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Identification 
Clearly label all equipment as property of USDA-ARS.  This is particularly important at 
university locations to distinguish state-owned from federally-owned property.  This property 
belongs to the United States Department of Agriculture. Removal of this property is a federal 
offense.  Property purchased for $5000 and above should be assigned a label with an AG 
number. 
 
Excess Property Forms 
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.  Also 
attached are Forms AD-112, Report of Unserviceable, Lost, or Damaged Property, and AD-107, 
Report of Transfer or Other Disposition or Construction of Property, which are handled in the 
same manner. 
 
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. 
 
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. 
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Property Pass 
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The Property Pass, Optional Form 7, is to be used whenever property is removed from the 
building.  It is to be properly filled out and signed by whoever is assigned and responsible for 
that property and handed to the guard when leaving the building.  If there is not a guard, then the 
person who is responsible for the property signs and keeps the pass.  Keep a copy of this signed 
form with the property. 
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ANY EQUIPMENT LEAVING GOVERNMENT PREMISES NEEDS AN APPROVED 
PROPERTY PASS  
 
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. 
 
If the government property is for a specific purpose (short term), the 'Equipment Use Off Site' 
form (attached) needs to be completed. 
 
(NOTE: These procedures apply to ALL equipment including cameras, tape recorders, PCs, 
laptops, calculators, etc.) 
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 EQUIPMENT USE OFF-SITE  
 
 
NAME: _________________________ DATE: ________________________ 
 
DESCRIPTION OF EQUIPMENT: __________________________________ 
 
SERIAL NUMBER: __________________________________ 
 
DATE NEEDED: ____________________________________ 
 
DATE TO BE RETURNED:____________________________ 
 
REASON FOR USE: 
 
__________________________________________________________ 
 
__________________________________________________________ 
 
__________________________________________________________ 
 
__________________________________________________________ 
 
__________________________________________________________ 
 
WHERE WILL PROPERTY BE USED? 
 
__________________________________________________________ 
 
__________________________________________________________ 
 
__________________________________________________________ 
 
SIGNATURES:                                                                                        APPROVED     DISAPPROVED 
 
BORROWER: _______________________________________ 
 
IMMEDIATE SUPERVISOR: __________________________    _____         _____ 
 
ACCOUNTABLE OFFICER: ___________________________   _____         _____ 
 
FUNDHOLDER: _____________________________________   _____         _____ 
 
     BORROWING OF THIS PROPERTY WILL NOT NEGATIVELY IMPACT THE ARS 
           PROGRAM AT THE FACILITY. 
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