast Guard-wide physical inventory effort.  Specific procedures provided prior to each 

inventory must be followed.  Using previous editions of CAP-PHY-INV procedures like the 

procedures contained in this enclosure could result in the inventory package being returned to the unit 

for submission in accordance with current procedures. 

  

United States Coast Guard  

Financial Accounting and Reporting of Personal Property 

Procedures for Physical Inventory and Year-End Certification of Capitalized Personal 

Property 

Procedure No: 5.3.8.2 and 5.3.8.31 

Version No: Version 2 

Date: 03/01/2010 

 

TABLE OF CONTENTS 

1.0 Overview 

 

2.0 References 

 

3.0 Document Retention 

 

4.0 Responsibilities 

 

5.0 Procedure 

 

6.0 Acronym Listing 

 

7.0 Appendix 
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1.1 Purpose 

The purpose of the Inventory Procedure is to provide the guidelines for conducting the physical 

inventory of Coast Guard capitalized personal property.  The objective of a physical inventory is 

to determine the existence (record-to-floor) of the assets, as well as the completeness (floor-to-

record) of the assets and accuracy of the personal property records within the financial system of 

record (Oracle Fixed Asset Module).  The physical inventory process is intended to reconcile the 

financial accountability records (Oracle FAM) with the subsidiary system records (e.g. ALMIS, 

AOPS, etc.) and  to make necessary adjustments for the actual personal property on hand to be in 

the appropriate General Ledger (GL) accounts and reported in the financial statements in 

accordance with Generally Accepted Accounting Principles (GAAP). 

1.2 Scope 

The Physical Inventory Procedure pertains to capitalized personal property only and applies to all 

Coast Guard units involved in controlling, managing, and overseeing personal property assets.  The 

procedures for conducting a physical inventory of internal use software, heritage and multi-use 

heritage assets are to be covered in separate procedures in a future iteration.  However, this procedure 

can be used to execute a non-capitalized property inventory until a standalone procedure is 

developed. 

1.3 Procedure Summary 

The Coast Guard manages and maintains financial accountability for a variety of general property, 

plant, and equipment (PP&E) assets which includes personal property.  The Coast Guard 

capitalized personal property consists of tangible assets having an estimated useful life of two (2) 

years or more, are not intended for sale in the ordinary course of operations, and have been 

acquired or constructed with the intention of being used or being available for use by the Coast 

Guard.  Personal property can be acquired through direct acquisition, conversion, transfer, lease, 

donation or other appropriate means.  Personal property that meets the capitalization thresholds 

consists of: aircraft, vessels, boats, electronic systems, stand alone electronics, electronic test 

equipment, vehicles, general purpose property, internal use software, and heritage assets.  The Coast 

Guard has no national defense personal property assets. 

All unit commands of the Coast Guard are responsible for the proper safeguarding, management, 

monitoring, accounting, and reporting of PP&E.  The Inventory Procedures will assist the Coast 

Guard property managers, accounting and financial officers, and other employees in understanding 

their roles and responsibilities relating to personal property accountability, including:  government-

owned personal property acquired on behalf of the Coast Guard; personal property used under 

permit from other government agencies (OGA); government-furnished equipment (GFE) provided to 

contractors; and non-government owned personal property leased by the Coast Guard or assigned to 

the Coast Guard.  The values of PP&E are recorded in the Coast Guard GL and reflected in the 

financial reports from Oracle FAM.  All supporting documentation obtained during the physical 

inventory process, e.g. asset additions, deletions, and edits, will be submitted to Commandant (CG-

842) with the inventory package. 
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Table 1: Personal Property Capitalization Thresholds 

1.4 Inputs 

The inputs necessary for conducting the Coast Guard annual physical inventory of personal 

property are: 

a. Chief Financial Officer requirement for inventory of capitalized personal 

property; 

b. Oracle Fixed Asset Management (Oracle FAM) reports; 

c. Supporting documentation for asset additions, deletions and edits; and 

d. Subsidiary system reports. 

1.5 Outputs 

The outputs from conducting the Coast Guard annual physical inventory of personal property are: 

a. 100% review of all capitalized personal property; 

b. Complete certified physical inventory package; 

c. Oracle FAM updated for additions, deletions, and transfers of personal property; 

d. Update to the physical inventory date in Oracle FAM; 

e. Subsidiary system reconciliation with Oracle FAM;  

f. Year-End Certification of Personal Property Assets; and 

g. Accurate personal property records within Oracle FAM.  

1.6 Applications 

1.6.1 Financial System  

Asset Category Per Asset Threshold 

Aircraft, Vessels, Major Electronics Systems $200,000 

Internal Use Software (Purchased after October 1, 2007) $750,000 

Internal Use Software (Purchased prior to October 1, 2007) $200,000 

General Purpose Property, Vehicles, Small Boats, Stand Alone 

Electronics, and Electronics Test Equipment 
(Purchased after October 1, 2003) 

$50,000 

General Purpose Property, Vehicles, Small Boats, Stand Alone 

Electronics, and Electronics Test Equipment (Purchased prior to 

October 1, 2003) 
$25,000 
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Oracle Fixed Asset Module (Oracle FAM) - Official system used for maintaining financial 

accounting and reporting information for the Coast Guard. 

1.6.2 Subsidiary Systems 

a. Asset Logistics Management Information System (ALMIS) - System used to record 

the operations and logistics of aircraft (May also be used for some boats). 

b. Abstract of Operations System (AOPS) - System used to record the operational 

hours of boats and vessels. 

c. Auxiliary Management Information System (AUXMIS) - System used to record 

auxiliary activities, including the operations and logistics of auxiliary boats, aircraft 

and electronics. 

d. Fleet Logistics System (FLS) - System used to record the operational and 

maintenance aspects of electronics. 

e. Shore Asset Management System (SAM) - System used to record the 

operational aspects of real property. 

f. And others as appropriate. 

1.7 Financial Statement Assertions 

a. Existence 

b. Completeness 

c. Valuation 

d. Rights and Obligations 

e. Presentation and Disclosure 

2.0 References 

1. Federal Accounting Standards Advisory Board (FASAB), Statement of Federal Financial 

Accounting Standards (SFFAS) No. 6, Accounting for Property, Plant and Equipment, 

November 1995. 

2. Federal Accounting Standards Advisory Board (FASAB), Statement of Federal Financial 

Accounting Standards (SFFAS) No. 35, Estimating the Historical Cost of General 

Property, Plant, and Equipment. 

 

3. Department of Homeland Security (DHS), Management Directive 0565, Personal Property 

Management, December 2004. 

4. Department of Homeland Security (DHS), Management Directive 1120, Capitalization 

and Inventory of Personal Property, June 2003. 
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5. United States Coast Guard, Financial Resource Management Manual (FRMM), 

COMDTINST M7100.3 (series). 

6. United States Coast Guard, Property Management Manual (PMM), COMDTINST 

M4500.5 (series). 

2.0 Document Retention 

a. Commandant (CG-842), FINCEN Property Control Branch (FR), and Accountable 

Property Officers (APOs) shall ensure that audit-compliant evidential documentation is 

kept to support the planning, execution, decisions, approvals, and adjustments for all 

physical inventories for a period of three (3) fiscal years.   

b. APOs shall ensure that audit-compliant evidential documentation is kept to support 

the year-end certifications of personal property assets for a period of three (3) fiscal 

years. 

4.0 Responsibilities 

4.1 Commandant (CG-842) is responsible for: 

a. Overall management oversight of the physical inventory of capitalized personal 

property; 

b. Planning all phases of the physical inventory and providing all participants with detailed 

instructions and guidance for conducting the inventory; 

c. Coordinating with the Operational Commanders/Program Offices to ensure all 

scheduled capitalized personal property inventories are completed; and 

d. Tracking and collecting inventory packages from field units and for submitting 

inventory packages to FINCEN (FR) for finalizing edits and updates within 

Oracle FAM. 

4.2 FINCEN (FR) is responsible for: 

a. Providing Commandant (CG-842) with Oracle FAM extracts for all capitalized personal 

property and other extracts as required by Commandant (CG-842); 

b. Approving and recording of all capitalized personal property additions, deletions and edits 

within Oracle FAM; and, 

c. Updating personal property asset folders. 
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4.3 Operational Commanders/Program Offices are responsible for: 

a. Ensuring the completion of the inventory and certification for all reporting units under 

their cognizance; and 

b. Ensuring accurate asset counts and accurate asset location at the unit level. 

4.4 The following offices act as the Program Officer for inventory reporting purposes: 

a. Commandant (CG-44) Vehicles 

b. Commandant (CG-6) Internal Use Software 

c. Commandant (CG-643) Electronics 

d. Commandant (CG-711) Aircraft 

e. Commandant (CG-731) Boats 

f. Commandant (CG-751) Vessels 

g. Commandant (CG-842) General Purpose 

4.5 Field units are responsible for: 

a. Verifying existence as well as completeness and accuracy of capitalized personal 

property assets; and 

b. Submitting completed inventory packages to Commandant (CG-842) within 

the required timeframe. 

For individual units with a sub-unit (e.g. Marine Safety Detachments, Station Smalls, etc.), 

the sub-unit must be specifically and separately mentioned within the certification memo.  

Additionally, the parent unit must ensure and document that the same level of completeness 

and existence testing was performed at the sub-unit. 

4.6 The Commanding Officer (CO), Officer-in-Charge (OIC), or unit-level Supervisors 
(e.g. Uniform Distribution Center, Recruiting Offices, etc.) are responsible for: 

Certifying in writing by memorandum the existence and completeness of capitalized assets to 

Commandant (CG-842).  See Appendix (7.0) for the required inventory certification 

memorandum format. 

4.7 Accountable Property Officers (APOs) are responsible for: 

a. Managing  oversight of the physical inventory at the unit; 

b. Maintaining an effective administration program for the property accountability and 

control system within their areas of responsibility; 
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c. Designating custodial areas and property custodians to manage the personal property 

within a specified area; 

d. Ensuring all custodians are properly trained in the local processes and procedures; 

e. Providing custodians with current records for assets within their area; 

f. Ensuring reports for lost, missing or damaged (beyond normal wear and tear) items 

are properly and promptly reported on a report of survey; 

g. Evaluating local system performance and program effectiveness; 

h. Establishing controls to ensure locally acquired assets meet the accountable thresholds 

(mandatory tracking requirements); 

i. Designating personnel to enter property acquisitions, transfers and disposals into the 

designated fixed asset system; and, 

j. Developing procedures for custodians to conduct annual physical inventories of 

accountable property and ensuring that all discrepancies are reconciled. 

4.8  Property Custodians (PCs) are individuals assigned day-to-day stewardship for 
personal property in a particular unit, area or organizational element, are responsible 
for: 

a. The day-to-day stewardship of personal property in a particular unit, area or 

organizational element; 

b. Assisting the CT with identification/location of assets and providing any 

supporting documentation pertinent to the location/condition of the assets being 

inventoried. 

4.9 Count Teams (CTs) consists of two personnel independent of day-to-day management 

of property and are responsible for: 

Locating, identifying, and reconciling assets during the physical inventory process. 

4.10 Property Administrator (PA): Individual assigned to make adjustments within Oracle 

FAM are responsible for: 

Entering all adjustments (edits, additions, deletions) into the official financial system of record 

(Oracle FAM) for asset categories for which they have access. 

4.11 Contracting Officers and logistics managers are responsible for: 

a. Furnishing documentation to support existence for government furnished 

equipment (GFE); and 

b. Furnishing valuation documentation from various acquisition sources. 
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NOTE I.  Many units have one Operational Commander, but hold inventory belonging to 

multiple programs (i.e. CGC CONFIDENCE may have a capitalized personal property item in 

each of the following categories: vessels, boats, vehicles, and general purpose). 

NOTE II.  Segregation of duties applies to the APO, PA and CT. 

5.0 Procedure 

5.1 Planning Phase.  Each fiscal year Commandant (CG-842) shall develop and submit a Coast 

Guard-wide physical inventory plan for Commandant (CG-84) approval no later than 30 

September, for the upcoming fiscal year.  The annual capitalized personal property physical 

inventory shall occur as close as possible to the fiscal year closeout in order to substantiate the 

general ledger (GL) balances and support year-end certification. 

5.2 Warning Order.  No later than thirty (30) days before commencing the inventory, 

Commandant (CG-842) shall prepare and release a message identifying the Count Phase 

commencement date, points of contact and other information as appropriate. 

5.3 Action Order.  No later than ten (10) days before commencing the inventory period, 

Commandant (CG-842) shall prepare and release a message directing all APOs to the 

Personal Property portal for detailed inventory instructions (Internal Control noted – I/C 

notation used from this point forward).  Commandant (CG-842) shall create and post all of 

the following on the Personal Property website/portal: 

a. Chief Financial Officer (CFO) Year-End messages; 

b. Timeline for meeting planned phases of the physical inventory; 

c. Physical Inventory Procedure and Appendices; 

d. Directions for running and downloading the Physical Inventory Report in Oracle 

FAM; and, 

e. Sample certified physical inventory package for unit CO/OIC/unit-level 

Supervisor certifying inventory results. 

NOTE I.  Units underway during the count phase that experience internet connectivity 

issues must contact Commandant (CG-842) directly for all required documentation via 

the CAP-PHY-INV e-mail in-box for assistance. 

NOTE II.  The Capitalized Property Portal can be accessed via the following link:  

https://cgportal.uscg.mil/lotus/myquickr/2009-capitalizedproperty-physical-inventory. 
 

5.4 FINCEN (FR) Management and Program Analyst (MPA) shall send Oracle FAM 

extract reports to Commandant (CG-842) one day prior to the count phase and at a 

minimum weekly until the Physical Inventory concludes. 

https://cgportal.uscg.mil/lotus/myquickr/2009-capitalizedproperty-physical-inventory
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5.5 APO or delegated representative shall review the warning order, action order, and 

detailed physical inventory guidance documents from the Capitalized Property portal. 

5.6 APO or delegated representative shall gather all pending and completed personal 

property Reports of Survey since the last inventory for submission with the physical 

inventory package. 

5.7 APO or delegated representative shall run the Oracle FAM Physical Inventory Report in 

accordance with the job aids provided on the Capitalized Property website/portal(I/C). 

5.8 APO shall highlight all capitalized personal property assets to be inventory by the CT except 

heritage property and internal use software assets.  Real Property (buildings, land, and 

structures) is not considered personal property. 

NOTE I.  Some capitalized items listed in a capitalized major category may have acquisition cost 

below the threshold for a given category.  If in doubt that an item is capitalized, the major asset 

category will dictate (i.e. an item in a capitalized electronics category is listed at $1.00; that item 

should be considered capitalized based on the category). 

NOTE II.  Internal use software will be covered under a future procedure. 

NOTE III.  Units without capitalized property are required to submit complete certified 

inventory packages. 

5.9 The APO shall ensure that the following personnel are available for the physical 

inventory: 

a. Count Team (CT) – Shall consist of a minimum of two independent persons who have 

no direct interest in the outcome of an inventory. Multiple CTs are allowed.  For 

internal control purposes, employees participating in physical inventories shall not be 

the same individuals who are responsible for the management and safeguarding of 

such property.  APOs and Property Custodian (PC) shall not be assigned to CTs.  

However, property management personnel and custodians may assist in locating, 

identifying, and reconciling assets during the physical inventory process. 

 

b. Property Custodian (PC) – An individual assigned day-to-day stewardship of personal 

property in a particular unit, area or organizational element.  The PC shall assist the 

CT with identification/location of assets and shall provide any supporting 

documentation pertinent to the location/condition of the assets being inventoried. 

c. Property Administrator (PA) – An individual assigned to make adjustments within Oracle 

FAM.  All adjustments shall be entered into the official financial system of record 

(Oracle FAM). 

5.10 The APO shall distribute Oracle FAM Physical Inventory Reports to the CT (with 

capitalized assets identified in 5.7 highlighted) and provide local guidance and oversight for 

executing the inventory. 
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5.11 The CT shall conduct the ―record-to-floor‖ physical inventory using the Physical Inventory 

Report generated from Oracle FAM.  For each particular capitalized personal property line 

item on the Property Report, the CT shall: 

a. Initial and date each capitalized personal property line item on the Property 

Report to indicate existence for that item (I/C) when inventoried; 

b. Annotate the following on the Property Report as appropriate: 

(1) Line-outs for asset deletions; 

(2) Write-ins for asset additions; 

c. Line-out and write-in of individual data fields for corrections on any assets  
observed with different characteristics than those listed on the report.  Note any 
property that require updated Coast Guard tagging/marking; and, 

d. Initial and date the top right corner of each oracle page on the provided lines 

(denotes review). 

NOTE I.  At this time the page break functionality of the Physical Inventory Report does not work 

when printing from Oracle.  As a result, multiple Oracle pages can print on a single sheet. 

NOTE II.  Initials and signatures are required on Property Reports for units that do not have any 

capitalized property. 

5.12 If the asset is physically on-site, the CT shall physically verify the asset using the 

sight/touch method.  At a minimum, the CT shall use Table Two (2) – Asset Attributes to 

verify the following identifying characteristics utilizing the manufacturer‘s plate and CG 

marking: 

a. Asset description; 

b. Asset tag number; 

c. Asset model number; 

d. Asset serial number; and, 

e. Asset detailed location. 

NOTE.  Due to operational security (OPSEC), only the homeport/home stations shall be used 

for detailed location of vessels, aircraft, and small boat. 
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Asset Major 

Category 

Description Tag Number Model 

Number 

Serial 

Number 

Detailed Location 

Vessel Vessel Name Hull Number Does not apply Hull Number Homeport 

(hangar, pier, 

boat house, or 

locally useful 

information) Aircraft Class Name Tail Number As Appropriate Aircraft 

Identification 

Number (AIN) 

Homeport 

(hangar, pier, 

boat house, or 

locally useful 

information) Small Boats Make, Model Hull Number As Appropriate Hull 

Identification 

Number (HIN) 

Homeport 

(hangar, pier, 

boat house, or 

locally useful 

information) Vehicles Year, Make, 

Model 

License 

Plate 

Number 

―DHS- 

XXXX‖ 

As Appropriate Vehicle 

Identification 

Number (VIN) 

As Appropriate 

Electronics 

(Systems) 

System 

Common 

Name 

System 
Generated 
Tag 
Number 

As Appropriate Manufacture 

Serial Number 

As Appropriate 

Electronics 

(Stand-Alone and 

Test Equipment) 

Common 

Name 
System 
Generated 
Tag 
Number 

As Appropriate Manufacture 

Serial Number 

As Appropriate 

General Purpose Make, Model System 

Generated 

Tag 

Number 

As Appropriate Manufacture 

Serial Number 

As Appropriate 

 
Table 2: Asset Attributes 

5.13 If the asset is not physically on-site during the physical inventory count phase, the CT 
with assistance from the APO and appropriate stakeholders shall perform the following: 

a. Asset Conducting Operations.  The CT shall review supporting documentation such 

as ODO logs, unit logs, MOVREPs, etc. to verify the asset is conducting operations 

and in fact exists.  Once verified, the CT shall initial and date the asset on Oracle 

FAM Physical Inventory Report.  Refer to Table 3. 

b. Operational Asset – Supporting Documentation for the types of required 

documentation to support operational asset by asset category. 

NOTE I.  These documents shall not be submitted with the inventory packages to prevent any 

potential OPSEC violations. 

NOTE II.  For vessels only, treat an underway (U/W) vessel as on-site. 

c. Asset undergoing maintenance. The CT shall obtain supporting documentation for assets 

that are not on-site undergoing maintenance actions.  Refer to Table 4 (Asset 

Additions - Supporting Documentation) for the required documentation to support asset 

additions, Table 5 (Asset Additions - Asset Additions – Examples of Valuation 

Documentation) and Table 6 (Asset Deletions - Supporting Documentation) for the 

required documentation to support asset deletions. 
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d. Asset provided to contractor as Government Furnished Equipment (GFE).  The CT 

shall obtain supporting documentation from contracting officers to validate the 

existence of all capitalized Government Furnished Equipment (personal property) in 

the possession of contractors. 

e. Asset transferred out, donated, or sold.  The CT shall obtain supporting 

documentation to substantiate the disposition of the asset if the item was 

transferred, disposed of, or sold.  Refer to Table 6 (Asset Deletions - Supporting 

Documentation) for required documentation to support asset deletion and 

transfers. 

f. Asset disposed of, abandoned, or destroyed.  The CT shall obtain supporting 

documentation to substantiate the disposition of the asset. Refer to Table 5 (Asset 

Deletions - Supporting Documentation) for required documentation to support 

asset deletion and transfers. 

g. Asset Missing.  The CT shall contact the APO who will contact the proper 

convening authority for permission to initiate a Report of Survey in cases where 

missing assets cannot be resolved through the above steps. 

NOTE III.  Reports of Survey, whether completed or pending should be included within 

certification package. 

NOTE IV.  If asset does not fit into any of the above situations, contact the Personal Property 

program through CAP-PHY-INV e-mail in-box for further guidance. 

 
Operational Asset – Supporting Documentation 

Asset Category Documentation 

Vessels MOVEREP 

Aircraft ODO Log 

Small Boats Unit Log 

Vehicles Unit Log  
Table 3: Operational Asset – Supporting Documentation 
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Asset Additions - Supporting Documentation 

Asset Category Documentation to Support Asset Additions 

Vessels DD-250/DHS Form 700-21/DD-1149, or Coast Guard message 

Aircraft DD-250/DHS Form 700-21/DD-1149, or Coast Guard message 

Small Boats DD-250/DHS Form 700-21/DD-1149/DD-1348/SF-122, or CG message 

Vehicles Certificate of Origin/DHS Form 700-21/DD-1149 

Electronics 
DD-250/CG Message/CG HQ Program Office Memo/DD1149 

General Purpose 
OF-347/DD-250/DHS Form 700-21/DD-1149/DD-1348/SF122 

 
Table 4: Asset Additions - Supporting Documentation  

(Table can also be used for an Asset Undergoing Maintenance) 

Asset Additions – Examples of Valuation Documentation 

Acquisition Type Documentation to Support Valuation 

Commercial 

1. Signed (electronic or actual) Contract 

2. Receipt Document 

3. Invoice 

4. Proof of Payment 

MILSTRIP 
1. DD-1348-1 (or current FEDLOG screen print) 

2. Receipt Document (DD-1348-1 signed/dated) 

3. Proof of Payment/IPAC 

Credit Card 
1. Credit Card statement (itemizing stock item) 

2. Receipt Document 

3. Proof of Payment 

Project Order 
1. Signed Project Order (itemizing stock item) 

2. Receipt Document 

3. Proof of Payment/IPAC 

Transfer-in 1. Transfer Receipt Document (e.g., DD-1149)  
Table 5 Asset Additions – Examples of Valuation Documentation 
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 Asset Deletions - Supporting Documentation 

Asset Category  Documentation to Support Asset Deletions 

Vessels  Certificate of Conveyance/Certificate of Transfer/DD-1149 

Aircraft  Certificate of Conveyance/Certificate of Transfer/DD-1149 

Small Boats  Certificate of Conveyance/Certificate of Transfer/DD-1149/ DD1348-

1A/SF-122 

Vehicles  DD-1149/DD 1348-1A/SF-122 

Electronics  DD-1149/DD 1348-1A/SF-122 

General Purpose  DD-1149/DD 1348-1A/SF-122 
 

Table 6 Asset Deletions - Supporting Documentation  

(Table can also be used for an Asset Undergoing Maintenance) 

5.14 Following the ―record-to-floor‖ inventory, the CT shall perform a ―floor-to-record‖ 

inventory by physically surveying (i.e. fence line to fence line) Coast Guard facilities where 

assets may be located (e.g. hangars for aircraft, docks and waterfront for vessels and boats 

storage lots, warehouse, cages, etc.). All capitalized personal property within the custodial 

area not on the Oracle FAM Physical Inventory Report should be annotated with all 

identifiable characteristics.  Provide supporting documentation with the inventory package 

as appropriate.  Refer to Table 4 (Asset Addition - Supporting Documentation) for required 

documentation to support asset additions. 

NOTE I.  Ensure capitalized personal property owned by other entities co-located on Coast Guard 

property is supported with prescribed documentations (e.g. MOU/MOA for local maritime police 

boats). 

NOTE II.  Asset addition documentation should support the following information; date-in-

service, model number, serial number, cost and description. 

NOTE III.  Asset transfer and disposal documentation should be signed and dated. 

5.15 Following the ―floor-to-record‖ inventory, CT shall perform subsidiary system 

reconciliation.  (Many Capitalized Personal Property items that will be inventoried are 

accounted for in more than one system.  Oracle FAM is used for financial purposes, but 

these assets are also tracked from an operational and logistics maintenance perspective in 

other systems, such as ALMIS and AOPS).  To accomplish this review: 

a. APO and PC shall gather Subsidiary System reports; 

b. AOPS ―Resource Assignment Report;‖ 

c. ALMIS ―Asset Status Report;‖ and, 

d. Others as appropriate. 

APOs and CTs shall identify any differences and resolve as appropriate. 

 

a. CT shall initial and date each line item on the subsidiary system report that reconciles 

correctly. 
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b. APOs shall annotate listings on reports and cite discrepancies on the certification memo for 

unresolved discrepancies. 

5.16 APO/PC shall gather supporting documentation for all discrepancies identified by the 
CT including but not limited to: 

a. Additional documentation (Tables 4 and 5) for items discovered during the 

inventory, but not listed on the Property Report; 

b. Signed and dated disposition, or transfer documentation (Table 6) for items no 

longer belonging to the unit; and, 

c. Other reports as appropriate. 

5.17 If required and not previously initiated, the CT shall notify the Command Security Officer of 

any undocumented missing property and, if required, initiate a the Report of Survey, Form 

(CG-5269) following procedures outlined in accordance with Ref 5 and draft a loss message 

for approval/release by the unit CO/OIC/Unit-level Supervisor.  The responsibilities of the 

Command Security Officer are outlined in COMDTINST M5530.1 (series), Physical Security 

and Force Protection Program Manual. 

5.18 Each CT member shall sign and date the last page of the Oracle FAM Physical 

Inventory Report (I/C) to certify that the inventory counts were completed.  The CT shall 

turn in the annotated Physical Inventory Report with any supporting documentation to 

the APO for review.  The CT will alert the APO of any outstanding requests for missing 

documentation. 

5.19 The APO shall ensure that all edits, additions, and deletions noted by the CT have valid 

supporting documentation for adjustments to the Oracle FAM property records.  The 

APO shall review the results of the location surveys and subsidiary system 

reconciliations to meet completeness requirements.  The APO shall review the Oracle 

FAM Physical Inventory Report for completeness in accordance with section 5.9 and 

provide the inventory package to the PA for necessary updates to oracle FAM.  If 

necessary, provide a listing of additional documentation needed for complete package to 

the CT.  Refer to Tables 3 through 6. 

5.20 The PA shall review the Oracle FAM Physical Inventory Report for completeness in 

accordance with section 5.9.  The PA shall enter asset additions, edits and deletions 

identified by the CT during the physical inventory in Oracle FAM using the appropriate 

form, (which will place the transaction into a pending status within Oracle FAM).  The 

PA shall print/sign/date the last page of the Physical Inventory Report (I/C) and return it to 

the APO. 

5.21 The APO shall verify all changes entered by the PA for accuracy and print/sign/date the last 

page of the Physical Inventory Report (I/C).  Additions, disposals and transfers will be 

approved by FINCEN (FR) upon receipt of signed and dated documentation. 
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5.22 Using the template provided in section (7.0), the APO shall draft a Physical Inventory 

Certification memorandum from the CO/OIC/Unit-level  Supervisor to Commandant (CG-

84) certifying the completion of the physical inventory and reporting the results.  If any 

deletions or edits of the asset records are needed, an itemized list shall be provided in  

paragraph #2 of the certification memo.  If an asset is discovered during a physical 

inventory, an itemized list shall be provided in paragraph #3 of the certification 

memorandum. The APO shall annotate the memo with asset characteristics as per Table 2. 

a. The CO/OIC/Unit-level Supervisor shall sign/date the memorandum after 

reviewing for accuracy (I/C). 

b. The memorandum will serve as the cover for the certified physical inventory 

package as required by Coast Guard policy. 

NOTE.  Memos without an itemized listing of discrepancies, additions, edits, and deletions shall 

be returned to the units as incomplete. 

5.23 The certified physical inventory package shall include: 

a. Memo Signed by the CO/OIC/Unit-level Supervisor; 

b. Certified Physical Inventory Package checklist; 

c. Initialed, dated and signed Physical Inventory Report from Oracle FAM; 

d. Supporting documentation for asset additions, deletions, and edits; and 

e. Initialed and dated subsidiary system reports (e.g. Asset Report Status from 

ALMIS, Resource Assignments from AOPS, etc.) reconciled (annotated by CT 

initial and date) to Oracle FAM Physical Inventory Report. 

5.24 The APO shall submit a scanned certified physical inventory package to Commandant 

(CG-842) via email using the CAP-PHY-INV in-box available through SWIII.  

Commandant (CG-84) shall notify program offices of unit-level discrepancies upon 

submission to FINCEN and in the aggregate upon completion of the inventory. 

The email naming convention for the subject line should be OPFAC_UNIT 

NAME_SUBMISSION# 

 

The file should be saved as OPFAC_DDMMMYY.pdf. 

 

a. The scanned document should be one adobe (pdf) file. 

b. At times, a unit‘s certification package may become too large for the CAP-PHYINV 

in-box. When this occurs, the package may be broken down into multiple 

attachments in order to submit, or submitted via the large file folder on the 

provided portal site. 
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5.25 Commandant (CG-84) shall review the certified physical inventory package for 

accuracy, completeness and supporting documentation.  If Commandant (CG-84) identifies 

errors in the physical inventory package, the appropriate APO shall be contacted by 

Commandant (CG-84) for additional documentation, clarification, or resubmission.  The 

appropriate Operational Commanders/Program Office shall also be notified.  The 

Commandant (CG-84) review phase shall be completed within nine (9) calendar days. 

5.26 Commandant (CG-84) shall accept the unit‘s certified physical inventory package after the 

package has been validated as complete. Upon acceptance of a completed package,  

Commandant (CG-842) will place the appropriate cover sheet on top of a given unit‘s certified 

physical inventory package, sign and date the cover sheet (I/C), notify the unit of package 

completion and forward to FINCEN (FR). 

5.27 FINCEN (FR) shall review the physical inventory package.  FINCEN (FR) shall 

ensure that supporting documentation for each capitalized asset to be added to Oracle 

FAM is reviewed for correct valuation.  FINCEN (FR) Branch Chief shall sign and date a 

Physical Inventory cover sheet for each inventory package approved (I/C).  If the 

physical inventory package is not approved, FINCEN (FR) Branch Chief shall contact 

Commandant (CG-84) for resolution.  Commandant (CG-84) shall determine if the 

discrepancy requires action by the unit and if so, contact the appropriate APO for 

additional documentation or clarification. 

 

The APO shall resolve the discrepancy and resubmit the required documentation to FINCEN 

(FR) through Commandant (CG-84).  Commandant (CG-842) shall resolve other discrepancies 

that are not considered unit discrepancies and resubmit the required documentation to FINCEN 

(FR). 

 

5.28 FINCEN (FR) MPA shall update the inventory record in Oracle FAM once the physical 

inventory package is approved.  The FINCEN (FR) MPA shall ensure the physical 

inventory date is updated in Oracle FAM (I/C).  FINCEN (FR) MPA shall review all 

pending actions (additions, deletions, and edits) and determine disposition.  All 

valid/substantiated pending actions (additions, deletions, and edits) or other annotated 

changes shall be recorded in Oracle FAM.  Once completed, the MPA will notify 

Commandant (CG-84). 

5.29 FINCEN (FR) shall complete all research and adjustments within twenty (20) 

calendar days. 

5.30 Commandant (CG-84) shall review Oracle FAM to ensure that all adjustments have been 

recorded correctly, verify the physical inventory dates are updated (I/C), and determine if any 

delinquencies exist.  Commandant (CG-84) shall coordinate with the Operational 

Commanders/Program Offices (as appropriate) to monitor reporting units‘ progress, provide 

assistance, and verify the results.  Any delinquencies will be resolved by the Operational 

Commanders/Program Offices and all units will be notified when the package has been 

accepted, and the edits have been made, via email, notified by Commandant (CG-42). 
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5.31 Commandant (CG-85) shall prepare and submit a physical inventory report (I/C) to 

Commandant (CG-84) for review and approval within five (5) calendar days of the inventory 

completion date.  The physical inventory report will aggregate the unit level inventory packages 

and detail the following metrics by major asset category: 

a. Number of units with packages submitted; 

b. Number of units with incomplete and unapproved packages; 

c. Total number of units (e.g. unique OPFACs); 

d. Total delinquency rate; 

e. Total beginning cost; 

f. Total ending cost; 

g. Total number of asset additions; 

h. Total original acquisition cost of asset additions; 

i. Total number of asset deletions; 

j. Total original acquisition cost of asset deletions; 

k. Total number of characteristic edits; and, 

l. Total number of asset transfers. 

5.32 Commandant (CG-842) shall retain evidential documentation of completion, certification 
and reporting of capitalized personal property inventory for a period of thee (3) years. 

6.0 Acronyms Listing 

Acronym Definition 

APO Accountable Property Officer 

CFO Chief Financial Officer 

CG Coast Guard 
CG-44 Office of Logistics 

CG-6 Assistant Commandant for Command, Control, 

C4&IT Command, Control, Communications, Computers & 

IT 

CG-643 Office of System Support 
CG-711 Office of Aviation Forces 

CG-731 Office of Boat Forces 

CG-751 Office of Cutter Forces 
CG-84 Office of Financial Policy & Systems 

CG-842 Division of Internal Controls & Asset Management 
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CO Commanding Officer 

CT Count Team 
DHS Department of Homeland Security 

FAM Fixed Asset Module 

FASAB Federal Accounting Standards Advisory Board 

FINCEN  (FR) Finance Center Property Control Branch 

FRMM Financial Resource Management Manual 

FRMM-P Financial Resource Management Manual - Procedures 

GFE Government Furnished Equipment 

GL General Ledger 

I/C Internal Control 
MPA Management and Program Analyst 

OIC Officer-in-Charge 

OPSEC Operational Security 

PA Property Administrator 

PC Property Custodian 

SFFAS Statement of Federal Financial Accounting Standards 

U/W Underway 

7.0 Appendix 

7.1 Flow Charts – Physical Inventory of Assets 

7.2 Unit Physical Inventory Certification memo 

7.3 Unit Physical Inventory Certification memo with sub-units  

7.4 Physical Inventory Checklist 
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Commandant 
United States Coast Guard 

 

[Enter unit specific, address 
Staff Symbol:  

Fax 

Email] 
 

4500 

DATE 

MEMORANDUM 

 

From: [Enter unit specific CO/OIC/Unit-level  Reply to [Enter unit specific APO] 

Supervisor]  Attn of: 

 

To: COMDT (CG-842) 

 

Subj: PHYSICAL INVENTORY OF CAPITALIZED PERSONAL PROPERTY 

Ref: (a) U.S. Coast Guard Property Management Manual, COMDTINST M4500.5 (series) 

(b) Financial Resource Management Manual (FRMM), COMDTINST M7100.3(series) 

(c) U.S. Coast Guard Acquisition Procedures (CGAP) COMDTINST 4200.1(series) 

(d) Procedures for Physical Inventory and Year-End Certification of Capitalized Personal 

Property, Personal Property Procedures 5.3.8.29 and 5.3.8.31. 

 

1. I certify an annual physical inventory of capitalized personal property was conducted in 

accordance with ref (d). 

a. The physical inventory of assets was conducted by: 

(1) Count Team Member #1:_______________________________________ 

(Rank/Rate, First Initial, Last Name) (Signature) 

(2) Count Team member #2:_______________________________________ 

(Rank/Rate, First Initial, Last Name) (Signature) 

[If multiple count teams were utilized, expand this section] 

b. The following capitalized items are held by my unit; 

[Select the appropriate capitalized categories for property held by your unit by checking the box with 

an ‗x‘ if your unit has property within the category and with an ‗n/a‘ if your unit does not have 

property within the capitalized category. All boxes should be filed in.] 

Certified Major Personal Property 

Category 

Certified Major Personal Property Category 

 Vessels  General Purpose 

 Aircraft  Vehicles 

 Small Boats  Internal-use Software 

 Electronics  No Capitalized Personal Property 

Present  
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2. For existence testing, and in accordance with references (a) through (d), all capitalized 

personal property recorded on the Oracle Fixed Asset Physical Inventory Report as of (Date) 

 were; 

[For para. 2 and after, select the appropriate column in the below tables (accurate vs. inaccurate, no 

unrecorded assets were identified vs. unrecorded assets were identified, corrections vs. no corrections) 

by checking the appropriate ‗Certified‘ box with an ‗x‘] 

 

Certified  Certified  

 Accurate (no deletes or edits 

required to official system of 

record) 

 Inaccurate (See Enclosure 2 for 

supporting documentation for deletes 

and edits to official system of record). Subj: PHYSICAL INVENTORY OF CAPITALIZED PERSONAL PROPERTY 4500 

[08] Mar 2010 

[Include an itemized list of requested changes here based on characteristic edits and deletions. 

Example: 

RB-S w/Tag Number: 25445 – HIN Number 1234567890 was entered incorrectly.  The actual HIN 

Number is 0987654321. A photo of the HIN plate is provided in Enclosure 3] 

3. For completeness testing, a visual survey of my unit‘s facility/base was conducted to identify 

capital assets in service, but not recorded within the official system of record. As a result of 

this survey, the following conditions were noted; 

Certified  Certified  

 No unrecorded capitalized assets 

were identified. 

 Unrecorded capitalized assets were 

identified. (See Enclosure 4 for 

supporting documentation to support 

additions ) 

[Include an itemized list of requested changes here based on additions.  

 

Example: 

Cutter Boat 24123 was accepted on 07 Aug 2009, but does not yet appear on the unit‘s property 

reports. The hull number, HIN, and description have been entered in Oracle FAM. All unit-held 

supporting documentation for the addition is contained in Enclosure 4 (e.g. DD-250, Requisition & 

Invoice Shipping Document (DD-1149), etc.)] 

4. A review of mixed system applications (e.g. ALMIS, AOPS, FLS) was conducted to reconcile 

subsidiary systems with the official system of record (Oracle FAM). As a result of this review, 

the following conditions were noted; 
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Certified  Certified  

 No asset corrections were required.  Asset corrections were required. (See 

Enclosure 5 for supporting 

documentation) [Include an itemized list of discrepancies  

 

Example: 

Aircraft 6606 has been delivered to the CGAS and appears in the ALMIS Asset Status Report, but 

does not yet appear on the unit‘s property reports. The tail number, AIN, and description have been 

entered in Oracle FAM. All unit-held supporting documentation, including the ALMIS Asset Status 

Report is included in Enclosure 6 (e.g. Requisition & Invoice Shipping Document (DD-1149), (DD-

250, etc.)] 

5. In cases where assets were not physically on-site during the inventory due to operational 

commitments, a review of supporting documentation such as MOVREPS, ODO logs, and Unit 

logs was conducted. Due to operational security requirements, these operational documents 

have not been included as an enclosure. 

[Use para. 5 only when some assets on the property reports were not physically on-site as outlined on 

p.2 of the process flow when ‗No‘ is the answer to the ―Is the asset physically on-site‖ decision] 

Subj: PHYSICAL INVENTORY OF CAPITALIZED PERSONAL PROPERTY 4500 

[08] Mar 2010 

[Unit‘s] Oracle FAM Physical Inventory Report dtd [DDMMMYYYY] **with capitalized personal 

property line items highlighted by APO and initialed and dated by count team Unit‘s] 

Supporting documentation for asset deletions and edits **when applicable (e.g. DD-250 for small 

boat addition, Requisition & Invoice Shipping Document (DD-1149) for general purpose transfer, 

etc.) 

Supporting documentation for asset additions and reconciliation of subsidiary systems **when 

applicable (e.g. Resource Assignments from AOPS for boats, Asset Report Status from ALMIS for 

aircraft, etc.) 

Supporting documentation for subsidiary system reconciliation **AOPS and/or ALMIS report when 

applicable with capitalized personal property line items highlighted by APO and initialed and dated 

by count team] 

Copy:  Program Offices Commandant (CG-711) for aircraft, Commandant (CG-731) for boats, 

Commandant (CG-751) for aircraft, etc.) Unit Files. 
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Physical Inventory Package Checklist 

Instructions:  Review this checklist prior to submitting the memorandum detailing you unit‘s 

inventory results.  Upon validating that the memorandum contains all information on the checklist, 

submit the memorandum with all necessary enclosures to the CAP-PHY-INV inbox. 

Memorandum-General Yes No N/A 

a. Did the CO/OIC/Unit-level Supervisor 

(or those w/By Direction Authority) 

sign and date 

b. Does the memorandum include all 

applicable enclosures to the memo? 

(Enclosures 1-2 are mandatory. 

Enclosures 3, 4, and 5 are included 

when applicable? 

 

 

Enclosure 1 – Physical Inventory 

Checklist 

Enclosure 2 – Oracle FAM Physical 

Report 

a. Did each member of the count team 

initial an date EACH CAPITALIZED 

ASSET on the report, as well as the 

top of each ―Oracle page‖ in the space 

provided to evidence? 

b. Did the CT, PA, and APO sign and 

date the last page of the Oracle FAM 

Physical Inventory Report in the space 

provide? 

 

Enclosure 3 – Supporting 

documentation for asset deletions and 

edits 

 

a. Do all items documented in Enclosure 

3 as deletions contain the required 

documentation as identified in Table 6 

of procedure? 

b. Do all items documented in Enclosure 

3 as edits conform to Table 2 of 

procedure? 

 

Enclosure 4 – Supporting 

documentation for asset additions 

 



Encl. (41) to COMDTINST M4500.5C 

 28 

Do all items identified in Enclosure 4 as 

additions contain the required 

documentation as identified in Tables 4 

and 5 of procedure? 

Enclosure (5) – Supporting 

documentation for reconciliations of 

subsidiary systems (i.e. AOPS/ALMIS 

report 

 

a. Did APO/CT reconcile capitalized 

personal property items on the Oracle 

FAM Physical Inventory Report to the 

unit‘s subsidiary ledger and initial 

date and subsidiary listing (e.g. AOPS 

– Resource Assignment Report for 

small boats; ALMIS – Asset Report 

Status for aircraft, etc.) to evidence? 

b. Were variances from Table 2 

corrected when possible and 

outstanding variance identified and 

explained in paragraph 5 of the 

memorandum? 
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ENCL. (42) TRANSFER ORDER OF EXCESS PROPERTY, FORM (SF-122) 

 

Use the following instructions to complete the Report of Excess Personal Property, Form       

(SF-122). 

 

For Commandant (CG-844) use only.  Completed by requesting agency. 

 

a. Block No.1. If ordered by the U.S. Coast Guard.  The first element of the report 

number is the Department of Defense Activity Address Code (DODAAC) of the activity 

preparing the report.  This is followed by a dash and the Julian date.  Example:      Z30303-

8120.  DODAACs are listed in the DOD Activity Address Directory (DOD 4000.25-6-M).  

A four-digit item number beginning with the letter L (see Block 18a) creates a serial 

number, e.g., Z30303-8120-L001, for identification of any individual item on the report.  If 

the report is a correction or withdrawal (complete or partial) of a prior report, enter the 

original report number followed by the letter (a), (b) or (c), etc., to identify the number of 

successive correcting or withdrawing reports, e.g., the first correction or withdrawal on a 

report would be numbered Z300303-8120 (a). 

b. Block No. 2. Date. 

c. Block No. 3. Leave Blank. 

d. Block No. 4. Complete Ordering Agency/Holding Agency information, name and 

address, Commandant (CG-84) address. 

e. Block No. 5. Ship to. Shipping Point of Contact, phone number, address. 

f. Block No. 6. Name and address of the excess reporting activity, phone number. 

g. Block No. 7. To be completed by the excess reporting activity preparing the report. 

h. Block No. 8.   To be completed by official accountable property officer of ordering 

agency. 

i. Block No. 9. Blank unless needed. 

j. Block No. 10. Blank unless needed. 

k. Block No. 11. Blank unless needed. 

l. Block No. 12. Name, address and telephone number of the integrated support command 

(ISC)/maintenance and logistics command (MLC), Headquarters unit, or Inventory Control 

Point (ICP).  Leave blank if the (SF-120) form will be sent to Commandant  (CG-844). 

m. Block No. 13a. The first element of the report number is the Department of Defense 

Activity Address Code (DODAAC) of the  activity preparing the report.  This is followed 
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by a dash and the Julian date.  Example:  Z30303-8120.  DODAAC's are listed in the DoD 

Activity Address Directory (DoD 4000.25-6-M).  A four-digit  item number beginning with 

the letter L (see Block 18a) creates a serial number, e.g., Z30303-8120-L001, for 

identification of any individual item on the report.  If the report is a correction or 

withdrawal (complete or partial) of a prior report, enter the original report number followed 

by the letter (a), (b) or (c), etc., to identify the number of successive correcting or 

withdrawing reports, e.g., the first correction or withdrawal on a report would be numbered 

Z30303-8120 (a). 

n. Block No. 13b. Enter a unique four-digit item number beginning with the letter L.  

Number items in sequence throughout the reporting day without regard to the number of 

separate Report of Excess Personal Property, Form (SF-120) used.  Identify the first item on 

the first Report of Excess Personal Property, Form (SF-120) prepared as L001, the second 

L002, etc.  Always use a four-digit number, e.g., item number 22 would be number L022.  

Do not use the same item twice during a day.  Each item reported will have its own Report 

of Excess Personal Property, Form (SF-120) report number using this system. 

o. Block No. 13c. Description 

p. Block No. 13d. Unit of issue 

q. Block No. 13e. Quantity 

r. Block No. 13f. Unit price 

s. Block No. 13g. Extended line item  Enter the extended price for the total number of units 

reported 

t. Block No. 14a-c. Approving Official Signature.  Commandant (CG-844) officials only or 

GSA 
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Encl. (43) Computers For Learning (CFL) Program Donation Process Guide 

 

The objective of this process guide is to provide procedures for conducting transfer of computers 

and related peripheral equipment excess to the needs of the activity directly to schools and 

eligible educational nonprofit organizations, pursuant to Executive Order 12999.  All U.S. Coast 

Guard (CG) activities are required to protect and safeguard such equipment so that it may be 

reutilized and transferred, if appropriate, pursuant to this order or environmentally recycled (not 

disposed  to a landfill). 

 

1.0 Overview 

 

1.1 Policy Summary 

 

The objective of this process guide is to provide procedures for conducting the transfer of 

computers and related peripheral equipment excess to the needs of the activity directly to schools 

and eligible educational non-profit organizations, pursuant to Executive Order 12999.  All U.S. 

Coast Guard activities are required, to the extent possible, to protect and safeguard such 

equipment so that it may be recycled and transferred, pursuant to this Order. 

 

1.1.1 The objectives of the Computers For Learning (CFL) program are: 

 

a. To make computer technology an integral part of every classroom so that every child has the 

opportunity to be educated to their full potential. 

b. To allow Schools or Educational Nonprofit Organizations (S/ENOs) a fair and more 

equitable chance to obtain federal excess computer property. 

c. To give particular preference to S/ENOs located in the Federal enterprise communities and 

empowerment zones established in the Omnibus Reconciliation Act of 1993, Public Law 

103-66. 

1.1.2 The basic CFL elements include:  

a. Ensuring that Oracle Fixed Assets Module (Oracle FAM) records are accurate for reportable 

items being donated. 

b. A prepared Report of Excess Personal Property, Form (SF-120). 

c. A Transfer Order - Excess Personal Property, Form (SF-122) form authorizing Coast Guard 

activity to donate equipment to S/ENOs. 

d. An accurate and complete documentation placed on file. 

e. All required reports created and results reported. 
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1.1.3 Educational Non-Profit Organizations Defined: 

 

a. Eligibility requirements must be followed when transferring excess computer equipment to 

Educational Nonprofit Organizations.  An Educational Nonprofit Organization must meet all 

of the following eligibility requirements to receive Coast Guard computer equipment under 

Executive Order 12999. 

b. The organization must be tax exempt as determined by the Internal Revenue Service under 

Section 501(c) of the United States Tax Code;  

c. The organization must operate primarily for the purpose of education, and 

d. The organization must serve some portion of the pre-K through grade 12 student population. 

2.0 References 

 

a. Executive Order 12999, Educational Technology: Ensuring Opportunity for All Children in 

the Next Century 

b. Stevenson-Wydler Technology Innovation Act of 1980, as amended (Stevenson-Wydler), 15 

U.S.C. 3710(i) 

c. Federal Management Regulation 41 CFR 102-36.475 

d. U.S. Coast Guard Personal Property Management Manual, CIM 4500.5 (series) 

e. Coast Guard Civil Rights Manual, Partnership in Education Program. CIM 5350.4 (series), 

Chapter 3-3. 

f. Omnibus Reconciliation Act of 1993, Public Law 103-66, http://thomas.loc.gov/cgi-

bin/bdquery/D?d103:1:./temp/~bd5oQC:@@@L&summ2=m&|/bss/d103query.html| 

g. Internal Revenue Code, 26 U.S.C. Section 

501(c),http://codes.lp.findlaw.com/uscode/26/A/1/F/I/501 

3.0 Responsibilities   

 

a. Commandant (CG-844) shall: 

 

(1) Act as the responsible agent for the development, maintenance, and oversight of 

the CFL Program for the U.S. Coast Guard; 

(2) Research the S/ENO nominee for eligibility; 

(3) Validate the information provided by the Coast Guard activity; 

(4) Prepare the Transfer Order of Excess Personal Property, Form (SF-122), 

authorizing transfer to eligible S/ENO; 

http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=1996_register&docid=fr19ap96-137.pdf
http://www.csrees.usda.gov/about/offices/legis/techtran.html
http://www.csrees.usda.gov/about/offices/legis/techtran.html
http://cgweb2.comdt.uscg.mil/CGDirectives/intra_cim.html
http://cgweb2.comdt.uscg.mil/CGDirectives/intra_cim.html
http://www.irs.gov/charities/charitable/article/0,,id=96099,00.html
http://www.irs.gov/charities/charitable/article/0,,id=96099,00.html
http://codes.lp.findlaw.com/uscode/26/A/1/F/I/501
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(5) Act as approving authority for all valid applications; 

(6) Notify U.S. Coast Guard activity of approved transfer and authorize release; and 

(7) Provide the qualified S/ENO with related documentation, if and when available. 

b. Submitting Coast Guard activity shall: 

 

(1) Nominate and contact S/ENO concerning possible excess computer and computer 

peripheral equipment donation; 

(2) Ensure hard drives have been properly scrubbed (not degaussed), inspected, and 

all Coast Guard markings have been removed prior to donation; 

(3) Prepare a Report of Excess Personal Property, Form (SF-120), itemizing all 

computer components and peripherals earmarked for the nominated S/ENO; 

(4) Validate then send the completed Report of Excess Personal Property, Form (SF-

120) to Commandant (CG-844) for processing; 

(5) Provide the recipient with records and related documentation, if and when 

available; 

(6) Contact the recipient and schedule a pick up upon receipt of an approved Transfer 

Order of Excess Personal Property, Form (SF-122); 

(7) Oversee the transfer of property to the S/ENOs; 

(8) Ensure proper signatories of (1) the U.S. CG IT representative certifying the hard 

drives have been scrubbed, (2) U.S. Coast Guard representative releasing 

equipment, (3) date released, (4) S/ENO representative (or designee) authorized to 

pick up the equipment, and (5) principal/superintendent or charitable organization 

accountable property officer; 

(9) Forward signed/completed Transfer Order of Excess Personal Property (SF-122) 

transfer forms to Commandant (CG-844) within thirty (30) days of transfer; and 

(10) Retire applicable computer and computer peripherals from Oracle FAM within 

thirty (30) days of transfer. 

c. The Recipient shall: 

 

(1) Agree to utilize the equipment to further the education of the students. 

(2) Assure that the equipment will be properly disposed in accordance with federal, 

state and local environmental rules when the equipment is no longer usable. 
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(3) Agree not to offer through barter, lease, rent, exchange or resale sources to 

enhance the budget. 

(4) Pick up equipment from the U.S. CG activity. 

4.0 Procedure 

 

4.1 Identifying Eligible Schools and Educational Nonprofit Organizations 

 

When the computer components and/or computer peripherals have been declared excess the U.S. 

CG activity shall nominate and identify eligible S/ENO in accordance with Executive Order 

12999 Section 2b; ―Agencies shall attempt to give particular preference to schools and nonprofit 

organizations located in the Federal enterprise communities and empowerment zones established 

in the Omnibus Reconciliation Act of 1993, Public Law 103-66‖. 

 

NOTE:  Eligible S/ENOs must be able to provide the National Center for Education Statistics 

(NCES) number or 501(c) Tax Identification Number when requested by Commandant (CG-844) 

or the Coast Guard activity as proof of qualification to receive computer equipment through the 

CFL Program. 

 

4.2 Submission of SF-120 Package to Commandant (CG-844) 

 

A Report of Excess Personal Property, Form (SF-120) form shall be completed by the donating 

Coast Guard Activity to include the following data: 

 

a. Block 1 - Report number assigned by owning agency formatted to begin with ‗Z‘ followed 

by OPFAC-4 digit Julian. (e.g., Z70098-0295). 

b. Block 2 - Date mailed by Coast Guard Activity to Commandant (CG-844). 

c. Block 3 - Total acquisition cost of items on report. 

d. Block 5 - Commandant (CG-844) office address. 

e. Block 7 - Holding agency of property Name, physical address and Point of Contact 

information to include telephone number or email address. 

f. Block 8 - Approval signature of Property Manager. 

g. Block 9 - Contact information for person(s) holding property to include telephone number 

or email address. 

h. Box 13 - Federal Stock Class (FSC) Group Number to which items reported belong. 

i. Box 14 - Physical location address of property (may/ may not be same as block 7 or 9) 

j. Box 18 - 
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(a) Line Item Number. 

(b) Complete description of item(s) reported for donation to include; full description, 

make, model, serial number, and Tag Number as listed in Oracle FAM. 

(c)  Condition code of property. 

(d)  Unit measurement (e.g. ―ea‖ for each). 

(e)  Number of units. 

(f) Unit acquisition cost; and 

(g) Total line item cost (18e*18f). 

The Coast Guard activity must list the designated S/ENO name, physical address and POC 

information at bottom of column 18b.  This information will be used by Commandant           

(CG-844) for the validation of S/ENO eligibility. 

 

The completed Report of Excess Personal Property, Form (SF-120) and any additional 

documentation, if available, shall be submitted to Commandant (CG-844) via email at HQS-PF-

fldr-CG-844 CFL-Submit@uscg.mil or U. S. mail: to Commanding Officer, Commandant    

(CG-844-DD), USCG Finance Center, 1430A Kristina Way, Chesapeake, VA 23326-8916. 

 

4.3 Transfer of Property Between Coast Guard Activity and S/ENO 
 

Upon receipt of signed Transfer Order of Excess Personal Property, Form (SF-122) from 

Commandant (CG-844), the CG activity will arrange with S/ENO the transfer of donated 

property.  S/ENO must arrange pick up of the equipment.  In the event U.S. CG members are 

willing to deliver the property, it must be in accordance with U.S. Coast Guard Partnership-in-

Education Program, COMDTINST 5350.4 (series), and on a voluntary basis.  No federal assets 

shall be used to deliver the equipment.  Note: the nominated S/ENO does not have to be a 

designated PIE organization with the U.S. Coast Guard activity in order to participate in the CFL 

program. 

 

4.4 Submission of Finalized Package to Commandant (CG-844) 
 

The finalized CFL package shall contain: 

 

a. Prepared Report of Excess Personal Property, Form (SF-120) for each nominated S/ENO 

being donated to as outlined in 4.2. 

b. Verified  documentation as to the validity of designated S/ENO. 

c. Finalized Transfer Order Excess Personal Property, Form (SF-122) to include the printed 

name, signatures and date of: 

mailto:HQS-PF-fldr-CG-844CFL-Submit@uscg.mil?subject=CFL%20SUBMISSION
mailto:HQS-PF-fldr-CG-844CFL-Submit@uscg.mil?subject=CFL%20SUBMISSION
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(a) Authorized receiving signatory (blocks 9a and 9b) matching person named in block 9c; 

(b) Scrubbed certification official; 

(c) Recipient official picking up property matching person named in block 6; and 

(d) Released by Coast Guard representative. 

The finalized package shall be submitted to Commandant (CG-844) via email at HQS-PF-

fldr-CG-844 CFL-Submit@uscg.mil or carrier to Commandant (DD-CG-844) within 30 days 

of the physical transfer of property. 

 

PROPERTY ACCOUNTABILITY DIVISION  

USCG FINANCE CENTER  

1430A KRISTINA WAY  

CHESAPEAKE VA 23326-8916 

 

5.0 Document Retention 

Commandant (CG-844) and the donating Coast Guard activity shall ensure that evidential 

documentation is kept to support the planning, execution, decisions, approvals, and adjustments 

for all physical inventories for a minimum period of (3) three fiscal years plus the current fiscal 

year. 

 

6.0 Acronyms 

 

Acronym      Definition 

 

CFL       Computers For Learning (program) 

MOA       Memorandum of Agreement 

OPFAC      Operating Facilities Address Code 

Oracle FAM      Oracle Fixed Asset Module 

S/ENO School or Educational Nonprofit 

Organization 

mailto:HQS-PF-fldr-CG-844CFL-Submit@uscg.mil?subject=CFL%20SUBMISSION
mailto:HQS-PF-fldr-CG-844CFL-Submit@uscg.mil?subject=CFL%20SUBMISSION
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ENCL. (44) TRANSFER ORDER SURPLUS PERSONAL PROPERTY, FORM (SF- 123) 
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ENCL. (45) LABELING OF ROLLING STOCK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Specific policy will be provided in a future update to this Manual) 
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Glossary of Terms 

 

Abandoned or Unclaimed Property Personal property that is found on premises owned or 

leased by the Government and subject to the filing of a 

claim thereof by the former owner(s) within 3 years from 

the vesting of title in the United States.    

 

Accessorial Costs Expenses of packing, handling, and crating; transportation; 

port loading and unloading, and positioning. 

 

Accessory Item An item which facilitates or enhances the operation of 

equipment but which is not essential for its operation, such 

as remote control devices.  

 

Accountable Area An area, defined by organizational or geographical limits, 

for which a discrete set of formal property accountability 

records is maintained under the jurisdiction of a designated 

(in writing) Accountable Property Officer (APO).  

 

Accountable Item Management AIM was the property accountability system that 

(AIM)  served as the official record of Coast Guard general 

purpose and electronic personal property from 1994 to 

1999 and was maintained by CG OSC Martinsburg, WV.  

Prior to AIM general purpose property was tracked by the 

Department of Homeland Security‘s mainframe computer, 

and electronics were tracked by the Electronic Equipment 

Inventory System (EEIS).  

 

Accountable Property A term used to identify personal property, which is 

recorded in a formal property accounting system and is 

controlled by an identification system and supporting 

records from its acquisition through disposal. 

 

Accountable Property Officer An individual designated in writing to maintain the formal 

(APO) official record of all property in accordance with the 

agency's prescribed system.        

 

Accountable Property Records Formal records of personal property which assign specific 

responsibility for control to an APO.  Such records may 

control single items or aggregates of similar property. 

 

Accountability The obligation imposed by law, lawful order, or regulation, 

accepted by a person for keeping accurate records to ensure 
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control of property, documents or funds, with or without 

possession of the property.  The person who is accountable 

for and is concerned with control while the person who has 

possession is responsible for custody, care, and 

safekeeping.  

 

Acquire/Acquisition To obtain personal property in any manner from any 

source, including: purchase, transfer, donation, 

manufacture, construction, at Government-owned plants or 

facilities to be used to satisfy the need (requirement) to 

support a program. 

 

Acquisition Cost The unit price of an item as it is recorded in the financial 

and accounting records of a holding agency. It is the 

amount paid for property, including transportation costs, 

net any trade and cash discounts. 

 

Agency-Peculiar Property Personal property that is peculiar to the mission of one 

agency. 

 

Approving Official An individual who has final authority to approve findings 

and recommendations; normally used in the approval or 

disapproval of findings and recommendations of the Survey 

Officer or Survey Board on Reports of Survey for Lost, 

Damaged, or Destroyed Property.  Also used in 

approval/disapproval of new acquisitions. 

 

Asset A single item of property held/owned by an organization. 

 

ASTM American Society for Testing Materials is an international 

standards organization that develops and publishes 

voluntary consensus technical standards for a wide range of 

materials, products, systems, and services. 

 

Authority The power to take actions or approve actions of others. 
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Automation Equipment (AE) Any equipment or interconnected system  of subsystems 

of equipment used in the automatic acquisition, storage, 

manipulation, management, movement, control, display, 

switching, interchange, transmission, or retrieval of data 

of information, and accessorial devices used in support of 

data processing.  Also referred to as Automatic Data 

Processing Equipment (ADPE) or Federal Information 

Processing (FIP) equipment. 

 

Auxiliary Item An item without which the basic unit of equipment 

cannot operate, such as motors for pumps and machine 

tools.  

 

Bin Location A file that specifically identifies the physical location 

where each item in the inventory is stored. 

 

Board of Survey An individual, committee or panel, appointed by an 

authorized senior management official, typically 

consisting of one to three members charged with the 

responsibility for: (1) review or investigation of reported 

loss or damage of personal property; (2) recommending 

the fixing of financial liability for such loss; and (3) 

recommending the actions regarding removal of items 

from the official property records.  An individual survey 

officer is normally appointed in lieu of a board when the 

value of the property does not justify a full board. 

 

Cannibalization The removal of serviceable components from otherwise 

unserviceable personal property.  To make use of by 

building, repairing or creating something new. 

Authorization is required before Government property 

can be cannibalized. 

 

Capitalization A financial management term that describes the function 

of recording the total acquisition cost of an item in the 

General Ledger of an agency's financial accounts in 

order to accurately reflect the agency's investment in the 

asset.  Criteria are normally set by the General 

Accounting Office or through the budget process of an 

agency.  
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Capitalized Personal Property That property with an initial acquisition cost at or above 

the criteria established by the agency, which is recorded 

in the General Ledger (GL) of the financial 

management accounts. 

 

Care and Handling The term includes packing, storing, handling, and 

conserving excess, surplus, and foreign excess property, 

and in case of property which is dangerous to public   

health, safety, or the environment, destroying or 

rendering such property as innocuous.   

  

CERCLA Comprehensive Environmental Response, 

Compensation, and Liability Act. 

 

Component Part Non-expendable property which is installed or affixed 

to an item of accountable property.  It must be integral 

to the functioning of the main unit and not have the 

capacity to stand-alone.  Examples: memory board for a 

computer and probe for a photo-ionizer. 

 

Condition Codes (Disposal) Identifiers used to show the appraisals of the current 

condition of Government property through the 

assignment of designated codes.  Example, condition 

code "1" refers to unused property in good condition. 

The guide to condition codes is found in FPMR. 

 

Condition Codes (Supply) Identifiers used to show the appropriate supply 

condition code assigned before or at the time the item 

was declared excess, unless the inclusion is impractical. 

The guide to supply condition codes is found  in FPMR 

101- 43.4801(f) and Enclosure (7) to this manual. 

 

Construction Work In Progress A construction work in progress (CWIP) is an asset that 

reflects the cost of construction work undertaken, but 

not yet completed.  For construction in progress assets, 

no depreciation is recorded until the asset is placed in 

service.  When construction is completed, the asset 

should be reclassified as building, building 

improvement, land improvement, or equipment and 

should be capitalized and depreciated. 
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Contaminated Property Equipment/supplies that have been exposed to toxic or 

radioactive materials, chemicals or other waste products 

which render them unsafe for use.  

 

Contractor A private person, organization, agency, or firm who 

agrees to provide supplies and/or service during an 

agreed-to-time period for a stated price or rate. 

 

Contractor-Acquired Property Property acquired or otherwise provided (CAP) by the 

contractor for performing a contract and to which the 

Government has title. 

 

Contractor Inventory Personal property furnished to, or acquired by, and in 

the possession of a contractor pursuant to the terms of a 

contract, in which title is vested in the Government. 

 

Control The ongoing function of maintaining physical oversight 

and surveillance of personal property throughout its life 

cycle using various management tools and technicians. 

 

Conventional Office Furniture An assemblage which consists of independent, stand-

alone work surfaces, storage units, chairs and other 

items except those items specifically defined as a 

furniture system.  Automatic data processing support 

and modular furniture product lines are considered to be 

conventional office furniture. 

 

Cost Effective The best option, justified by an analysis which 

evaluates alternatives in terms of expenses incurred by 

the Government. 

 

Cross-Servicing The provision of services by one agency for another 

agency.  Such services are covered by a written 

agreement made between the two agencies. 

 

Custodial Area A subdivision of an accountable area, defined by 

organizational or geographical limits, for which a 

property custodian officer has been designated. 
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Custodial Record Written memoranda or auditable means of any 

description or type used to control items issued to 

another individual. 

 

Cycle Counting A physical inventory-taking technique where inventory 

is counted on a periodic schedule rather than once a 

year. 

 

Decals Tags designed for an activity to identify property under 

their responsibility or accountability.  Decals are 

attached to accountable/controlled property and display 

specific numbers (bar codes) assigned to identify that 

individual item of property.  Decals shall identify 

specific classes or groups of property, or property used 

for a specific program or contract. 

  

Delegation of Authority The specific formal deputation, assignment, or 

commitment of a legal power or right to take certain 

actions and to make certain decisions. 

 

Demilitarization (DEMIL) The act of eliminating the functional capabilities and/or 

inherent military design features from DoD Personal 

Property.  Methods and degree range from removal and 

destruction of critical features to total destruction by 

cutting, crushing, shredding, melting, burning, etc. 

DEMIL is required to prevent property from being used 

for its originally intended purpose and to prevent the 

release of inherent design information that could be 

used against the United States.  DEMIL applies to 

material in both serviceable and unserviceable 

condition. 

 

DLSC Defense Logistics Services Center 

 

Depreciation Periodic bookkeeping or accounting entries made in the 

financial records to reflect decreases in the value of 

property through age, wear, deterioration, or 

obsolescence.  

 

Destruction or Abandonment A process used for ultimate disposal of personal 

property by an agency when no other means of disposal 

is appropriate. 
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Disposal The processes involved in the removal of personal 

property from use and from the property accounting 

system after assignment for reutilization, donation, sale, 

abandonment, or destruction. 

 

DODAAC  Department of Defense Activity Address Code. 

 

DRMO Defense Reutilization and Marketing Office.  This has 

been replaced by the DLA Disposition Services (Site). 

 

DRMS Defense Reutilization and Marketing Service. 

 

Disposal Transaction The action or process that will result in the removal of 

personal property from official records by sale, transfer, 

donation, abandonment, destruction, trade-in, or other 

authorized actions. 

 

DTID/ETID Disposal Turn-In Document/Electronic Turn-in 

Document Equipment.  Term applied to an article of 

personal property which is complete in itself, is of 

durable nature with an expected service life of two 

years or more, and does not ordinarily lose its identity 

or become a component part of another article when put 

into use. 

 

ESD End of Screening Date. 

 

Excess Property Personal property which is no longer required by the 

holding agency for its needs and the discharge of its 

responsibilities as determined by the head of the 

agency, and has been reported to the General Services 

Administration. 

 

Exchange/Sale Property The process by which personal property not excess to 

the needs of the holding agency, but eligible for 

replacement is exchanged (traded in) or sold with the 

application of the allowance or proceeds towards 

purchase of the replacement item. 

 

Executive Agency Any department or independent establishment in the 

executive branch of the Government, including any 

wholly owned corporation. 
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Expendable Property Personal property which is consumed in use, loses its 

identity when used, or becomes a component part of 

other personal property. 

 

Federal Agency Any organization within the Executive, Legislative, or 

Judicial branch of the Government, including any 

wholly owned Government corporation. 

 

Federal Catalog System The system by which items are uniformly identified to 

facilitate management of all logistical operations from 

determination of requirements through disposal. 

Included are items subject to repetitive procurement, 

storage, distribution and issue, and are all locally 

purchased, centrally managed items.  The catalog 

system names, describes, identifies, classifies, and 

numbers all items which it contains. 

 

Federal Condition Codes Symbology consisting of an alpha code (supply) and a 

numeric code (disposal) that describe the physical 

condition, readiness for issue, and serviceability of 

personal property. 

 

FEPP Foreign Excess Personal Property.  Federal Property 

Management Regulatory guidance pertaining to the 

Regulation (FPMR) management of archives and 

records, defense materials, public buildings and space, 

supply and acquisition, telecommunications and public 

utilities, transportation,  utilization and disposal of 

property and other programs and activities of GSA 

which are applicable to other Federal agencies and to 

the public.  

 

Federal Register A publication issued daily except Saturdays, Sundays, 

and legal holidays which contains proposed, general, 

and permanent rules of all agencies of the Federal 

Government. 

 

Federal Supply Schedule A contract entered into by GSA with a vendor from 

which ordering agencies submit purchase orders for 

specified products. 

 

FEDSTRIP An acronym for Federal Standard Requisitioning and 

Issue Procedures.  The system provides the basis for 

processing civilian agency requisitions. 
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FIFO First in, first out method of inventory evaluation. The 

assumption is that older inventory (first in) shall be the 

first to be used (first out). 

 

Foreign Excess Property Any excess personal property located outside the States 

of the Union, the District of Columbia, the 

Commonwealth of Puerto Rico, American Samoa,  

Guam, the Trust Territories of the Pacific Islands, or the 

Virgin Islands. 

 

Forfeited Property Personal property acquired by a Federal agency either 

by summary process or by order of a court of competent 

jurisdiction pursuant to any law of the United States. 

 

Frustrated Shipment A shipment which cannot continue toward its 

destination, for any reason, and for which the consignee 

or requisitioning agency cannot provide diversion 

instructions.  

 

FSC Federal Supply Classification Class (4-digit).   

 

FSCAP Flight Safety Critical Aircraft Parts (FSCAP) includes 

any aircraft part, assembly, or installation containing a 

critical characteristic whose failure, malfunction, or 

absence could cause a catastrophic failure resulting in 

loss or serious damage to the aircraft or an un-

commanded engine shutdown resulting in an unsafe 

condition. 

 

FSG Federal Supply Group (4-digit). 

 

Furniture System An assemblage or combination of office furniture 

components that form a complex or unitary whole, e.g., 

a series of work stations.  Components shall consist of 

systems furniture, modular furniture, conventional 

furniture, or a combination thereof. 

 

General Ledger Account A fiscal record maintained by the finance and 

accounting office which is comprised of several control 

accounts that reflect the dollar values of assets on hand.  

The general ledger is the primary record against which 

all property records are balanced. 
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General Property, Plant, and Tangible assets that (1) have an estimated   

Equipment useful life of two or more years; (2) are not intended for 

sale in the ordinary course of business, and (3) are 

intended to be used or available for use by the entity.  

This includes all property owned by or leased to the 

Government or acquired by the Government under the 

terms of a contract. 

 

GFM  Government-Furnished Material. 

 

Government-Furnished Property Property in the possession of, or directly (GFP) 

acquired by the Government and subsequently made 

available to the contractor. 

 

Government Material Government property which may be incorporated into 

or attached to an end item to be delivered under a 

contract or which may be consumed in the performance 

of a contract.  It includes, but may be limited to, raw 

and processed material, parts, components, assemblies, 

and small tools and supplies. 

 

Historical Artifact Items are considered to be historical artifacts (includes 

books, manuscripts, works of art, drawings, plans, and 

models), if they are identified by the museum director 

or curator as significant to the history of that 

department, acquired from an approved agency. 

 

Holding Agency The agency which has accountability for the personal 

property involved. 

 

HM Hazardous Material is any material that is capable of 

posing an unreasonable risk to health, safety and 

property during transportation. All HM appears in the 

Hazardous Materials Table at 49 CFR 172.101.  For 

overseas installations, HM is defined in the applicable 

Final Governing Standards or Overseas Environmental 

Baseline Guidance Document. 

 

HMIS Hazardous Materials Information System. 
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HS Hazardous Substance is defined by the Clean Water Act 

and the Comprehensive Environmental Response, 

Cleanup and Liability Act (CERLA) as chemicals 

which are harmful to aquatic life or the environment 

and are regulated, if spilled or otherwise released to the 

environment. 

 

HW Hazardous Waste is an item that is regulated under 

Resource Conservation and Recovery Act or by state 

regulation as an HW. A waste is hazardous if it meets 

certain levels of reactivity, ignitability, corrosivity, or 

toxicity; or, is otherwise listed as a hazardous waste in 

Title 40 CFR Part 261. 

 

ICP(s) Inventory Control Point(s) ICP establish the proper 

classification and valuation of OM&S in the hands of 

ICPs.  This policy applies to OM&S held at or 

controlled by SFLC and ALC. 

 

Installed Personal Property Property which requires utility connections (other than 

electric cords which may be plugged into receptacles) 

and is related to a functional area.  It also includes 

property which, when removed from the space or 

building, does not render the space or building unusable 

or uninhabitable. 

 

Inter-Service Support Agreement An agreement between two agencies wherein one 

agrees to perform certain services for the other. 

 

In-Use Accountable Personal Non-expendable personal property assigned  

Property to a custodial area which is serving its intended 

operational function and for which accountable records 

and controls are maintained. 

 

Inventory Adjustment Changes made to the official property record when 

physical counts and official records do not agree.  All 

such changes require specific approval and some type 

of documentation trail for audit purposes.  

 

Inventory The formal listing (property record) of all personal 

property assigned to an organization. 
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Inventory Investment The moneys (dollars) that are tied up in all levels of 

inventory. 

 

Inventory Usage The value or the number of units of an inventory item 

consumed over a period of time. 

 

Inventory Write-Off A deduction of inventory dollars from the financial 

statement because the inventory is no longer salable or 

because of shrinkage, i.e., the value of the physical 

inventory is less than its book value. 

 

Life Expectancy The number of years that an item of equipment can be 

anticipated to provide useful service when properly 

maintained. 

  

Line Item A single line entry on a reporting form which indicates 

a quantity of personal property at any one location that 

has the same description, condition code, and unit cost. 

 

MARS Military Affiliate Radio System. 

 

Materiel Any item necessary for the equipment, maintenance, 

operation, and support of a project/activity without 

distinction regarding its use for administrative or 

operational purposes.  

 

MIPR Military Interdepartmental Purchase Request. 

 

MILSTRIP Military Standard Requisitioning and Issue Procedures 

System.  The system provides the basis for processing 

requisitions within the military structure. 

 

Modular Furniture Office furniture which consists of interconnecting panel 

assemblies; however, after assembly, free-standing 

work surfaces, storage units, and other major 

components are used rather than units attached to the 

interconnecting panels. 
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MLI Munitions List Items. 

 

MRC Material Release Confirmation. 

 

MRD Material Release Denial.  

 

MRO Material Release Order.  

 

MSDS Material Safety Data Sheet.  

 

Museum Property An assemblage of objects collected according to a 

rational scheme and maintained so they can be 

preserved, studied, or interpreted for public benefit.  It 

does not include those items necessary to display a 

collection; i.e., exhibit cases, dioramas, special lighting, 

graphics, replicas, etc.  

 

Mutilation The act of making an object unfit for its intended 

purposes by cutting, tearing, scratching, crushing, 

punching, shearing, burning, neutralizing, etc.  

 

Neglect and Negligence Includes both simple negligence and gross negligence.  

Simple negligence is the failure or omission to observe, 

for the protection of Government interests, that degree 

of care, precaution and vigilance which the 

circumstances justify demand, whereby the 

Government suffers through loss, damage, or 

destruction of property.  Gross negligence is an act or 

omission of the employee which constitutes 

misconduct, willful negligence, or a wanton and 

reckless disregard for the property. 

 

Non-Appropriated Fund Property Property acquired by religious, morale, well-being or 

recreational activities, post exchanges, ship stores, 

military officer or enlisted clubs, veterans' canteens, 

and similar activities with funds generated by 

Government employees and their dependents for 

operation of these activities.  Such property is not 

Federal property.  
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Non-Appropriated Funds Funds generated by military and civilian personnel and 

their dependents and used to augment funds 

appropriated by Congress to provide a comprehensive, 

ethics-based, well-being, religious, educational, and a 

recreational program, designed to improve the well-

being of military and civilian personnel and their 

dependents.  

 

Non-Capitalized Personal All Government-owned personal property that does not   

Property meet the holding agency's established criteria for 

capitalization and entry into the general ledger of the 

agency's financial management account. 

 

Non-Expendable Personal Property which has a normal life expectancy 

Property of more than two years, has continuing use as a self-

contained unit, is not consumed in use, does not lose its 

identity when put to use, or does not ordinarily become 

a non-serviceable component of other property. 

 

Non-Reportable Personal Property which does not meet the reporting criteria 

Property set forth in FPMR 101-43.311, and is therefore not 

required to be formally reported to GSA, but which is 

available locally for transfer. 

 

NSN National Stock Number (NSN) is a term used for the 

13-digit stock number consisting of the 4-digit Federal 

Supply Classification and the 9-digit National Item 

Identification Number (NIIN).  Each NSN is assigned 

to identify an item of supply within the material 

management functions.  The term ―NATO Stock 

Number‖ is also abbreviated NSN and is used as a 

synonym to National Stock Number in logistics matters 

involving NATO Headquarters or the individual NATO 

or friendly countries.  

 

Office Furniture Items of property classified under Federal Supply Class 

(FSC) 7110 of the Federal Catalog System.  Also see 

Conventional Office Furniture, Modular Furniture, 

Systems Furniture, and Furniture Systems. 

 

OPA 90 Oil Pollution Act of 1990. 

 

OSLTF Oil Spill Liability Trust Fund. 
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PCB Polychlorinated Biphenyl. 

 

PCH&T Packing, Crating, Handling, and Transportation. 

 

Pecuniary Liability Responsibility of an individual to pay for an item of 

property. 

 

Personal Custody Articles which are "sensitive to appropriate for private 

use," or are used in situations beyond normal 

supervisory observation.  Such property shall be 

accounted for by the person to whom use and trust of 

the item is assigned. 

 

Personal Property All tangible property, including vessels, aircraft, boats, 

small arms, vehicles, electronic equipment, art work, 

models and artifacts, with the exception of real property 

and records of the Federal Government. 

 

Personal Property Accountability & A general term that applies to all the processes, 

Control System  records, and documents used to achieve the objective of 

management. 

 

Personal Property Management All functions necessary for the proper determination of 

need, source, acquisition, receipt, accountability, 

utilization, maintenance, rehabilitation, storage, 

distribution, and disposal of personal property. 

 

Personal Property Management A concept or means for controlling and accounting for 

System  personal property for which the Government is 

responsible. 

  

Physical Inventory A periodic physical location, identification, and count 

of personal property that is actually on hand and the 

comparison of those counts with the applicable property 

records. 

 

Pilferable Property Property having a ready resale value or application to 

personal possession, and is therefore especially subject 

to theft (e.g., watches, certain tools, and clothing. 
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Plant Equipment Personal property of a capital nature (including 

equipment, machine tools, test equipment, furniture, 

vehicles, and accessory and auxiliary items) for use in 

manufacturing supplies, in performing services, or for 

any administrative or general plant purpose. It does not 

include special tooling or special test equipment.  

 

PMIC Precious Metals Indicator Code. 

 

POL Petroleum, Oil, and Lubricants. 

 

Precious Metal Gold, silver, and the platinum group metals (platinum, 

palladium, iridium, rhodium, osmium, and ruthenium). 

 

Preventive Maintenance Examination performed at specified intervals to ensure 

property condition is adequate for its intended use.  It 

identifies needed adjustments, repairs, part replacement, 

or needed restoration 

 

Printing Equipment Items set forth in "The Government Printing and 

Binding Regulations" published by the Joint Committee 

on Printing, Congress of the United States. 

 

Private Property Any and all property owned by or belonging to an 

individual, group, or corporation.  It also includes any 

non-Government property. 

 

Program Manager The individual responsible for overseeing and 

controlling a function, component, project, etc., and 

may include research leaders, scientists, engineers, 

project officers, administrative officers and other 

individuals. 

 

Property Means both real and personal assets.  It includes 

facilities, supplies and material, special tooling, special 

test equipment, furniture, office equipment, automated 

equipment (AE) hardware, and agency-peculiar 

property. 

 

Property Officer The person designated in writing who maintains the 

formal personal property account for a designated 

accountable area.  
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Property Administrator (PA) An authorized representative of the contracting officer 

assigned to administer the contract requirements and 

obligations relating to Government personal property in 

the hands of a contractor. 

 

Property Control System An internal management program encompassing the 

protection, preservation, accounting for, and control of 

personal property from its acquisition through disposal. 

 

Property Custodian (PC)/  The employee designated in writing, by name or 

Property Custodial Officer organizational position, who has been issued 

(PCO)  Government property to support program performance 

and is responsible for the management and accountability 

of the property as long as it is required in a specific 

custodial area. 

 

PDO Property Disposal Officer.  The person who is 

responsible for determining the appropriate disposition of 

personal property that is no longer needed by the 

organization to which it  is assigned. 

 

Property Management The broad function of the management, coordination and 

regulation of activities concerned with the functions of 

planning property needs; the acquisition of property; the 

receipt, storage and distribution of property; the proper 

use and care of property; property accounting control and 

disposition of property; and other secondary or integral 

functions that affect the property of the Government. 

 

RCRA Resource Conservation and Recovery Act. 

 

Real Property Lands, buildings, structures, utilities systems, 

improvements and appurtenances thereto.  This includes 

equipment attached to and made part of buildings and 

structures (such as heating systems), but not moveable 

equipment(such as plant equipment). 

 

Related Personal Property Any personal property which is located on, or is an 

integral part of real property, as used, or useful with such 

property or its productive capacity. 
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Receiving Report A property accounting (tracking) record which 

acknowledges receipt by an accountable individual of 

property or service from a vendor or other source. 

 

Reclamation The process of reclaiming required serviceable and 

economically repairable components and material from 

excess or surplus property as authorized.  This does not 

include inspection, classification, disassembly, and 

cleaning.  As a result of reclamation, serviceable and 

economically repaired items shall be returned to the 

proper supply activity and the residue shall be processed 

as disposable property. 

 

Reconciliation The process of updating inventory records after 

discrepancies have been investigated and resolved. 

 

Reconciling Inventory The act of comparing the physical inventory count with 

the inventory record and making any necessary 

corrections. 

 

Records The term includes: all books, papers, maps, photographs, 

machine-readable  materials; or other documentary 

materials, regardless of physical form or characteristics, 

made or received by an agency of the U.S. Government 

under Federal law; or in connection with the transaction 

of public business and preserved or appropriate for 

preservation by that agency; or its legitimate successor as 

evidence of the organization, functions, policies, 

decisions, procedures, operations, or other activities of 

the Government; or because of the informational value of 

data contained in them.  It does not include: library and 

museum material made or acquired, and preserved only 

for convenience of reference, stocks of publications; 

Presidential records, and records of the U.S. Congress. 

 

Repair Part Any part, assembly, or component needed to repair or 

maintain an end item. 

 

Replacement Standards Factors that should be considered in making a decision to 

acquire new equipment.  
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Reportable Property Personal property which is required to be reported to the 

General Services Administration (GSA) in accordance 

with FPMR 101-43.311 prior to disposal. 

 

Reporting Agency A reporting agency is the agency that initiates the Report 

of Excess Personal Property.  The reporting agency may 

or may not be the same as the holding agency. 

 

Report of Survey A process used to examine facts, determine 

responsibility, and to establish the extent of liability for 

the loss, damage, and/or destruction of Government 

property; to provide relief from responsibility. 

 

Responsibility Being accountable (answerable) for all actions which are 

taken or fail to be taken within the scope of an 

individual's delegated authority. 

 

RIC  Routing Identifier Code. 

 

Risk Assessment A documented review by management of a component's 

degree of susceptibility to waste, loss, unauthorized use, 

or misappropriation and includes consideration of 

management controls. 

 

R/T/D Reutilization, Transfer, and/or Donation. 

 

R/T/D/S Reutilization, Transfer, Donation and/or Sale. 

 

Salvage  Property which has some value in excess of its basic 

material content, but is in such condition that it has no 

reasonable prospect of use for the purpose originally 

intended, and its repair or rehabilitation for use is 

impractical. 

 

Scrap Property that has no value except for its basic material 

content. 

 

Screening The examination of excess property by Government or 

contractor employees to determine its usefulness. 
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Glossary of Terms 

 

Sensitive Item Property which requires a high degree of protection and 

control due to statutory requirements or regulations, such 

as narcotics and drug abuse items; precious metals; items 

which are of high value, highly technical or of a 

hazardous nature; and small arms, ammunition, 

explosives, and demolition materials.  Also includes 

property having a quick resale value or application to 

personal possession, and is especially subject to theft 

(watches, certain tools, laptop computers, cameras, 

recording equipment, etc.). 

 

Stafford Act Robert T. Stafford Disaster Relief and Emergency 

Assistance Act. 

 

State Agency for Surplus An agency in each State designated under State law as 

Property (SASP)  responsible for the fair and equitable distribution, within 

the State, of all donations of surplus personal property to 

public agencies and eligible non-profit, tax-exempt 

activities for authorized purposes. 

 

Surplus Personal Property Any excess personal property not required for the needs 

and the discharge of the responsibilities of all Federal 

agencies, as determined by GSA. 

 

Supplies Expendable personal property which is consumed in use. 

 

Systems Furniture Office furniture which consists of interconnecting panel 

assemblies together with work surfaces, storage units, and 

other major components which are panel supported in 

lieu of free-standing supports (modular). 

 

Usable Property Property other than scrap and waste. 
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Glossary of Terms 

 

Unclaimed or Abandoned Property that is found on premises owned or leased by 

Personal Property  the Government and subject to the filing of a claim 

thereof by the former owner(s) within three years from 

the vesting of title in the United States. 

 

Un-required or Idle Personal Property that is no longer needed by the   

Property organization to which it is assigned and has not been 

reported to GSA.  

 

Usable Property Commercial and military type property other than scrap 

and waste. 

 

Use Standard Guidelines established for determining in what quantity, 

when, and where items or categories of items are 

required. 

 

Utilization The identification, reporting and transfer of excess 

personal property among Federal agencies to fill current 

or future authorized requirements in lieu of new 

procurement. 

 

Validation Confirmation or approval that a request for property or 

services is based on the proper authority and is fully 

justified to be acquired. 

 

Voluntarily Abandoned Property Voluntarily abandoned property is personal property 

abandoned to a Federal agency in such a manner as to 

vest title thereto in the United States. 

 

Waste Material such as refuse, trash, litter and rubbish that has 

no utilization or sales value and is normally disposed 

through a service contract or municipal refuse collection 

service. 

 

Work in Progress (WIP) A work that has been started but not yet completed.  This 

could be a project or creative work (e.g., book, song, or 

film).  In manufacturing this can refer to inventory that 

has been worked on such that it is no longer viable as 

raw material while not yet sellable as a finished project 

on the balance sheet as part of a company‘s Property, 

Plant and Equipment (PP&E). 
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