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1. Pur pose.

The purpose of this section is to establish policy for the managenment of the
Bureau's Real Property Assets.

2. bj ect i ves.
The objectives of the real property managenent programare to:

A Establ i sh and pronote managenment and accountability for the Bureau's assets
t hrough sound property and accounting principles and poli cies.

B. Est abl i sh systens and procedures to receive, account for, and di spose of rea
property by:

i Processing receiving reports in a tinely manner to ensure that the Rea
Property Records reflect an accurate picture of the Bureau' s rea
property assets

ii. Mai ntai ni ng real property records to ensure accountability of the rea
property assets is nmintained.
iii. Perform ng regul ar inventories
i V. Di sposi ng of unneeded or unserviceable real property expeditiously.
C Establi sh a process to ensure that sound business deci sions are made regarding
establishing, inproving, naintaining, and disposing of real property.

3. Aut hority:

Basic authority for carrying out the real property nmanagenent activities are
contained in the Federal Property and Administrative Services Act of 1949, as
amended. Qther authorities are contained in:

5 USC 301.

5 USC 305(b)

18 USC 641, 654, 1001, 1031.

31 USC Chapter 9.

40 USC 483, 484.

41 CFR 102 Subchapter C

Departnment of Interior Real Property Financial Managenent Policy
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4.

1.

Interior Real Property Financial Managenment Guide

Statement of Financial Accounting Standards (SFFAS) #3, #6, #8, #11, #16
Federal Acquisition Regul ations, 48 CFR, Chapter 1, part 45.

Departnment of the Interior Acquisition Regulations, 48 CFR, Chapter 14
Federal Land Policy and Managenent Act of 1976 (43 USC)

IO

Responsibility

Accountable O ficers are responsible for ensuring that accountability of rea
property site enhancenments of every kind is maintained and certifying the annua
real property inventories. The Accountable Oficers are responsible for ensuring
that sound busi ness deci sions are nmade and appropriate safety, accessibility and
security regulations are applied during the acquisition, inmprovenent, maintenance
and/ or di sposal of real property. The follow ng are bureau accountable officers:

a. Assistant Director - Business and Fiscal Resources.

b. National Center Directors.

c. State Directors.

d. Field Ofice Managers

Local Real Property Managers. The local real property nanager is responsible for
reviewi ng real property acquisitions and construction docunents to ensure accurate
Budget Object Cl ass assignnent, subnmitting receiving docunentation and rea
property records (BLM Forns 1530-17, 18, 19, 20, and 21) within 60 days of
conpletion, participating on a teamto performthe real property physica

i nventories by verifying the accuracy of the real property records and ensuring
that the records are updated to natch the real property site, and that disposa
docunents are subnitted in a tinmely manner.

Local Engineering Staff: The local engineering staff is responsible for providing
information to the local real property nanager to enable the receipt and
acceptance of real property within 60 days of conpletion, participating on a team
with the | ocal real property nmanager to conplete the annual real property
inventory, and notifying the local real property manager whenever information in
the real property records needs to be updated. In addition, the |oca

engi neering staff is responsible for the conpletion of condition assessnments on a
cyclical basis for all real property in the field office, regardl ess of

acqui sition cost.

Contracting Officers (COs). The Contractor Oficer is responsible for providing
information for the review of the | ocal real property nanager regarding all rea
property acqui sitions and construction projects.

Local Project Managers (Contracting Oficer’'s Representative). This individual is
responsi ble for ensuring that Project Conpletion Reports (BLM Form 1310-11) are
submitted to BC-653 within 60 days of conpletion of the project for all rea
property projects

State Directors. State Directors are responsible for providing gui dance and
assistance to the field offices, and ensuring that internal state reviews of rea
property prograns are perforned on a 4-year cycle.

Nati onal Busi ness Center Property Operations Branch. This teamis responsible for
est ablishing the annual inventory cycle, ensuring that real property accounts are
updated and that inventories are docunented and reconciled with financial records,
mai ntaining all financial records related to real property (including acquisition
docunents and inventory docunentation), and nmaintaining close liaison with the
Chief Financial Oficers and other personnel involved with real property to ensure
that val ues reported are accurate.

Ofice of the Director.
A Director. The director is responsible for the overall managenent of the

BLM real property programand will certify on an annual basis, as part of
t he Managenent Control Assurance Statenment as to the accuracy and



compl et eness of real property inventories perforned by the field
offices. The director also ensures that accounts are reconciled, that
adequate financial controls are in place, that the financial records and
reports accurately reflect the status of real property.

B. Deputy Director. The deputy director is authorized to act for the
director in all phases of BLMreal property nmanagenent.

9. Assistant Director - Business and Fiscal Resources. The Assistant Director for
Busi ness and Fi scal Resources is responsible for ensuring that sufficient
resources and organi zation are available to conduct all phases of physica
inventories and reconciliations, that physical inventories are accurate and
completed within the established tine frames, ensuring that Bureau real property
performance acconplishments are properly accounted for in periodic reports to the
Department, and that sound busi ness decisions are nade regardi ng the acquisition
i mprovenent, maintenance and di sposal of real property.

10. Bureau Real Property Oficer. This individual is responsible for providing Bureau
gui dance and direction for effective real property nanagenent. This includes:

A. Providing guidance to manage the real property assets accountability of
t he Bur eau.

Apprai sing the effectiveness of real property activities to ensure sound
busi ness deci si ons are nade.

Ensuring that econom c and efficient systens and managenent controls are
in place.

Representing the bureau on inter/intra-agency teans and wor kgroups
relating to the managenment of real property.

Ensuring the annual real property inventories are acconpli shed.

Ensuring that real property reviews of each state/center are acconplished
on a four-year cycle.

mm o 0O W

11. Bureau Chief Financial Oficer. This individual is responsible for ensuring that
adequate financial controls are in place and financial records and reports
accurately reflect the status of real property, ensuring independent control of
data in the accounting system reconciling accounting systemdata to the real
property records at |east nonthly, nmintaining docunentation of account
reconciliations, maintaining Construction in Progress financial records in
cooperation with real property officers for each facility project in progress.

5. Ref er ences

BLM Manual 1112 Safety

BLM Manual 1240 Eval uation Program

BLM Manual 1245 Audit Coordi nation, Response and Fol | ow up
BLM Manual 1301 Accounting Principles and Standards
BLM Manual 1510 Acquisition

BLM Manual 9110 Transportation Facilities

BLM Manual 9112 Bridges and Maj or Cul verts

BLM Manual 9113 Roads

BLM Manual 9150 Buil di ngs and Recreation Facilities
BLM Manual 9177 Mai ntenance and Saf ety of Dans

BLM Manual 9310 Appraisal of Real Property
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Pol i cy

Real property owned or |eased by the Bureau of Land Managenent nust be properly
accounted for in real property accountability records. Any changes to real property
owned or | eased by the Bureau of Land Management nust be tracked and reflected In
real property accountability records. Each real property acquisition, inmprovenent,
construction, donation, transfer or upgrade that neets the overall capitalization
criteria will be recognized in the financial records and depreci ated.

Real Property is defined as any interest in land, together with structures and
fixtures, appurtenances and i nprovenents of any kind |ocated thereon. The term
“real” should be associated with realty, |land, or something attached thereto.

Acqui sition of real property within the Bureau of Land Managenent occurs in nany
ways, including, but not limted to, construction, procurenent, donation, transfer
and | and exchanges. Accountable Oficers should nake every effort to ensure that
liabilities associated with newy acquired real property (such as hazardous
materials, safety violations, and tort clains) are mitigated to the greatest extent
possible prior to the conpletion of the acquisition process. Devel opment of a

busi ness case for all real property acquisitions is required.

Capitalization is defined as recording the total acquisition cost of an itemin the
general |edger of Interior’'s financial accounts. The intent of capitalization in
the financial records is to provide an accurate total reflection on Interior’s
investnment in real property over tinme and to provide informati on on operating
performance by allocating costs to the periods benefited.

In accordance with the Interior Real Property Financial Managerment Policy, dated
April 30, 2003, the Bureau of Land Managenment established the capitalization
threshol d of $100, 000 per item This capitalization threshold applies to all rea
property including buildings and ot her inprovenents, roads, bridges and dans,

i ncludi ng nodifications, inprovements, etc. Specific information regarding this
policy can be found in the DO Interior Real Property Financial Managenent Policy or
the Interior Real Property Financial Mnagenent Cuide.

An annual inventory to physically verify the presence and condition of all of the
Bureau of Land Managenent’s capitalized real property will be perforned. Non-
capitalized real property will be tracked in the Bureau Facility Maintenance System
and will be inventoried during the condition assessnent process at |east once every
five years. In addition, real property business practices, procedures and policies
will reviewed during cyclical review performed by Bureau and Busi ness Center
property teans.

Addi ti onal definitions and procedures will be provided in the Bureau of Land
Managenent Gui debook, G 1530-1, which will be updated and nmi ntai ned on the Busi ness
Center Property Managenent web site.

Fil e and Records Mai ntenance. See BLM Manual Section 1220 and t he conbi ned Bureau
Ceneral Records Schedule 4, items 4, 5 and 13 for disposition instructions.
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Definitions

Accountability: Property accountability includes responsibilities for such tasks as
tracki ng the novenment of assets, recording changes in physical condition and
verification of physical counts. The property managers nust exercise this

responsi bility and nmaintain proper control over an organization’s assets through
record keeping, effective policies and procedures, and appropriate security
control s.

Accountable Oficer: Accountable Oficers are responsible for ensuring
accountability of real property under their control and that accurate real property
records are maintained. Accountable officers are field office nanagers who have

di rect nmnagenent oversight over the real property.

Account abl e Real Property: Accountable real property assets are assets that are
determined to be inportant because of their use, value or significance in neeting
the Bureau’s mssion and fiduciary responsibilities.

Acqui sitions: Acquisition of real property within the Bureau of Land Managenent
occurs in many ways, including, but not limted to: construction, procuremnent,
donation, transfer and | and exchange.

Admi ni strative real property (RP): General Property, Plant, and Equi prent used to
support the daily operations of the Bureau of Land Managerment (BLM in providing
goods and services to the public. This includes both adninistrative sites and
recreation areas.

Bridges: Bridges for purposes of this docunment are defined as those bridges that
neet the engineering standards for mininumlength and width and that are expected to
conply with the bridge safety inspection standards in Title 23, Code of Federa
Regul ati ons, Part 650, Subpart C. Culvert crossings are not considered to be
bridges. Bridges are capitalized if the general capitalization criteria are mnet.

Bui | di ngs: Buildings are defined as any structure with a roof and conmonly encl osed
by wall's, designed for storage, human occupancy, or shelter for aninals,

di stingui shed fromother structures not designed for occupancy (such as fences or

bri dges). Buildings include offices, warehouses, housing and storage units. Fixed
equi prent, that is permanently attached to and a part of the operation of the
bui | di ng, and cannot be renoved without cutting into the walls, ceilings or floors,
is also included. Exanples of fixed equi prment include plunbing, heating and Iighting
equi pnent, elevators, central air conditioning systems and built-in safes and

vaul ts.

Capitalization: Capitalization is defined as recording the total acquisition cost of
an itemin the general |edger of Interior’s financial accounts. The intent of
capitalization in the financial records is to provide an accurate and tota
reflection of the Bureau's investnent in real property over tine and to provide

i nfornati on on operating perfornance by allocating costs to the periods benefited.

Capitalized Real Property: 1In general, itens to be capitalized include Land and
Land Rights, Land | nprovenments, Construction-in-Progress, Buildings, Building

| mprovenents and Renovations, Lease-hold |Inprovenents, Roads, Bridges, and Uility
Systens. \Wen determ ning whether any specific real property itemwll be
capitalized, the following criteria nmust be consi dered:

1. Any asset designated as stewardship or heritage is not capitalized.

2. Any asset that has an estimated useful life of less than two years is not
capitalized

3. Any asset that has an acquisition cost bel ow the established capitalization
threshold is not capitalized.

Condi tion assessments: Periodic assessnents of the existence, inventory condition
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and value of all RP. Corrections to facilities, property and finance records are
made fromthese inventories.

Construction-in-Progress (CIP): Construction-in-Progress includes costs incurred
during the construction of real property for which the agency will be accountabl e,

i ncl udi ng engi neering studies & surveys, design, direct |abor, direct materi al
overhead and other costs incurred during construction. Upon conpletion, on the date

that the asset is placed in service, these costs will be transferred to the property
capital asset account as the acquisition cost of the asset. Capitalization of
construction work in progress will not be del ayed pending final acceptance of

resi dual closeout work such as punch |ists.

Cost: The cost of a real property asset includes all expenses incurred to bring the
asset to a formand location suitable for the asset's intended use. For exanpl e:
amounts paid to vendors; transportation charges; |abor costs; engineering and
architectural salaries or design costs; acquisition and preparation costs for
bui | di ngs, structures, and site inprovenents; costs for all |abor and gover nnent
furni shed supplies or naterials; costs for inspection, supervision, and contract

admi ni stration; legal, recording fees, and clains; fair value of donations; and

mat eri al anpbunts of interest paid.

Depreciation: Capitalized property, including buildings, structures and facilities,
is depreciated over time in order to allocate the costs of assets to the activities
and time periods expected to benefit fromthe use of the property. Depreciation is
an inportant conponent of the full cost of activities for financial and performance
reporting. In addition, managenent is expected to consider depreciation along with
ot her cost el ements when establishing reinbursabl e agreenments and repaynent
contracts.

Def erred Mai ntenance: Deferred Mintenance i s maintenance that was not perforned
when it should have been or was schedul ed to be and which, therefore, is put off or
del ayed for a future period.

Di sposal : Real property nmust be di sposed of when the asset beconmes obsolete, or is
destroyed, dammged, or replaced. Real property can be renmoved fromthe Rea
Property records in many ways: Approved destruction, donation, sale, transfer,
trade-in or the Report of Survey Process.

Earthen Structures: Earthen structures are conposed of earth and simlar materials
that retain water. Dikes, |levees, and ditch plugs are exanples of earthen
structures. Earthen structures related to Stewardship Land and permanent

i mprovenents to Stewardship Land are expensed as acquisition of stewardship |and.

O her earthen structures related to bureau operations that neet the capitalization
threshol d are capitalized and depreci at ed.

Force Account: For the purposes of real property, force account construction is
defined as any construction that is done “in-house” by BLM enpl oyees who are being
paid to performthe construction. It is critical that all costs associated with
force account construction be conpiled in a Construction in Progress account,
including, but not Iimted to: salary and fringe benefits, travel and per diem
vehi cl e and equi pnent use rates and fixed ownership rates.

General Ledger: A uniformchart of accounts in which financial data are recorded.

General property, plant, and equi pnment (PP&E): Land used in general operations,

i ncludi ng Iand underlying office buildings, recreation facilities, etc, provided
that the |Iand was not previously acquired by the Federal Governnment as part of the
public domain and is not currently used in a stewardship capacity. The cost of
Ceneral PP&E land is recognized in the financial records in the year that it is
acqui red. Land does not appreciate or depreciate.

Heritage assets: Heritage assets are property, plant and equi pment (PP&E) that
possess one or nore of the follow ng characteristics: 1) historical or natura
significance, 2) cultural, educational or aesthetic value; or 3) significant
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archi tectural characteristics.

| mprovenents: Capital inprovements are nodifications to existing real property
which: 1) extend its useful life by two years or nore, or 2) enlarge or inprove its
capacity or otherwi se upgrade it to serve needs different from or significantly
greater than, those originally intended. If a single nodification neets the
capitalization criteria, then that nodification will be capitalized and recorded in
the general |edger. Roads, parking lots, utilities, danms and bridges are exanpl es
of inprovenents to a real property site

Land: Land is the solid part of the surface of the earth. The treatnent of land in
financial records depends on whether it is General PP&E Land or Stewardship Land.
Land, land rights and permanent inprovenents to |and such as roadbeds do not | ose
val ue over tine and are not subject to depreciation. No depreciation is recognized
for these assets.

Leasehol d I nprovenents. BLM funded costs of inprovenments to |and, buildings,
structures and facilities leased by the Interior are capitalized if they neet the
capitalization threshol d.

Local Real Property Manager: Local Real Property Managers are persons in each
accountabl e office who are designated to: Ensure that real property accounts are
reconciled and inventories are docunented; maintain all records related to rea
property, including records of financial transactions related to real property and
perform physi cal inventories.

Mai nt enance: Mintenance is the act of keeping assets in usable condition, including
preventi ve nai ntenance, normal repairs, replacenment of parts and structura
conponents and other activities needed to preserve the asset so that it continues to
provi de acceptabl e services and achieves its expected |ife. Mintenance excl udes
activities ainmed at expanding the capacity of an asset or otherw se upgrading it in
order to serve needs different fromor significantly greater than those originally

i nt ended.

Managenent: The safeguardi ng of the Federal Government's interest in real property
in an efficient and econom cal nmanner consistent with the best business practices.

Modul ar Bui |l di ngs: Mdul ar buil dings are buil dings that are acquired as a unit and

moved onto the site rather than constructed on site. |f the nodular building neets
the real property capitalization criteria and is physically attached to the |and by
pl unbi ng, sewer, and/or electrical connections, then it will be placed into the rea

property records.

Non-capitalized Real Property: Real Property itemhaving a value |less than
$100, 000. Non-capitalized Real Property is accounted for in the Bureau FAMMVS system
Inventory of this RP is acconplished during the Condition Assessnment process.

Quarters: Also known as Governnent Furnished Quarters (GFQ or Housing. Gover nnment
furni shed buildings, including trailers utilized as a dwelling unit, for federa
gover nent enpl oyees and vol unteers. Enpl oyee occupants of these quarters pay an
established rent. Buildings for recreational public use are not considered quarters.

Bui | di ngs used as Quarters are subjected to the same capitalization criteria as
all other real property. The sane fornms and informati on nmust be submtted.

Real Property (RP): Land (within established site boundaries), together with the
i mprovenents (buildings, structures, and site inprovenents), |ocated thereon. For
pur poses of the Real Property Managenent Program RP does not include stewardship
assets.

Real Property Inventory: All capitalized real property in the Bureau of Land
Managenment nust be inventoried every year. 1In addition, non-capitalized rea
property is physically verified for presence and condition on a regular basis, to
ensure that all real property is inventoried over a five-year period. The physica
inventory of Capitalized Real Property nust include [ocation of itenms, assessment of
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utilization and confirmation of accuracy of subsidiary records. Signature
certification by the Iocal real property nanager, the field engi neer, the
accountabl e officer, and the state property manager are required.

Recei ving: The governnment official accepting constructed real property is nornally
the Contracting Officer, or that Oficer’s designated representative, who is
responsi ble for conpleting a Construction Project Conpletion Report (BLM Form 1310-
11) and notifying the Real Property nanager of the acceptance at the tine the
property is put into service. Receiving docunentation for real property acquired by
acqui sition, donation, or transfer needs to be provided to the real property
manager. Assets built by volunteers with little or no cost to the Governnent are
considered to be donated property. |If an actual value cannot be determ ned, a fair
mar ket val ue needs to be established through the appraisal process.

Reconciliation: ldentification of the differences that exist in the val ues
contained in two or nore accounts or statements and making the corrections to bring
theminto bal ance.

Recreation Site: An area that is recognized as significant for recreati on purposes
and includes any | ocation where managenent actions are required to provide a
specific recreation setting and activity opportunities to protect resource val ues or
to provide visitor safety.

Roads: Paved roads and Gravel roads are capitalized if the general capitalization
criteria are met. Note, while the estimted useful life of npbst paved roads is well
in excess of two years, in certain locations the estinmated useful life is expected
to be less than 2 years (e.g., Al aska). In accordance with the genera
capitalization criteria, these roads woul d be expensed. Roads on Stewardship Land
are treated in the same manner as paved and gravel roads on non-stewardship |and.

Site: A BLM owned land area used for real property. The site may contain buildings, structures, or
other site improvements. The site is bounded by a more or less defined perimeter or an established
boundary. (The site will have a real property number if the value of any of the buildings, structures or
improvements meet or exceed the capitalized threshold).

Site Inprovement: Site inprovenents include all inprovenents outside the foundation
of buildings and structures, but exclude attached porches or decks. Site

i mprovenents consi st of such itens as sidewal ks, roads, trails, bridges, parking
lots, utility systems, fences, |andscaping, signage or information boards,
utilities, and simlar itemns

St ewar dshi p Land: Any | and owned by the Federal Governnent and not acquired for or
in connection with other General PP&E. Typical stewardship land is land held for its
natural or cultural significance such as park land, wildlife refuge, etc. 1In
addition, any |and which cane into government ownership as public domain |and
remai ns stewardship land regardl ess of howthe land is used by Interior as the cost
of this land is not identifiable. The overwhelnming majority of Interior’s land is
Stewardshi p | and. Stewardship | and does not have an identifiable financial value and
is not recognized in the financial statenents.

St ewar dship Assets: Stewardship assets may resenble CGeneral PP&E. However, they
are associated with the mssion responsibilities of BLM as a | and manager.

St ewar dshi p assets includes stewardship |and and i nprovenents to the |and such as
wat er control structures, pipelines, wells, and water catchments or tanks; fences,
cattle guards, and corrals; streamor habitat inprovenments; and trails or simlar
items. These inprovenents can be structural or non-structural inprovenents intended
to i nprove program nanagenent, increase the useful ness of the | and, or protect

resour ces.

Structure: A facility with a roof that is not enclosed on all sides or is not
i ntended for permanent human occupancy. (Structures include pavilions, pole barns,
hay sheds, 3-sided truck barns or storage facilities, comunication vaults, vault



toilets,

wel |

houses,

fl anmabl e storage, and trail shelters.)
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Chapter 1: Planning

I. Capitalization Threshold

In accordance with the Interior Real Property Financial Managenment Policy, dated
April 30, 2003, the Bureau of Land Managenent has established the capitalization
threshol d of $100,000 per item This capitalization threshold applies to all real
property including buildings and ot her inprovenments, roads, bridges and dans,

i ncludi ng nodifications, inprovenents, etc. Specific information regarding this
policy can be found in the DO Interior Real Property Financial Managenent Policy or
the Interior Real Property Financial Mnagenent Guide.

Because of the inportance of mmintaining the integrity of the Bureau' s real property
financial records, the new capitalization threshold will not affect the itens
currently on the real property records. Assets found on inventory in future years
will be held to the new capitalization threshold for determ ning proper accounting
treatnent.

II. The Construction Planning Process

The Bureau currently has a 5-year construction plan for all types of funding:

Def erred mai nt enance, MLR, O&C, and the Fire Managerment plan. |In order to ensure
that all costs associated with a construction project are captured, and that the
conpl eted project is entered into the records in a timely manner, it is critica
that the real property nmanager in each office be frequently notified of the status
of pendi ng and on-goi ng projects.

III. Establishing a Project Number

In order to track budget costs effectively, a project nunmber assignment is strongly
recommended prior to expending any funds at all on the project.

Construction Projects that are approved through the appropriations process are
assigned Project Numbers through the Washington Office. This process can take a
long tine. The sane applies to deferred naintenance projects in the 1653 and 1654
sub-activities.

However, each state has been assigned 100 special state codes that can be used to
track Construction in Progress spending at the local |level prior to or in lieu of

appropriations approval. |In addition, reinbursable account project nunbers are
assigned at the state level. You are requested to contact your budget staff at the
i nception of any construction to ensure that the dollars will be tracked

appropriately using a project number.

The National Business Center staff (BC- 653 and BC-612) is notified of a new project
when the BLM Form 1310-20 (Project/ Subproject Number Assignment and | nfornmati on Form)
is submitted. This formmust be conpl eted by engineering staff or the project
manager and sent to the business center before any project spending begins.

IV. Development of a Business Plan

It is the responsibility of each office planning or anticipating the acquisition of
real property to develop a business plan that identifies the projected costs of the
property, both initially and in the future. Al real property, even property which
is donated to the BLM has intrinsic costs associated with it. Sone exanples of
short-term costs include hazardous nmaterial mitigation and/or life safety code
violation mtigation. Sone exanples of |long-termcosts associated with real
property include security, maintenance, utilities and depreciation

The busi ness plan should identify how the office intends to use the real property



and what their long-termplans are for funding the costs associated with that

property,

i ncluding the use of interagency agreenents, private donations, and

vol unt eers.
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Chapter 2: Acquisitions

I. The Budget Object Class

The foll owi ng Budget Object C asses should be used when acquiring real property:

Capitalized Land Acquisitions — 32-3A
Admi ni strative

Capitalized Buildings, Constructed 32-3B
Capitalized Buildings, Purchased 32-3C
Capitalized I nprovenents 32- 3H
Capitalized, Oher structures and 32-3Y
Facilities

Capitalized Roads 32-2S
Capitalized Dams 32-2E
Capitalized Bridges 32-2C
Capital Leases 32- 3L

II. Pre-construction work

Costs resulting from pre-constructi on work, such as site visits, design contracts,
site preparation, etc. that are incurred prior to the assignnment of the project
nunber need to be documented and submitted at the tine of the project conpletion

III. Modular Buildings, Trailers and Portable Hazardous Material Buildings

Al'l Mdul ar Buildings, trailers and portable hazardous materials buildings will be
put in the real property records if and only if its acquisition cost exceeds the
capitalization threshold and it has electrical, sewer or water connections on a BLM
owned site. Oherw se, nodular buildings, trailers and hazardous materials
bui | di ngs nust be entered into the personal property records.

IV. Heritage Assets

Nei t her heritage assets nor inprovements to heritage assets are entered into the
real property records. When | nprovenents that extend the useful life or increase
the capacity of a multi-use heritage asset are conpleted, they would need to be
reviewed for capitalization. An exanple of a multi-use heritage asset would be a
historic building that we also utilize for office space.
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Chapter 3: Construction

1. Maintenance

If the work is defined as mai ntenance and doesn’t upgrade the facility or extend its
useful life in any way, it will not be added to the value of the asset. However,
the BLM form 1310-11 (Construction Project Conpletion Report) should be submitted to
renove the Construction in Progress data fromthe account.

II. Upgrades

If the project you are conpleting exceeds the capitalization threshold and adds to
the value of the real property site (e.g. larger HVAC system inproved insulation,
etc) or if it adds to the useful life of the asset (e.g. a 30 year roof), then it
needs to be added to the real property records. The Construction Project Conpletion
Report (Form 1310-11) and at | east one Real Property form (see chapter 4-1V) nust be
sent to BC-653 for all additions to the capitalized Real Property records.
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Chapter 4. Receiving

I. The Process

Every tinme an individual construction project is put into service, the 1310-11
Construction Project Conpletion Report, should be sent to the National Business
Center, along with the appropriate Real Property Form

A printed copy of the FA input document will be sent back to the Field Ofice for
review and notification after the asset is added to FA. However, it is the
responsibility of the field office to verify the accuracy of the inventory every
year. |If an itemthat you have submtted has not yet been entered into the system
pl ease identify that on the inventory or contact the Business Center Real Property
Staff (BC-653) at any tinme throughout the year concerning these itens.

II. Establishing the Fair Market Value

When property is donated, transferred or found on inventory, the fair market val ue,
date of acquisition, and useful life of the asset need to be established. For
constructed assets, an engineering estimate will be sufficient. An independent
apprai sal to determ ne value of the acquired | and associated with real property
needs to be provided.

III. Audit Requirements

It is critical for a clean audit opinion that real property receiving docunentation
be submitted and entered into the real property records within 60 days of conpletion
of the project. An asset’s acquisition date is the date the asset is put into
service, in use, or capable of being in service. The acquisition date of the
property must be entered on the Construction Project Conpletion Report (BLM Form
1310-11) and all applicable Real Property Forms (See Chapter 4-1V).

Fi nanci al accounting standards require that our financial statements accurately
refl ect the nunber of capitalized assets we have in the Bureau. |If the property is
not entered into the records in a tinely manner, expenses are inappropriately
reported. In addition, real property depreciates at a rate based upon its usefu

life. If the real property is entered into the real property records |late, our
assets (PP&E), expenses, and depreciation are nisstated.

IV. The Forms
The followi ng forns should be submtted at the tine of the project conpletion
1310-11: Construction Project Conpletion Report (for any construction project)
1530-17: Land Record (only if the project involves a new or expanded site)

1530-18: Building Record (only if a new building has been added or an existing
bui | di ng has been inproved or upgraded)

1530-19: Structures Record (only if a new structure has been added or an existing
bui | di ng has been i nproved or upgraded)

1530-20: Site Inmprovenent Record (only if site inprovenents have been nade)
1530-21: Pictures (always)

Procurenent docunent (al ways)
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V. Real Property Numbers

BLM Busi ness Center real property staff will assign the real property numbers upon
recei pt of the above docunents.

Real property nunmbers begin with R, followed by a four digit sequential site nunber,
a decimal point, and a three digit inprovement type nunber:

o 200-299 | and description

o 300-399 buil dings

o 400-499 ot her structures

o 500-599 inprovenents.

The old property nunber plaques will not be reissued. The BLMis currently creating
new, snaller property nunber identification stickers that will be placed

consi stently on structures throughout the Bureau. Until that happens, keep the old
pl agues on the structures if you still have them However, if you have old rea
property numnber plaques on real property that is no |onger capitalized, they should
be renoved

In addition, BLMw Il be issuing unnunbered “Non-capitalized real property asset”
stickers, and “heritage asset” stickers upon request to assist the local rea
property manager in differentiating the capitalized real property nore easily during
the inventory, financial audits, or property reviews.
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Chapter 5. Inventory

I. Capitalized Real Property Inventory Process

An annual inventory to physically verify the presence and condition of all of the
Bureau of Land Managenment’s capitalized real property will be perforned.

If the annual inventory report has an inaccurate description, the inventorying
of ficial should make the change in red on the inventory docunment. It is the |oca
real property manager’s responsibility to verify that the inventory has been

updated. It is inmportant to note that these changes can be nade at any tinme, not
exclusively during the annual inventory.

II. Non-Capitalized Real Property Inventory Process

Non-capitalized real property will be tracked in the Bureau Facility Mintenance

Systemand will be inventoried during the condition assessnment process at |east once
every five years.
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Chapter 6: Disposa

I. Available Property

The | and associated with real property in the Bureau of Land Managenent is often
part of the public domain and, therefore, reverts to stewardship |and status when
all buildings, structures and i nprovenents have been renpved. |In extrenely rare

ci rcunmst ances, it may be considered advantageous to the governnent to di spose of the
| and associated with real property. Because of the unique nature of the | aws
governi ng the Bureau of Land Managenment, prior to making any decision that includes
the di sposal of BLMowned land, field office realty staff should be consulted.

To initiate the disposal of a real property site, the field office should submt BLM
Form 1520- 34, Available Property Report. The disposal teamin Denver (BC-653) wll
work with the | ocal real property nanager to ensure that the proper forns are
conpleted to report the excess property to GSA and to conply with the MKinney Act.

II. Destruction

The regul ati ons regardi ng di sposal of real property inprovenments are the same
regul ations that are used for personal property. Please refer to Guidebook G 1530-
1, Chapter 6 for further information and gui dance.

If an existing inprovenment needs to be destroyed for any reason, approval for the
destruction nust be obtained in advance by conpleting and submitting a DI-103a,

(Certificate of Unserviceable Property) to your state office for approval. The
originating office can request approval to haul the parts to the dunp, donate them
to a public entity or sell themin a small ot sale. The building can be destroyed

only after approval is obtained.

The nmethod for renoving a damaged or destroyed structure fromthe Real Property
records is the same process as for personal property. A DI -103 (Report of Survey)
needs to be initiated within 30 days of the incident. After signature by the
cogni zant enpl oyee, custodial officer and accountable officer it needs to be
submtted to the State Ofice for Board of Survey action and Review ng Authority
concurrence.

III. Removal & Sale

Qccasionally inprovenents to a real property site, such as nodul ar buil di ngs,
trailers or hazardous naterials buildings, can be sold and renbved fromthe site by
t he successful bidder. Conplete and send a Form 1520-34, Avail able Property Report
to the Business Center (BC-653). Specify that you wish to nmake this asset avail abl e
for sale and off-site renoval
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IV. Transfers

Currently, the Fixed Asset System doesn’t have a way to transfer an asset (e.g. modular building, trailer
or hazmat building) from one real property site to another. If the move is going to be permanent, the
building will have to be removed from the first site’s records and received at the second site. If there is
a possibility that the building will be brought back at some future date, the inventory can be annotated as
to the correct location of the asset.

Chapter 7: Property Reviews

Real property business practices, procedures and policies will be reviewed during
cyclical reviews performed by Bureau and Busi ness Center property teans. State
Ofices are required to schedule cyclical reviews of their real property business
practices, procedures and policies as well. Processes that will be revi ewed
include: the inventory accuracy, the real property nanager’s know edge of rea
property forms, disposal documentation, Managenent |nformation Systemtracking tools
and NBC website information, conmunication between the engineering and real property
staffs, and status of outstanding construction in progress.
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