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SECTION 18 
 

PROPERTY CONTROL PROCEDURES 
 
 

1) OVERVIEW:  In accordance with the AURA/NSF Cooperative Agreement, AST-0132798, AURA is required to 
maintain control of all U.S. Government property.   Aspects of this control are specified in Clauses 9 and 10 of the 
agreement.   

 

A) CLAUSE 9  - GOVERNMENT PROPERTY (applicable to all property EXCEPT that located at CTIO or any 
other operations conducted in Chile):  In accordance with this clause, selected paragraphs state: 

 
a) Paragraph 2  – Title: 
 

(1) Title to all real and personal property acquired by the Awardee with its management fee shall vest in the 
Awardee. 

(2) Legal title to all real and personal property with an acquisition cost exceeding $25,000, the cost of which 
has been defrayed from funds provided the Awardee by the NSF, shall vest in the Government when title 
passes from the vendor and shall remain with the Government, unless otherwise specified in writing by 
the Grants and Agreements Officer. 

(3) Legal title to all real and personal property, with and acquisition cost exceeding $25,000, furnished by 
the NSF or acquired from other Government agencies shall remain with the Government, unless other-
wise specified in writing by the Grants and Agreements Officer. 

(4) Title to Government property shall not be affected by the incorporation or attachment thereof to any 
property not owned by the government, nor shall any Government property lose its identity by reason of 
affixation to any realty. 

 
b) Paragraph 3 - Responsibility of the Awardee: 
 

(1) The Awardee is responsible and accountable for the management, control and use of all Government 
property furnished or acquired under this agreement. 

(2) In accordance with the provisions of this agreement, the Awardee shall maintain complete property and 
financial records and accounts pertaining to Government property furnished or acquired under this agree-
ment. 

(3) The Awardee shall account for all Government property not consumed in the performance of this agree-
ment until relieved of such responsibility.  The Awardee shall furnish to the Grants and Agreements offi-
cer and the NSF Property Administrator all data necessary to substantiate any requests for discharge from 
this responsibility. 

(4) The Awardee shall inform the Grants and Agreements Officer and the NSF Property Administrator when 
inventoried Government property for which the Awardee is responsible is located at a place other than 
the observatory and is not being used in connection with the work under this agreement. 

 
c) Paragraph 4: - Minimum Capitalization Requirements Non-expendable items which have: 
 

(1) Has a unit cost or value of $5,000; 
(2) Has an expected useful life in excess of one year; and 
(3) Is of a durable nature and will retain its identity throughout its useful life. 
 

d) Paragraph 5 - Markings:  Upon receipt by the Awardee, Government property of a capital nature shall, where 
practicable, be identified as such. 

e) Paragraph 6 - Records:   
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(1) The Awardees property records shall comply with OMB Circular A-110 Property Standards Section .34 

Equipment (f) (1). The Awardees records shall contain documentation including agreements and amend-
ments, approval letters, vendor invoices, receiving information, and references to any other pertinent fi-
nancial records maintained by the Awardee.” OMB Circular A-110 requires the following information:  

 
(A) A description of the equipment. 
(B) Manufacturer's serial number, model number, Federal stock number, national stock number, or other 

identification number.  
(C) Source of the equipment, including the award number. 
(D) Whether title vests in the recipient or the Federal Government.  
(E) Acquisition date (or date received, if the equipment was furnished by the Federal Government) and 

cost.  
(F) Information from which one can calculate the percentage of Federal participation in the cost of the 

equipment (not applicable to equipment furnished by the Federal Government).  
(G) Location and condition of the equipment and the date the information was reported.  
(H) Unit acquisition cost.  
(I) Ultimate disposition data, including date of disposal and sales price or the method used to determine 

current fair market value where a recipient compensates the Federal awarding agency for its share.” 
 

(2) Property records are required for any usable components, which are permanently attached to or removed 
from items of Government property as a result of modification, to the same extent as would be the case if 
such components had been provided separately by the Government. 

 
f) Paragraph 7 - Access to Records and Property:   The Awardee agrees to provide access to all property records 

associated with the agreement to authorized representatives of the Grants and Agreements Officer, during rea-
sonable times at the office of the Awardee. In addition, access to any premises where Government property is 
located will be provided for the purpose of inspecting such property. 

g) Paragraph 10 Inventories: Upon the expiration or termination of this agreement, and such other times as di-
rected by the Grants and Agreements Officer, the Awardee shall submit inventory schedules to the Grants and 
Agreements Officer and the NSF Property Administrator covering all items of Government property not con-
sumed in the performance of the work.  

h) Paragraph 11 - Disposition:   
 

(1) No disposition shall be made of Government property without the prior approval of the NSF Property 
Administrator. However in the case of trade-in or dismantle/scrap, the Awardee is only required to notify 
the NSF Property Administrator. 

(2) Government property shall remain in the possession of the Awardee for such period of time as is required 
for the performance of the work under this agreement unless the Grants and Agreements Officer deter-
mines that the interests of the government require removal of such property. 

(3) When any item of Government property having a value equal to or below $50,000 is either surplus to the 
future requirements of the observatories or unserviceable and beyond economic repair, the Awardee, with 
the authorization of the NSF Property Administrator, may (i) transfer or otherwise dispose of Govern-
ment property accumulated under this Cooperative Agreement upon such terms and conditions as the 
Grants and Agreements Officer may designate or (ii) the Awardee may itself acquire title to such prop-
erty with the approval of the Grants and Agreements Officer.  However, if the property is surplus to the 
future requirements of NOAO, the Awardee will offer it for sale to the Observatories before taking title 
itself or selling or otherwise transferring the property to non-Parties to the agreement.  All proceeds real-
ized form any disposal of such property shall be reinvested in NOAO or NSO, as appropriate. 

(4) If the value of Government property identified for disposal exceeds $50,000, the Awardee shall transfer 
or dispose of it only with the written approval and subject to the written instructions of the NSF Property 
Administrator. 
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B) CLAUSE 10 - OBSERVATORY PROPERTY (applicable to all property ONLY at the Cerro Tololo Inter-
American Observatory  (CTIO) or any other NOAO operation conducted in Chile):  In accordance with this 
clause, selected clauses state: 

 
a) Paragraph 1 - Title:  

 
(1) Title to all real and personal property acquired by the Awardee with its management fee or with 

funds from other sources shall remain with the Awardee. Both parties to this agreement desire that 
such property be used on a long-term basis for astronomical research. 

(2) Title to all real and personal property acquired by the Awardee through Cooperative Agreement 
funds for the performance of this Cooperative Agreement shall vest in the Awardee.  However, the 
Awardee, upon written request of the NSF, shall transfer title to all property covered under this sub-
paragraph to the NSF or its designee. 

 
b) Paragraph 3 - Responsibility of the Awardee: 

 
(1) The Awardee is responsible and accountable for the management, control and use of all Observatory 

property furnished or acquired under this agreement. 
(2) In accordance with the provisions of this cooperative agreement, the Awardee shall maintain com-

plete property and financial records and accounts pertaining to Observatory property furnished or 
acquired under this agreement. 

(3) The Awardee shall account for all Observatory property not consumed in the performance of this co-
operative agreement until relieved of such responsibility.  The Awardee shall furnish to the Grants 
and Agreements Officer, and the NSF Property Administrator, all data necessary to substantiate any 
requests for discharge form this responsibility. 

(4) The Awardee shall inform the Grants and Agreements Officer and the NSF Property Administrator 
when inventoried Observatory property for which the Awardee is responsible is located at a place 
other than the observatory and is not being used in connection with the work under this agreement. 
 

c) Paragraph 4: – Minimum-Capitalization Requirements. 
 
(1) Nonexpendable personal property, which meets the following criteria, shall be capitalized. 

 
(A) Has a unit cost or value in excess of $5,000; 
(B) Has an expected useful life in excess of one year; and 
(C) Is of a durable nature and will retain its identity throughout its useful life. 

 
d) Paragraph 5 - Markings: Upon receipt by the Awardee, Observatory property of a capital nature shall, 

where practicable, be identified as such. 
e) Paragraph 6 - Records:   

 
(1) The Awardees property records shall comply with OMB Circular A-110 Property Standards Section 

.34 Equipment (f)(l). The Awardees records shall contain documentation including agreements and 
amendments, approval letters, vendor invoices, receiving information, and references to any other 
pertinent financial records maintained by the Awardee.” OMB Circular A-110 requires the following 
information: 

 
(A) A description of the equipment. 
(B) Manufacturer's serial number, model number, Federal stock number, national stock number, or 

other identification number.  
(C) Source of the equipment, including the award number. 
(D) Whether title vests in the recipient or the Federal Government.  
(E) Acquisition date (or date received, if the equipment was furnished by the Federal Government) 

and cost.  
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(F) Information from which one can calculate the percentage of Federal participation in the cost of 
the equipment (not applicable to equipment furnished by the Federal Government).  

(G) Location and condition of the equipment and the date the information was reported.  
(H) Unit acquisition cost.  
(I) Ultimate disposition data, including date of disposal and sales price or the method used to de-

termine current fair market value where a recipient compensates the Federal awarding agency 
for its share.” 

 
(2) Property records are required for any usable components, which are permanently attached to or re-

moved from items of Government property as a result of modification, to the same extent as would 
be the case if such components had been provided separately by the Government. 

 
f) Paragraph 7 - Access to Records and Property:  The Awardee agrees to provide access to all property re-

cords associated with the agreement to authorized representatives of the Grants and Agreements Officer 
during reasonable times at the office of the Awardee In addition, access to any premises where Observa-
tory property is located, for the purpose of inspecting such property. 

g) Paragraph 9. Inventories: Upon the expiration or termination of this agreement, and such other times as 
directed by the Grants and Agreements Officer, the Awardee shall submit inventory schedules to the 
Grants and Agreements Officer and the NSF Property Administrator covering all items.  

h) Paragraph 10 - Disposition:   
 
(1) No disposition shall be made of Observatory property without the prior approval of the Grants and 

Agreements Office. 
(2) Observatory property shall remain in the possession of the Awardee for such period of time as is re-

quired for the performance of the work under this agreement unless the Grants and Agreements Offi-
cer determines that the interests of the government require removal of such property. 

(3) When any item of Observatory property having a value equal to or below $50,000 is either surplus to 
the future requirements of the Observatory or unserviceable and beyond economic repair, the 
Awardee, with the authorization of the NSF Property Administrator, may: 

 
(A) Transfer or otherwise dispose of Government property accumulated under this agreement upon 

such terms and conditions as the Grants and Agreements Officer may designate or  
(B) The Awardee may itself acquire title to such property with the approval of the Grants and 

Agreements Officer. 
 

(4) If the value of Government property identified for disposal exceeds $50,000, the Awardee shall 
transfer or dispose of it only with the written approval and subject to the written instructions of the 
Grants and Agreements Officer.  

 

2) PROPERTY CONTROL:  In compliance with the AURA-NSF Cooperative agreement, the following property 
control procedures have been established. The Database for this property is located on the CASNET system under 
“property on noaocas5” 

 

A) CAPITALIZED PROPERTY:  All property valued above $5,000 and meeting the capitalization require-
ments of Clause 9, paragraph 4 and Clause 10, paragraph 4 will be controlled.  Specifically, the item will be 
added to the capitalized inventory if it has: 

 
a) A unit cost or value of  $5000 

 

(1) A unit cost or value over $25,000 will be GOVERNMENT capitalized property. 

(2) A unit cost of value from $5000 up to $25,000 will be AURA capitalized property. 
(3) The value must apply to the specific item and all add on products purchased under the same purchase 

order, which are permanently affixed to or imbedded within the item. For example, a computer with 
an Ethernet card, monitor, keyboard and extra memory, the cost of which will be added to the cost of 
the specific item. 



SECTION 18 
PROPERTY (continued) 

Rev 01/06        Page 18-5 

(4) Items, which are purchased as a part of the primary item but not directly affixed to the item, (as com-
pared to attached to by connective devices) will not be included in the value of the item.   For exam-
ple, external disc drives, external modems, connectors or extra laptop batteries will not be included 
with the item but may be tagged as separate and unique items. 

(5) Upgrades and/or equipment affixed directly to the primary item, which increase the value of the pri-
mary item will be included in the description and total value of the item. 

 
b) When an item, originally valued under $5,000 is upgraded to the extent that the value of the item now 

exceeds $5,000, that item and the upgrades will be added to the AURA capitalized inventory. If the value 

is upgraded above $25,000, the item and the upgrades will be added to the GOVERNMENT Capitalized 
Inventory. 

c) Equipment attached to another object will not be included in the capitalized inventory by itself but will be 
considered a part of that other object. 

d) Equipment, which becomes a part of the physical plant, will not be tagged. 
e) Equipment or boards which are imbedded into another item and which will not become a permanent part 

of that item will not be included in the capitalized inventory but be considered spare parts.  For example, 
counter, d/a boards, or other expensive analysis boards included in a chassis for monitoring of a specific 
project but which will be moved from chassis to chassis depending on the project will not be tagged. 

f) Equipment purchased for a specific instrument will be added to the value of that instrument and will not 
be individually added to the capitalized inventory. 

g) Spare parts, consumable items and equipment, which is produced for use during a short, limited period of 
time or for a single project will not be included in the capitalized inventory. 

 

B) NON-CAPITALIZED PROPERTY:  All property valued up to $5,000 and not meeting the capitalization 
requirements of Clause 9, paragraph 4 and Clause 10, paragraph 4 will be considered non-capitalized, con-
trolled equipment and will not be added to the non-capitalized inventory. This property will be tagged as pil-
ferable/controlled as determined by the requestor/buyer and tagged as directed if pnragraph F. 

C) PROPERTY TAGS:  Specific tags will be attached to the capitalized and controlled property depending on 
the items control classification. 

 
a) Capitalized Property is: 

 

(1) GOVERNMENT PROPERTY 
 

(A) Property valued in excess of $25,000, will be tagged as GOVERNMENT PROPERTYand. 
(B) Tagged with a GOVERNMENT property tag number as explained  in paragraph c) below. 
(C) Included in the Capitalized GOVERNMENT Property database.   

 
(2) AURA PROPERTY 

 
(A) Property valued in from $5000 up to $25.000, will be tagged AURA Property, 

(B) Tagged with a AURA property tag number as explained in paragraph c) below 

(C) Included in the Capitalized AURA Property database.  
 

b) Non-Capitalized, Property is:  
 
(1) Property valued up to $5,000, 
(2) Meets the criteria established in 2B above.  

(3) Tagged for pilferage/control purposes with an AURA property control tag numbered in the 70,000 
range, and 

(4) Not included in the Non-Capitalized Property database. 
 

c) Tagging Procedures 
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(1) TAG NUMBER CREATION PROCEURES 
 

(A) Buyers will use the following procedures to create the property tag number for the items that are 
to be tagged on the purchase order they are creating. 

(B) A maximum of 10 characters are available for the property tag number: 
 

(a) CHARACTERS 1-5 (Numer ic):  INDICATE THE PO NUMBER - The buyer will remove 
the alphabetical prefix and suffix from the purchase order number.  The resulting five char-
acters will be the first five characters of the tag number 

(b) CHARACTER 6:  ADD A DASH.  

(c) CHARACTERS 7(8) (Numer ic):  IDENTIFY THE LINE ITEM OF THE CAPITALIZED 

ITEM – Indicate the line number of primary capitalized item purchased on the Purchase Or-
der.  

 
i. If there are more items on the purchase order that are added to the primary unit (com-

puter for example) only list that information on the purchase order but do not add the 
associated line items to the tag number.  Only indicate the line item number of the pri-
mary piece of equipment to which the items are added. 

ii. If the tagged item is associated with a two-digit line item (i.e. 10, 11, etc.) enter the 
item number. 

 

(d) CHARACTER 8(9):  ADD A DASH  

(e) CHARACTER 9(10) (Alphabetic):  IDENTIFY THE QUANTITY OF THE CAPITALIZED 

ITEM(S) PURCHASED – Indicate the quantities of capitalized item(s) associated with a 
specific Purchase Order.  The numbering system is alphabetic such that "A"=1, "B"=2, 
"C"=3, etc. 

(f) EXAMPLES: 
 

i. Example 1:  
a. Purchase Order P15229A is issued.   

1. Line item 1 is a computer.  
2. Line items 2 and 3 are internal components associated with the computer pur-

chased on Line 1.   
3. Two units of each line item (computers) are purchased. 
4. Item 4 is software.   
5. Item 5 is maintenance, both of which are not tagged.   
6. Line item 7 is a computer.  
7. Line items 8 and 9 are internal components associated with the computer pur-

chased on Line 7.  Only one of these computers is purchased.  
8. Line item 10 is software and line item 11 is maintenance both of which are not 

tagged.   
b. In the Memo Field on the PO: 

1. Tag Numbers: 15229-1-A & 15229-1-B 
2. Line item: 1,2 and 3 
3. Description:  Computer, drive, video board 
4. Tag Number 15229-7-A  
5. Line item 7, 8 and 9. 
6. Description:  Computer, drive, video board 

 
ii. Example 2:  

a. Purchase Order P15229A is issued.  
1. Line item 1 on purchase order P15229A is a computer.   
2. Item 2 and 3 are internal drives for the computer.   
3. Only one computer is purchased.   
4. Item 4 is software.   
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5. Item 5 is maintenance both of which are not tagged.  
6.  Items 7,8 and 9 are internal boards for the computer purchased on line 1.    

b. In the Memo Field on the PO: 
1. Tag Number: 15229-1-A 
2. Line items: 1,2,3,7,8 and 9 
3. Description:  Computer, drive, video board 

 
d) OTHER TAGGING PROCEDURES: 

 
(1) Yearly Work in Process (WIP) tag numbers will use the remaining 10000 series tag numbers 
(2) For Property received through the Federal Excess Program, the eight digit NOAO Transaction Code 

that is assigned by the NOAO Property Officer when the materials are received will be utilized as the 
tag number. This code will be followed by a "-" and a letter signifying the quantity similar 9th and 
10th digit used in normal property acquisitions as detailed above.  

 
(A) Example 1: Three oscilloscopes are acquired from the Federal Excess Property system. The 

property officer assigns a transaction code of 20050192 to the transaction.   
 

(a) On Tag: 
(b) 20050192-A 
(c) 20050192-B 
(d) 20050192-C 

 

D) ACCOUNT NUMBER OBJECT CODES:  Items will be accounted for with specific object codes assigned 
to the specific account number depending on the type of property being purchased: 

 
a) Capitalized Property will have an object code of –800, mandatory 
b) Non-Capitalized, Controlled Property will have an object code of either -100 or -105.  Code -105 is pre-

ferred but not mandatory. 

 

E) WORK IN PROCESS (WIP) PROPERTY:  Projects, which are under production, are considered to be 
Work In Process and will not be considered for inclusion in the Capitalized Inventory until the project is com-
plete. 

 
a) All purchases for Work-In-Process will be made against a specific Project Account Number the object 

code of which will NOT be -105 or -800. 
b) Upon completion of the project, the items will be transferred from the WIP account (N15900) to the 

Capitalized Inventory Account (N15800) if certain criteria are met. 
c) At the end of each fiscal year, Accounting will summarize all the projects under production and total the 

value of the project to that point. 
d) Each Project Manager will be asked if the project is complete or still in Project status. 
e) If the project is complete, the costs for the instrument will be totaled and the instrument will be added to 

the Capitalized Inventory if: 
 
(1) The instrument will be or has been permanently added to the instrumentation suite of AURA, and 
(2) The instrument meets the classification criteria of Clause 9, paragraph 4 and Clause 10, paragraph 4 

of the AURA-NSF Cooperative Agreement. 
(3) If the project is complete but the instrument will not be permanently added to the instrumentation 

suite of the observatory, the value of the project will be included in the O&M costs and the instru-
ment not added to the Capitalized Property Inventory. 

 

F) DOCUMENTATION:  The Database for this property is located on the CASNET system under “property on 

noaocas5”. Depending on the level of property control, each CAPITALIZED OR NON-CAPITALIZED 



SECTION 18 
PROPERTY (continued) 

Rev 01/06        Page 18-8 

PROPERTY RECORD (Attachment A) will contain specific documentation in accordance with the follow-
ing rules: 

 

a) CAPITALIZED GOVERNMENT AND AURA PROPERTY RECORDS will contain the copies of 
the following documents in the order specified: 
 
(1) Property record Cover Page produced from information within the Capitalized Property Data Base, 
(2) Purchase Order, 
(3) Copy of CASNET Payment Voucher, 
(4) Vendor Invoice, and 
(5) Other accounting, purchasing or vendor documentation as deemed appropriate by the Property Offi-

cer. 
 

2) NON-CAPITALIZED PROPERTY RECORDS DELETED 
 

A) PROPERTY TRANSACTION REGISTER:  
 

a) All transactions other than normal Purchase Orders (PO) that affect RECEIPT, DISPOSAL, UPGRADE OR 
TRADE IN of CAPITALIZED AND NON-CAPITALIZED property will be recorded in the PROPERTY 

TRANSACTION REGISTER, known as the TR. The TR can be found in the on the CASNET system under 
“property on noaocas5”/property transactions file. Instruction on completing the entry form for this Register 
is located at Attachment B, page 3. 

b) Assignment of these Transaction Numbers consists of utilizing the Julian date (see Attachment Page 5 
through 7) and entering a number from the sequence of numbers that applies to whatever transaction you are 
completing. (Attachment B, page 4) This number is entered in the Transaction Register located on the CAS-
NET system under “property on noaocas5”/property transactions. 

 

B) PROPERTY RECORD DELETION: 
 

a) All disposal of capitalized or non-capitalized property must be deleted from the appropriate database utilizing 
this procedure. 

b) This form can be found on the CASNET system under “property on noaocas5” and selecting whatever prop-
erty file you want to post. Sample and instructions for completion of this form are at Attachment C. 

 

C) JOURNAL VOUCHER (JV): Whenever property is received, other than a PO, traded in or upgraded, and oth-
erwise disposed of that is listed on the Capitalization Records of AURA, a JOURNAL VOUCHER transaction 
must be submitted to accounting, presently Chris Richardson, so that the N1580 account can be corrected. The 
steps listed below and at Attachment F are the procedure for initiating the JV: 
 

a) On the CASNET system, open “jsmith on noaocas1”/accounting. Select the file with the present FY and open 
the excel spreadsheet. The instructions for this spread sheets are at Attachment F, Page 2. 

b) Once this JV report has been submitted and completed by accounting, you log onto the CASNET active X 
Viewer, click on “SUPPORTING DETAIL”, and then enter the N1580 account in the “ACCOUNT NUM-
BER” block. This brings up the JV changes made to the Capitalization account. Print a copy of this report and 
file a copy with every tag file that has been added, deleted or otherwise changed (Attachment F, Page 3). 

 

D) INVENTORY: In compliance with the OMB A110, paragraph 34(f)(3), the inventory procedures for NOAO are 
as stated: 

 
a) “Awardee (AURA/NOAO) will conduct a physical inventory of equipment every year and the results recon-

ciled with the equipment records at least once every two years. Any differences between quantities deter-
mined by the physical inspection and those shown in the accounting records shall be investigated to determine 
the causes of the difference. In connection with the inventory, which verifies the existence, current utilization 
and continued need for the equipment will be determined from the latest user, PI or department”. 
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b) To this end, the NOAO Property Officer will conduct a yearly inventory prior to the close of the Fiscal Year. 
Discrepancies noted will be thoroughly researched and investigated. A record of this action will be filed in the 
Property Office file. 

c) When two years of inventories result in the property not being found and the investigation into the disposal or 
stripping of the property is meet with negative results, a PROPERTY RETIREMENT REQUEST. (PRR) 
(Paragraph 4B) will be initiated in order to request dropping of accountability through NSF. 

 

E) FILES:  The Property Office will maintain all files pertaining to Receipt, Storage, and Disposal of all Property. 
 

a) Lists of files that are maintained by the Property Officer are located in the Property Office. 
b) New files will be established each Fiscal Year (FY). Old files will continue to be separated by FY. 
c) Deleted Property Records will be grouped (i.e. Capitalize and Un-Capitalized), and filed separately by FY. 
d) All files will be maintained for a period of ten years and then destroyed. 

 

3) EXCESS PROPERTY ACQUISITION: 
 

A) NOTIFICATION OF AVAILABLE PROPERTY: The GENERAL SERVICES ADMINISTRATION 

(GSA) FEDERAL DISPOSAL SYSEM (FEDS) and DEFENSE REUTILIZATIONS AND MARKETING 

SERVICES (DRMS) are automated excess Federal property listings made available by other Government agen-
cies/contractors for reutilization. This arena is utilized to view what property is available to be reutilized by 
AURA/NOAO. 

 
a) When equipment or materials are identified which would be of use, Jerry Smith, the NOAO Property Officer 

(email jsmith@noao.edu), will either email or send copy of the property or material report to those depart-
ment heads that might be interested and/or will call them with the information to see if they are interested. 

b) If a department expresses a desire to get the property, the NOAO Property Officer will immediately put a 
“freeze” on the item (s) selected in FEDS or DRMO. If the selected item(s) are no longer available, the 
NOAO Property Officer will inform the requester. 

c) If the selected materials are available, the NOAO Property Officer will: 
 

(1) Obtain a requisition from the requesting department, which will give the appropriate account number to 
use to pay the shipping charges.  In addition, the requisition should include a brief justification stating 
where the property will be utilized. 

(2) Complete SF-122 (Manual). See Paragraph B below and Attachment D or 
(3) Complete an Electronic 122 via FEderal Disposal System (FEDS). See Paragraph C below and Attach-

ment E. 
 

B) PREPARING SF-122 REPORT OF EXCESS PERSONAL PROPERTY (MANUAL): 
 
a) Complete a Manual SF-122 “REPORT OF EXCESS PERSONAL PROPERTY” IAW Attachment D. In-

structions for completion of this form is at Attachment D, page 2. 
b) Assign a Transaction Number IAW Paragraph G below. The NSF Control number assigned to it must also be 

logged in the Transaction Register, when received.  
c) Insure that the correct address for the GSA Region that has listed the property as excess.  Multiple listings can 

be attached with a reference to that listing in the body of the SF122.  
d) The NOAO Property Officer will fax the SF122 to the NSF Property Administrator at (703) 292-9150.  The 

NSF Property Administrator will: 
 

(1) Either approve the request and forward to the GSA Regional Headquarters for approval, or return it for 
clarification.  

(2) Fax a copy of the SF-122 to the NOAO Property Officer when the approved documents are forwarded to 
GSA. 
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e) Once the form has been faxed to NSF, the NOAO Property Officer will place it in the “ GSA Reutilization, 
Temporary” file. 

f) After approving the SF-122, the Regional GSA will: 
 

(1) Fax or mail a copy to the NOAO Property Officer, and  
(2) Fax or mail a copy to the DRMO’s or Contractor’s that have the item(s) to be shipped.  

 
g) The agencies/contractors that ship the item are expected to call the NOAO Property Officer with an estimate 

of the shipping costs prior to shipping the requested items.  If the cost of shipping seems prohibitive, the 
NOAO Property Officer will contact the department that wants the item(s) and let them make the decision 
whether to ship or not 

h) In the case of DRMO’s the Property Officer will have to call the DRMO in question and determine whether 
he will have to contract with some outfit locally to pick it up and ship it to NOAO. This will require a requisi-
tion from the requester to Procurement for that action. Of course at the local DRMO, the Property Officer just 
picks it up. 

i) Once the item(s) have been received, and the receipts signed, the temporary transaction file will be closed out 

and the documentation transferred to the “TRANSACTION REGISTER” File in numerical sequence based 
on the Transaction Number. If over $25,000, follow instructions in paragraph D below. 

 

C) PREPARING SF-122 REPORT OF EXCESS PERSONAL PROPERTY (AUTOMATED) .The “Electronic 
SF 122” is generated when a “freeze” is completed in the Federal Disposal System (FEDS) (Attachment E). 

 
a) Complete a FEDS property “freeze”, which is all automated. Procedures for freezing in FEDS are located on 

line by utilizing the “HELP” button on the forms. The GSA FEDS web site is  http://gsaxcess.gov/ , then se-
lect the “  GSAXcess® Login ”. All transactions on this web site must be done in CAPS. In order to access 
this site you must use the “ACCESS CODE” and “PASSWORD” that is located at the Property Office. A 
sample of the form is at Attachment E. 

b) Once allocated and approved by both NSF and GSA, an approved “Electronic SF 122” (Attachment E, page 
2) is faxed to the unit giving up the property or DRMO, NOAO and NSF. If the property is being picked up at 
DRMO, you must provide a copy of the “Electronic SF 122” in order to pick up or have the property shipped. 

c) The Transaction Number is assigned once the “Electronic SF 122” is received. The Transaction Register must 
also be logged to indicate the NSF control number assigned to it once approved. 

d)  Once the item(s) have been received, and the receipts signed, the temporary transaction file will be closed out 
and the documentation transferred to the Transaction Register File in numerical sequence based on the Trans-
action Number. If over $25,000, follow instructions in paragraph 3D. 

 

D) PROPERTY VALUED IN EXCESS OF $25,000: 
 

a) The NOAO Property Officer and Requester will inspect the item(s) to ensure they are in a serviceable condi-
tion. 

b) The NOAO Property Officer will assign a Capitalized Property Tag to the items and value the item at the full 
valued listed on the documentation. 

c) The NOAO Property Officer will prepare Receiving Reports for the item(s) received: 
d) Attach the signed Receiving Report to the shipping document and file it with the “Electronic 122” in the 

Transaction Register file.   
e) Add the property to the Journal Voucher report. “See pararaph I, and Attachment F”. 
f) Enter the property information into the Capitalized Property Data Base. 

 

4) EXCESS PROPERTY DISPOSAL: 
 

A) PERSONNEL INVOLVED WITH PROPERTY: 
 

a) NSF Property Director – Christine Stone,  (703) 292-7531; Reports: Teresa Pierce (520) 292-7555; Ex-
cess/PRR (520) 292-7539. 
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b) NOAO Property Administrator - Clark Enterline,  (520) 318-8277 
c) NOAO Property Officer - Jerry Smith, (520) 318-8316 
d) GSA Area Property Officer (APO) - Shirley Beene, (520) 751-1953 
e) GSA Region Nine APO, - Drew Della Valle, (415) 522-3046. 
f) DMAFB DRMO, Reutilization Specialist, - Dot Koch (520) 228-8816 
g) CTIO Property Officer - Oscar Rivera (011) 56-51-225-415 
h) Sacramento Peak Property Officer - Ramona Elrod, (505) 434-7076 

 

B) CONTROLLED PROPERTY DISPOSAL DOCUMENTATION: Capitalized Property  (including all property 
at CTIO) cannot be disposed of without NSF approval.  The following procedures will be utilized when disposing 
of Capitalized Property: 
 
a) Property Retirement Report:  An AURA PROPERTY RETIREMENT REPORT (PRR) (Attachment I) will 

be completed identifying the equipment to be disposed of. The PRR form can be found on the CASNET sys-
tem at “jsmith on noaocas1”/PRR-CL folder.  

 
(1) Each PROPERTY RETIREMENT REPORT (PRR) will be assigned a Transaction Number from the 

Transaction Register.  Instructions on completing the PRR are at Attachment I, page 2.  
(2) The NOAO Property Officer and the Property Administrator, currently the NOAO Procurement Man-

ager, will sign the PRR. 
 

b) Cover Letter:  A cover letter (Attachment I, Page 3) will be drafted identifying the materials to be disposed of 
and the reasons why the equipment is no longer required by AURA. This letter can be found at “jsmith on 
noaocas1”/PRR-CL folder.   

c) The signed PRR and Cover letter will be faxed to the NSF Property Officer, currently Kevin Rorer at (703) 
292-9190. 

d) When the approved PRR is returned the equipment may be disposed of and accountability dropped. 
e) The property will be removed from the inventory database by utilizing the PROPERTY RECORD DELE-

TION at the main switchboard of the applicable database. Instructions for completion of this action is at At-
tachment C: 

f) The property is removed from the Accounting records by completing a Journal Voucher request and emailing 
it to Chris Richardson in accounting at the end of each month. See PROPERTY RECORD DELETION in-
struction paragraph 2H and Attachment C; also JOURNAL VOUCHER instruction, paragraph I, and attach-
ment F. 

 

C) PROCEDURES FOR REPORTING TO NSF RESEARCH CENTERS. The procedures for processing sur-
plus property through the NSF Research Centers is as follows: 

 
a) The NOAO Property Officer will make a complete list of equipment that is to be reported.  This listing will 

contain the information listed at Attachment G: 
b) A copy of this list must be sent to each tenant NSF sponsored research center and, those Principal Investigator 

(PI) authorized equipment, to ascertain if there is a need for the property. A list of the current research centers 
and the POCs are attached at Attachment H. This can be done by letter or e-mail (preferably), but must have a 
Suspense date. A copy must also be sent to the current NSF Property Administrator. l 

c) If another NSF Center wants the property, that agency or center will contact the NOAO property officer and 

make arrangement for transfer to that Center.  The audit trail for all of this is a Receipt of Proper ty (Attach-
ment M, page 1) signed by the responsible individual(s) at the NSF Center receiving the excess materials. The 
Receipt of property is assigned a TR number (Paragraph 2G). 

d) Once the property is transferred, the Property Officer will delete the property from the database (Paragraph 
2H) and delete it from the capital account (Paragraph 2I). 

 

D) DISPOSAL PROCEDURES UTILIZING DRMO and GSA: The procedures for processing surplus property 
through General Services Administration (GSA) sources and Davis Monthan Air Force Base (DMAFB), Defense 
Reutilization and Marketing Organization (DRMO) is as follows 
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a) Once the Suspense Date is passed, a Standard Form (SF) 120, REPORT OF EXCESS PERSONAL PROP-

ERTY (Attachment J) is initiated and forwarded to the Property Administrator at NSF, who will in turn for-
ward it to the GSA Regional Sales Office in San Francisco, CA. Once the GSA Regional Sales Office in San 
Francisco, CA receives the SF120, they have a set procedure to go through. This form can be found at the 
CASNET system, on “jsmith on noaocas1”/GSA File Folder. 

 
(1) The first step is to make it available for screening by other federal agencies/contractors.  
(2) The second step is to offer it for donation and also know as “Transfer of Surplus’.  
(3) The third step is where it goes to sales and then if no one wants it, GSA will tell us what to do with it, 

such as salvage, etc.   
 

b) Once either of the steps in the paragraph above are completed, GSA will contact the property officer with in-
formation as to who has been awarded the excess. 

 
(1) In the case of another Federal Agency, a copy of an approved SF122 will be received for transfer. At-

tachment M, page 2 and 3. 
(2) In the case of Donation (usually a state agency), an approved SF123 (TRANSFER ORDER SUPLUS 

PERSONAL PROPERTY), Attachment M, page 4 and 5, is received for donation. 
(3) If the property goes to GSA sales, and is sold, an approved copy of the PURCHASER’S RECEIPT AND 

AUTHORITY TO RELEASE PROPERTY (Attachment M, page 6) is faxed to the Property Officer. 
Property cannot be released until GSA has notified the Property Officer that GSA has received payment 
and it can be released. The individual picking the property up must be the one listed on the GSA copy of 
the release. Whoever picks the property up must have a signed release from the purchaser stating they 
have been authorized to pick the property up. The individual must sign a copy of the GSA document and 
the Property Officer must fax a copy back to the issuing GSA office. 

 

c) Once disposed of through these channels, the property Officer will delete the property IAW Paragraph 2H 
and Attachment C. 

d) If the item is capitalized Property, the Property Officer will also initiate a JV to delete it from the capital ac-
count IAW Paragraph 2I and Attachment F. 

 

E) DISPOSAL PROCEDURES UTILIZING THE AUTOMATED GSA FEDS SYSTEM 
 

a) The Federal Excess Disposal System (FEDS) reporting system can also be utilized.  
b) Complete a FEDS property “report”, which is all automated. Procedures for reporting in FEDS are located on 

line by utilizing the “HELP” button on the forms. The GSA FEDS web site is  http://gsaxcess.gov/ , then you 
select the “  GSAXcess® Login ”. All transactions on this web site must be done in CAPS. In order to access 
this site you must use the “ACCESS CODE” and “PASSWORD” that will be located at the Property Office. 
A sample of the form is at Attachment K. 

c) IF FEDS IS UTILIZED, A PRR MUST BE INITIATED AND APPROVED BY NSF PRIOR TO 
UTILIZING THIS AUTOMATED SYSTEM (Paragraph 4I). 

 

F) DISPOSAL PROCEDURES UTILIZING DAVIS MONTHAN AFB DRMO: The procedures for disposing of 
excess property through Davis Monthan AFB DRMO are quite a bit simpler than those for the utilization of GSA.  
However, the DRMO system charges users a percentage of the acquisition cost of the materials being disposed of.  
Since this is an expensive process, the decision has been made to dispose of property through GSA channels only. 
Capitalized Property disposal must also be approved by NSF IAW PRR procedures at Paragraph I. Once disposed 
of through these channels, the procedures listed at Paragraph 2G, H and I must be followed to delete the property. 
If disposed of through these procedures the following step must be used. 

 
a) Complete a copy of DD Form 1348-1A, Issue Release/Receipt Document, (Attachment L) utilizing the Form 

Pro software. Each form is given a Transaction Number form the Transaction Register. (Attachment B)  



SECTION 18 
PROPERTY (continued) 

Rev 01/06        Page 18-13 

b) The National Stock Number (NSN) of the item being disposed of must be used.  If the full number is not 
available, or at least the first four numbers (FEDERAL SUPPLY GROUP-FSG) must be used. The DRMO 
policy letter also has a listing of all FSG, utilized by DRMO. Review the list and select the group that best 
identifies the type of property you are disposing of. 

 
(1) Additionally, if a complete NSN is unavailable, the following statement must be added to the form: 

 
(A) “No NSN available.  Item was purchased as Government Property for use by NSF on Cooperative 

Agreement AST 0132798.” and signed by the Property Officer.“ 
 

c) As shown in Attachment L, the fields completed are the minimum number, which must be completed as per 
the Davis Monthan DRMO policy letter, a copy of which is in the NOAO Property Office.  

d) If the property to be disposed of is a computer system, a certification called Generator Certification For 

Automated Resources (AR) Turn In To DRMO (Attachment L, page 2) must be completed and signed.  Ba-
sically this certifies that the hard disk has been cleaned of all data. 

e) Once the DD Form 1348-1A is completed and signed, attach them to each piece of property in a packing slip 
envelope. 

f) An appointment to dispose of the property must be made with the DMAFB DRMO or the DRMO will not ac-
cept the excess materials. 

g) Take the excess items to the Davis Monthan AFB DRMO on the appointed date and time.   
h) Approximately a week after the property is turned-in; a return trip must be made to pick up the signed copy of 

the DD 1348-1a Form from the DRMO office. 
i) The audit trail for these disposals is the signed copy of the DD 1348-1A. 
j) Once disposed of the Property Officer completes the requirements of Paragraph 2G, H, and I. 



AS OF 5/9/2003

Previous Tag Nos: 

Received on:

Removed from 
Inventory on:

Disposition:

NOAO Class Code NSF Class Code 

Point of Contact: Site: 

System Name: 

Description: 

Model No.: 

Serial No.: 

Notes:

Change 
Date

Delete 
Date

Purchase 
Order

Account 
Number

Check 
Number

Purchase 
Price Freight

Other Costs 
and  

Adjustments

Inventory 
Date Comments

Last Known 
Location

01-Oct-01

T

03-71 70

GRANDI

COMPUTER, SUN ULTRA 10 MODEL 440, 440MHZ

SUN ULTRA 10 MDL 44

FW13840532

ADD TWO (2) 256MB RAM, P38403A, 13 SEP 01
ADD 21" MONITOR, P38402A, 13 SEP 01

G
R
N
T

G 
S
A Notes/Comments

NSF 
Contract 

No.

rev 7/97

Photo (if available): 

PROPERTY VALUE:

Current Tag No: 

11552

Disposition 
Code:

31-Oct-01 P38403A N-NU410-109-800 43043 $885.00 $111.00 $0.00 ADD 21" MONITOR96-13615 

31-Oct-01 P38403A N-NU410-109-800 921520 $451.79 $0.00 $0.00 ADD TWO (2) 256MB RAM96-13615 

31-Oct-01 P38420A N-NU410-109-800 43486 $3,909.78 $42.00 $0.00 PURCHASE SYSTEM, SN: FW1396-13615 

30-Sep-02 TOB50A

$5,399.57

ATTACHMENT 1, PAGE 1



ATTACHMENT A, PAGE 2



ATTACHMENT A, PAGE 3



ATTACHMENT A, PAGE 4
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