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Property 
Property is classified as either accountable (value over $5,000) or unaccountable (value under 
$5,000).   Examples of unaccountable property that need to be monitored include IT equipment 
such as laptops and portable storage devices.  Identification tags (starting with AG) are required 
on all accountable equipment, for unaccountable items that need monitoring and for items 
captured off of GSA Excess. 
 
Acquisition of New Property 
All items that have a purchase price of over $5,000 and have a Budget Object Class (BOC) code 
in the “3100” series will automatically generate a report to the Location’s property manager who 
will assign an identification tag (starting with AG) to the custodian of the equipment.   The 
identification tag should be adhered to the front of the equipment in an easily visible area for 
future tracking.   The custodian will need to contact the Location’s property manager and request 
an identification tag for items that are less than $5,00 that need to be tracked and monitored (ie: 
laptops). 
 
Trade-in/Exchange 
There may be instances when a piece of equipment will be used as a trade-in towards the 
purchase of a new piece of equipment.  At the time that the AD700 is created for the new 
equipment, information needs to be provided in the “notes” section of the AD-700 specifying 
what equipment is being used as “trade-in”.   The identification tag number (starting with AG) 
should be listed along with item that is to be traded.   Also notify the Location’s property 
manager that the item will be used as a trade-in so that an AD107 can be generated for signature. 
 
Capturing Property from GSA Excess 
Excess property can be acquired through the GSA Excess system.   Instructions for capturing: 
 

• Send an email request to the property manager to search for a particular item.   Please be 
as specific as possible.  For example if you are looking for an ultra low freezer, specify 
“ultra low” freezer rather than just freezer as “regular” freezers are usually available. 

• If you have a specific “Item Control Number” from a GSA Excess search, provide that 
number to the Location’s property manage so that the item can be captured from the 
system.   Requests are typically on a first-come, first-serve basis through GSA.   If the 
item has been captured, the Location’s property manager will notify you and will provide 
you with a electronic transfer order at which time you can arrange for pickup.   NOTE:   
Items captured from GSA Excess that have been awarded must have pickup arrangements 
made within 14-21 days from the time the transfer order was signed.   

 
Upon receipt of the item, notify the Location’s property manager who will assign a new NFC 
identification tag to the item.   NOTE:   All items captured from GSA Excess must be tracked 
until item entirely consumed (if tangible) or until it is listed again for disposal. 
 
 



 

 

 
 
Disposal of Property 
All property, irrespective of whether it is accountable (over $5,000) or unaccountable (under 
$5,000) must go through an electronic screening process with GSA Excess before disposal.   
Instructions for disposal: 
 

• Notify the location’s property manager of the desire to dispose of a piece of property via 
email.  The email should provide the NFC identification # (begins with AG000) along 
with the name of the piece of property, make & model number, condition of the 
equipment (usable, repairable, salvage) and where it is located.   The location’s property 
manager will instruct you whether to remove the tag at this time. 

• The item will be listed through GSA Excess with an initial 15 day internal (USDA only) 
screening process before opening for an additional 21 days (other federal or state 
agencies) screening period.   

• If the item is captured from GSA, the property manager will notify the custodian that the 
item has been requested and will provide a transfer order and release form along with 
instructions for pickup.    

• If the item is not captured through the GSA screening, at the end of the 36 days, a 
determination by the property manager will be made to either dispose of locally or will 
proceed to GSA Auction.   Instructions will be provided by the location’s property 
manager.   

 
Physical Inventory Review 
On a biennial basis, a physical inventory must be conducted of all property.   The Location’s 
property manager will provide a printout of equipment to the accountable officers and a physical 
review of the equipment must be reported on the form and returned to the property manager.   
This is a good opportunity to review equipment for future needs or disposal.    
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Excess Property 
Serviceable property that is no longer needed at your location is reported to your Administrative 
Office.  Each location may be different in reporting excess property.  Some Administrative 
Offices are still using Form SF-120 and some are automated and on-line with NFC and do not 
use the form.  Whatever method is used, excess property is to be reported to the Administrative 
Office.  Once the property is reported, it will be declared excess; then it is in the excess property 
system waiting for proper disposal and will come off the individual’s inventory list through 
NFC.   If the condition of the property is such that it is not worthwhile to report as excess, 
complete Form AD-112, Report of Unserviceable, Lost, or Damaged Property and forward to 
your AO. (Figure 2) 
 
To transfer property from one accountable officer to another at your location, complete Form 
AD-107 and forward to your AO. (Figure 1) 
 
If you want to request property from the excess property system a SF-122, Transfer Order Excess 
Personal Property must be completed and forwarded to your AO. (Figure 3) 
 
Effective August 29, 2005, Departmental Excess Personal Property Coordinators (DEPPC) 
ceased to exist.  On that date, the Agency Asset Management System (AAMS), which is a 
module within GSA's GSAXcess system, became operational for all USDA to report and search 
for excess personal property.  AAMS will be used to report all excess property for 15 days 
internal screening.  Following this the property will automatically go from AAMS to GSAXcess 
for federal screening for 21 days.  To obtain access to AAMS for MWA, contact Rebecca 
Holzinger. 
 
 
Property Pass 
Employees must have an authorized property pass when removing Government property from 
the facility. An appropriate supervisor or property officer, with supervisor’s approval, will 
complete form AD-873 Property Pass, AD-107, or memo. When removing reoccurring items, 
prepare a memo that lists all descriptive information and the time frame, not to exceed a year.  
The property pass will include:   
 

• Item description, serial number, AG number if appropriate 
• Employee Name 
• Expected Return Date 

 
 
All 'blanket pass' equipment off-site forms need to be done each calendar year. A 'blanket pass' is 
for government equipment that an employee has a need for on a regular basis. The following 
procedures apply to a blanket pass:  
 
1. Certify that all requests for removal of government property are needed and are used in 
connection with an approved ARS project or program and not for personal use. 



 

 

 
2. A memo must be prepared from the borrower to the Administrative Officer through their 
supervisor, fund holder and accountable property officer. The memo should specify description 
of equipment, serial number, reason and location for use and also contain the following 
statement: "Borrowing of this property will not negatively impact the ARS program(s) at the 
facility." 
 
3. The memo will be approved or disapproved by the Administrative Officer and a copy will be 
returned to the borrower through the fund holder and a copy to the accountable officer. 
 
4. The borrower should carry their approved pass when leaving the facility to provide evidence 
of approval for removal of the government property. 
 
(NOTE: These procedures apply to ALL equipment including cameras, tape recorders, PCs, 
laptops, calculators, etc.) 
 



 

 5 

 
Figure 1 



 

 

 
Figure 2 
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