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Guidance to Federal Agencies to Minimize and Identify Excess Personal Property
Background
The U.S. General Services Administration (GSA) is frequently asked questions about how to manage personal property assets used by an agency to include: conducting and reconciling inventories, removing asset records from an accountability system, investigating loss, damage, or destruction of assets, and asset management systems.  GSA’s authority under Title 40 United States Code (U.S.C.) state that GSA is limited to providing official policy and guidance to only those specific topics where GSA is explicitly required, or allowed, to provide such policy.  GSA is only authorized to issue policy or formal guidance on assets reported as excess by federal agencies.  
Public Law 115- 419 (Federal Personal Property Management Act of 2018) (the PL) amended 40 U.S.C. § 524 to require agencies to conduct annual inventories of capitalized personal property assets and to conduct inventories of assets the agency identifies as “accountable” “on a regular basis”.  
The informal guidance on this webpage is provided to assist agencies in the management of their personal property assets BEFORE it is reported as excess.  It is to be treated as guidance, rather than regulatory.  All guidance developed and appearing on this page is continually reviewed by our Interagency Committee on Property Management (ICPM).
Overview
The asset management lifecycle broadly includes the following phases:
1. Acquisition - The timeframe where requirements are identified, sources are identified, and the asset is acquired.  This includes the acceptance of the asset by the agency;  
2. Use - The timeframe from the acceptance of the asset by the agency until the asset is reported as excess or otherwise disposed of as allowed by law.  This phase may be very short for items that are expended or very long for high-value items and assets retained for historical value; and
3. Disposal - The timeframe beginning when the agency decides that the asset is no longer needed for any number of reasons (see below).  In most cases, the reporting of the asset as “excess” to GSA formally begins this phase.  
This guidance seeks to provide considerations for agencies to minimize the generation of excess through acquiring only personal property assets needed to achieve the agency’s mission (beginning with the “acquisition” phase), or through the efficient use and maintenance of assets (during the “use” phase).  


Best Practices
Throughout this guidance, there will be practices identified as agency “best practices” to provide insight and considerations for other agencies to incorporate and follow.  We will continue to collect these best practices. 
General Agency Asset Management Guidance
1. To the greatest extent practical, an agency should establish or designate an individual or office to manage the agency’s asset management program from a strategic perspective.  
2. An agency should select and use an asset management system that will support the agency internal controls requirements (OMB Circular A-123) and the provisions and concepts provided in this guidance.  
3. In addition to this guidance, agencies should be familiar with the provisions of voluntary consensus standards addressing overall quality management systems (ISO 9000 series), and asset management (ISO 55000 series and ASTM standards) (as directed by OMB Circular A-119).  
4. The ICPM has developed an Agency Asset Management Guide to identify the policy and guidance deemed most pertinent to our Federal agency asset management programs.  The guide is frequently reviewed and updated by the ICPM membership and is available at gsa.gov/personalpropertypolicy.  
5. A best practice is to encourage or mandate agency training addressing assigned roles in the property management process, and guidance to all employees as to their responsibilities with respect to managing and using government property.  
6. Agency employees should be aware of the Office of Government Ethics requirements at the following link:  https://www.oge.gov/web/oge.nsf/Resources/Use+of+Government+Equipment+or+Property

Minimizing Un-needed or Excess Personal Property Assets
Acquisition Phase
An effective asset management program seeks to acquire personal property assets that best support the agency’s mission and to use and maintain assets to derive maximum benefit over the longest-feasible life-span.  
Considerations for the Acquisition phase Following the provisions of the ISO 55001, an agency’s Strategic Asset Management Plan (SAMP) takes an end-to-end and top-to-bottom view of an agency’s use and management of assets. 
Consider the application of how the asset will be used.  A sedan used in rugged terrain for law enforcement use will not last as long, or be as effective as, a vehicle designed for such use.  
Consider the types of assets and number needed.  For example, an alternative to the use of many vehicles to transport personnel may be the use of a bus or large vans.  
In accordance with policy in the Federal Acquisition Regulation (FAR) (Section 8.002), the highest priorities for obtaining assets are using existing agency inventories (internal agency reutilization) and obtaining excess from other agencies. These acquisition methods should be considered before other strategies or methods.  
To use funds wisely, assets should be acquired using strategic purchasing methodologies.  
Assets must not be acquired based on the personal preference of one individual or office; these acquisitions do not take into account the long-term benefits and use of the assets.
Use Phase
An agency’s asset management system (AMS) must support the agency’s SAMP and continuous improvement efforts.  (“continuous improvement” in this context means that the agency can quantify key metrics in its asset management program and monitor improvements (or degradations)  following the introduction of better asset management policies and procedures).   
Considerations for an AMS include:  
An AMS should comply with provisions of the Joint Financial Management Improvement Program (JFMIP) Property Management System Requirements (https://www.gao.gov/assets/210/200461.pdf)
An AMS should have continuous data collection to support the agency continuous improvement program so that lessons learned are incorporated into the SAMP.  
An AMS should facilitate the agency’s analysis of asset performance to include use cycle, repair costs, and down-time to gauge how effectively the assets are supporting the agency’s SAMP. 
To the greatest extent practicable, an agency’s AMS should be enterprise-wide to facilitate intra-agency reutilization, transfers, reporting, and strategic management.
A best practice is to have agency employees or contractor staff responsible for the management of each item of personal property policy.  If someone’s name is assigned to an asset, they will be more diligent in keeping track of the asset use and documentation to support the agency asset management program. 
The AMS should be capable of identifying key asset information as identified in ASTM E2812, “Standard Practice for Uniform Data Management in Asset Management Records Systems,” and using the data characteristics outlined in ASTM E2604, “Standard Practice for Data Characteristics of Equipment Asset Record.”
Disposal Phase
Considerations to minimize excess personal property assets leaving the agency’s use:
i. Consider the transfer of assets to other agency components or other agencies (FMR 102-36) to continue the use of assets and extend their life-cycle;
ii. Consider the use of the exchange/sale authority (FMR 102-39) to sell or exchange assets in order to reduce the cost of acquiring needed replacement personal property assets.  
 Identifying Excess Personal Property Assets
As identified in the Background section of this guidance, agencies are now required to conduct annual inventories of capitalized assets and inventories of accountable assets on a regular basis.  For both these inventories, agencies must assess: 
i. the age and condition of the personal property; 
ii. the extent to which the executive agency utilizes the personal property; 
iii. the extent to which the mission of the executive agency is dependent on the personal property; and 
iv. any other aspect of the personal property that the Administrator determines is useful or necessary for the executive agency to evaluate. 
The agency AMS should be able to capture and provide the information in paragraphs (i) through (iii) above on a real-time basis. 
GSA suggests that accountable personal property asset inventories would reasonably be conducted at least once every three years for assets that are accountable but not capitalized, pilferable, or that the agency determines to fall under a special circumstance that would require more frequent inventories.  Inventories can be conducted either all at one time or in stages over the full period.   
An agency’s inventory policy and procedures should include the methodology to capture the items above and address any inventory variance or discrepancy that might arise, and to address and correct any policies or procedures which lead to loss, damage, or destruction (LDD) of the agency property.
Many agencies use a survey board process to review the circumstances surrounding the LDD of accountable property, or property meeting some other agency threshold. Such an entity may also recommend corrective and disciplinary action when warranted. 
Agencies may consider the use of electronic “discovery tools” that poll electronic assets through the agency network to determine the presence and use of linked assets as a part of the agency inventory process.  However, as part of the inventory process or in addition to that process, trained asset managers should actually touch or view the assigned assets to determine if the assets are being used, and if there is obvious damage or if repairs are needed.  
Despite an agency’s efforts to reduce excess personal property assets using the guidance above, excess assets will be generated.  An asset can be determined to be excess for any of many reasons. For example:
i. Usage; through normal use, assets eventually reach a point where the assets will become unserviceable and/or not economically repairable or modified;
ii. Changed emphasis in agency mission/goals;
iii. Realization of unnecessary redundancy or excess capacity;
iv. Cost to maintain exceeds the benefit to the agency;
v. Obsolescence;
vi. Completion of program, project, contract, or product line;
vii. Restructuring, downsizing, or reorganization;
viii. Cost reduction programs
 Resources
i. JFMIP Property Management Systems Requirements
ii. ISO Standards
iii. ASTM Standards
iv. ICPM Asset Management Review Guide
v. Government Accountability Office (GAO) Green Book, Standards for Internal Control in the Federal Government GAO-14-704G: Published: Sep 10, 2014.
vi. Federal agency asset management professionals, such as members of the ICPM, GSA’s Federal Acquisition Service, and Office of Government-wide Policy.  
Guidance to Agencies on Capitalization Thresholds and Accountability Thresholds 
Background
GSA authorities, under Title 40 United States Code, are limited to providing official policy and guidance to only those specific topics where GSA is explicitly required, or allowed, to provide such policy.  Generally, GSA is only authorized to issue policy or formal guidance on assets reported as excess by the agency.  
Public Law 115- 419 (Federal Personal Property Management Act of 2018) (the PL) amended 40 USC 506 to permit GSA to establish thresholds on personal property assets identified as “capitalized” or as “accountable”.  See definitions at FMR 102-35.20
It is observed that agencies vary widely in the thresholds that they have established.  Each agency has been free to establish their thresholds based on their mission and their business case for effective asset management; weighing costs and benefits.  
Overview
In establishing or recommending any threshold levels, GSA recognizes that this will be a long-term process involving many stakeholders and customers.  The solution (from an interagency consistency perspective) would be to have government-wide thresholds established so as to compare activities between agencies using uniform thresholds; however, establishing uniform thresholds may be very disruptive to agency performance and internal controls and not provide a commensurate benefit.  
[bookmark: _GoBack]Agency financial organizations will need to weigh in on what actions are appropriate and beneficial when GSA begins this process.  
